
is a non-profit organisation of service clubs with its headquarters in the Chicago area (www.rotary.org)  

Due to an internal promotion the Europe/Africa office, located in Zurich has an opening for a

Coordinator – French/English
in our Club & District Support Department
In this position you will liaise with Rotarians from assigned regions on all club matters, deal with general correspondence, telephone queries, handle expense reports and provide an extensive range of information and interpretation of policy documents. Once or twice yearly field service trips to the assigned regions will be another aspect of this role. 

Our ideal candidate has:

· French mother tongue

· Fluency in written and spoken English
· Proven organisational and administrative skills 

· A strong orientation towards “customer service” 

· Good presentation skills 

· Excellent PC skills (MS Office products) 

· The ability to work in a team as well as independently 


We offer: 


A varied and challenging position in an international environment, a friendly team of 40 employees from 20 countries, the opportunity to work in a service oriented, non-profit organisation and excellent working conditions.

Are you interested? Then please submit your written application, in English to:

Rotary International, Ulla Korsgaard Larsen, Supervisor Human Resources, Witikonerstrasse 15, 8032 Zürich, Ullakorsgaard.larsen@rotary.org 
