
INTERNATIONALER NATURERBE FONDS – LEGACY LANDSCAPES FUND 
TOR Programme Assistant 

 
INTERNATIONALER NATURERBE FONDS – LEGACY LANDSCAPES FUND (LLF) is 
searching for:   Programme Assistant  
REPORTS TO:  Executive Director 

LOCATION:   Berlin 
SALARY:   Competitive  
CLOSING DATE: 28 Feb 2021 
START DATE:  01 April or 01 May 2021  

CONTRACT:   Full time 
The position will be first limited to one year, but employment is planned to be extended.  
 
ABOUT INTERNATIONALER NATURERBE FONDS – LEGACY LANDSCAPES FUND 
The Federal Ministry for Economic Cooperation and Development of the Federal Republic of 
Germany (“BMZ”), and KfW Development Bank ("KfW"), together with philanthropic and other 
international donors, will establish a pilot financing partnership with the objective to secure 
core financing of one million USD per year for up to 30 so called legacy landscapes (by 2030) 
at a global level for at least 15 years, with the perspective to establish permanent endowment 
funds for each landscape. For that purpose, the Legacy Landscapes Fund (“LLF”) was 
established as a charitable foundation under German law (“Hessisches Stiftungsrecht”) in 
December 2020 by BMZ/KfW. Recipients of the financing partnership are NGOs together with 
protected area administrations / local communities in partner countries eligible for Official 
Development Assistance, jointly securing the effective management of selected landscapes. 
The overall goal of the LLF is to make a significant contribution to the conservation of global 
biological diversity through an innovative approach. Under the legal form of a foundation with 
public and private (philanthropic) funds, the LLF will gradually provide long-term to permanent 
core funding for particularly conservation-worthy areas in the partner countries of the Global 
South within selected “Legacy Landscapes”. The selected landscapes should be managed 
effectively and sustainably by professional partnerships based on secured long-term public-
private core funding and respecting rights and needs of local communities. To ensure efficient 
and impact-oriented management of these sites, the LLF will foster professional partnerships 
with experienced non-governmental organizations (NGOs), protected area administrations and 
local communities. 
In the first phase, the measures of the LLF are intended (a) to provide financing for up to 7 
protected areas and their peripheral zones with an estimated total area of more than 16,000 
km² for at least 15 years, (b) contribute to the formation of alliances between private and public 
institutions and (c) contribute to improved management of the selected landscapes. Depending 
on further leveraged private and public funding and LLF potential to build up a permanent 
endowment fund, it is intended to contribute to the long-term/permanent financing for up to 17 
additional landscapes with an estimated total area of at least 34,000 km². By 2030, the 
objective is to build up a foundation portfolio of up to 30 globally significant protected areas 
and landscapes (total area of approx. 60,000 km²), the long-term financing of which is to be 
secured with the support of the LLF.  
The direct target group of the project is the primarily rural population of the protected areas 
and landscapes, whose living conditions and livelihoods are mostly based on the ecosystems 
and their natural resources. The project's intermediaries are the protected area authorities 
responsible for the management of the protection and use zones as well as the international 



NGOs that have established partnerships with them. The LLF's contribution to the conservation 
of globally significant biodiversity and intact ecosystems, some of which are classified as 
UNESCO World Natural Heritage sites, ultimately benefits the World community. 
In December 2020, the Executive Director for LLF has been selected, starting her services by 
April 2021, and the recruitment of a Deputy Director is in progress. The LLF is seeking a 
Programme Assistant to support the Executive and Deputy Director with administrative and 
operational tasks. 
 
THE ROLE 
Based in Berlin, you support LLF’s Executive and Deputy Director with administrative and 
operational tasks. 
 
KEY RESPONSIBILITIES 

- Support office operation / administration; 
- Overall day-to-day management of the office and office logistics; 
- Preparation of monthly expense reporting; 
- Support development of administrative and operational procedures for programme 

and office; 
- Support programme communication; 
- Organisation of logistics for events; 
- Organisation of meetings (e.g. with external players, board meetings, workshops, 

conferences) including invitation and calendar management; 
- Support outreach activities including activities to raise awareness about LLF’s focus 

and funding requirements within relevant NGO communities;  
- Set-up and management of databases, knowledge-management and background 

document libraries;  
- Support monitoring and evaluation of an increasing portfolio of LLF projects in 

developing countries; 
- Support review and scoping process of LLF project proposals; 
- Support reporting to funders, foundation authorities and public; 
- Contribute to the tracking of grantees compliance with reporting requirements and 

implement ad hoc plausibility checks; 
- Support with the clarification of incoming questions from NGOs & supporting them to 

comply with LLF’s funding requirements; 
- Provide smaller hands-on research services as per demand. 

 
 
KEY QUALIFICATIONS 
All candidates for position must provide evidence of the following: 

- Minimum of a Bachelor’s Degree, advanced degree preferred; 
- 1 - 3 years related experience in nature conservation project management, including 

budget management and monitoring and evaluation (experience from longer 
internships or student jobs is eligible);  

- Sound knowledge and ability to work with computer and software systems; database, 
spreadsheets, and other software packages; 

- Excellent written and oral language skills in English and in German; 
- Working experience in an international environment desirable; 
- Experiences in fundraising, writing of funding proposals and organisation of events 

desirable;  
- Background in of nature conservation or related field, basic understanding of social 

safeguards and development cooperation desirable.  



 
 

ABOUT YOU 
You are an energetic, self-starting individual who can express ideas, is detail-oriented and 
process-minded, but who is also flexible enough to enjoy working in an international 
environment for an organization that will spend its first years continually evolving. you should 
bring relevant experience from internships or initial work experience. You are comfortable 
working in a small organization and understand that this means every day is different. You 
have a passion for learning and doing new things. You are ambitious, creative, helpful, and 
have a good sense of humour. While experience within or understanding of nature 
conservation is not essential, it would be beneficial.  You have written and spoken fluency in 
English and German. Ability to travel internationally required. 
 
BENEFITS 
LLF is committed to providing a competitive and fair pay package that takes account of the 
responsibilities of the position and the qualifications of the selected candidate. 
 
APPLICATION PROCESS  
Expressions of interest should be submitted electronically, in English, with all supporting 
documents in a single pdf document. Please include a letter of motivation (not more than one 
page) indicating your salary expectations and curriculum vitae and send to 
info@naturetrustalliance.org before 28.02.2021. A shortlist of qualified candidates will be 
formally invited for an interview process in March 2021.  


