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JOB ANNOUNCEMENT 
SENIOR PROGRAM OFFICER  

 
THE DUE PROCESS OF LAW FOUNDATION (DPLF) seeks a Senior Program Officer to work justice and 

rule of law issues. The issues addressed will include, but are not limited to, judicial independence, judicial 

reform and criminal procedure reform. Under the direct supervision of the Executive Director, Senior 

Program Officers at DPLF are responsible for: project development, planning and implementation; 

producing and disseminating information; providing technical assistance to civil society groups in Latin 

America; and carrying out educational and advocacy activities both in the region and in the United States 

on related issues.   

 

ABOUT DPLF: DPLF is a regional organization comprised by a multi-national group of professionals, 

with a mandate to promote the rule of law and human rights in Latin America through analysis and 

recommendations, cooperation with public and private organizations and institutions, the sharing of 

experiences, and advocacy.  DPLF is a 501 (c) (3) nonprofit, nongovernmental organization based in 

Washington, D.C. The organization was founded in 1996 by Professor Thomas Buergenthal and his 

colleagues from the United Nations Truth Commission for El Salvador, who were convinced that human 

rights could only be guaranteed by strong and independent national judicial systems. Our vision is a Latin 

America where civil society participates fully in the consolidation of the rule of law - through the use of 

national and international legal instruments - and where judicial institutions are independent, transparent, 

accessible, and able to fulfill their role in strengthening democracy.  

 

QUALIFICATIONS: 

 Strong commitment to the protection of human rights and promotion of the rule of law;  

 Law degree or a graduate degree in a related field; 

 A solid background in international and constitutional law and at least eight years of experience 

working on human rights issues in Latin America. Experience with and knowledge of the Inter-

American human rights system; 

 Ability to produce high quality scholarly research, with attention to details; 

 Native quality written and spoken Spanish; 

 Fluency in written and spoken English; 

 Strong ability to organize work, time and set priorities; 

 High degree of personal initiative to propose and carry out activities;  

 Ability to work independently with little supervision; 

 Sensitivity and criteria in facing a multicultural work environment; 

 Excellent interpersonal skills with people from different backgrounds and positions; 

 Special sensitivity for working with small civil society groups based in remote areas; 

 Ability to meet deadlines and work under pressure; 

 Availability for frequent and remote travel. 

 

RESPONSIBILITIES: 

Program planning, development and donor relations (10%)  

 Maintain working knowledge of significant development and trends in program countries and in the 

region 

 Assist the Director in researching, developing, and vetting program ideas  

 In coordination with the Executive Director, draft new project concept papers and proposals  

 Participate in discussions and negotiations with current and potential donors 
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 Develop draft project budgets  

 Maintain contact with selected donors 

Program activities (60%) 

 Carry out research and ongoing political analysis on related issues 

 Vet, coordinate and supervise research  

- Identify and select researchers in coordination with Executive Director 

- Draft Scope of Work 

- Stay in touch with all researchers involved/anticipate and answer queries/discuss progress  

- Discuss (preliminary) results of investigations and review research produced 

- Resolve any issues in the production process. 

- Smooth over problems  

- Assist in making necessary contacts to execute investigation 

 Plan trips and meeting objectives and agendas  

 Vet, hire, and oversee project consultants, ensuring work holds to DPLF standards and is on time 

 Coordinate work and maintain relationships with our local partners in Latin America 

 Plan, organize, and carry out seminars, conferences, and workshops in Latin America; 

 Participate actively in events (organized by other organizations) on related subject areas; 

 On occasion, provide technical assistance to local partners on issues such as: 

- project development 

- organizational issues  

- fundraising  

- using the Inter-American system 

Advocacy (10%) 

 Draft letters to authorities of program countries 

 Making and attending appointments with local and international authorities  

 Communicate and coordinate with DC-based and local organizations 

Communications (10%) 

 Contribute to the organizational website 

 Develop and coordinate content for DPLF’s institutional magazine AportesDPLF when issue is 

addresses related issues 

 Write opinion pieces and related materials for the media 

 Interact with selected media contacts  

 Review program and project publications  

Human resources, administration and reporting (10%) 

 Hire and supervise Program Officer, including performance evaluation. 

 Draft donor project reports 

 Trip logistics 

 Coordinate with contracted translators, editors, graphic designer and printing press used for 

publications  

 

SALARY & BENEFITS: Competitive salary plus full benefits package 

 

TO APPLY: Please send a cover letter, resume or CV, 2 writing samples (one in English and one in 

Spanish), and the names of 3 references with contact information to:  

Laura Park, Director of Institutional Development and Finance, Due Process of Law Foundation, 1779 

Massachusetts Ave., NW, #710, Washington, DC 20036; Fax 202-462-7703 or to info@dplf.org   

(Subject line: Sr. Program Officer Application). Applications will be accepted until April 15, 2015, but 

considered and, if of interest, scheduled for interviews as they arrive. 
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