


 

Job Description Executive Director EDF 
 

Management of the EDF Secretariat 

 Oversee the administration of EDF Secretariat 

 Lead, coach, supervise and manage the human resource of the Secretariat 

 Prepare annual budget of the Secretariat for approval of the Board 

 Ensure fiscal management of the Secretariat within approved budget 

 

Financial Planning and Management 

• Develop annual strategic plan for optimum utilization of the Fund for approval of the 

Board 

• Ensure implementation of annual strategic plan 

• Submit periodic financial statements to the Board 

• Disburse Funds to the beneficiaries in accordance with the rules and procedures 

approved by the Board 

• Operate bank accounts as and when authorized by the Board 

• Ensure timely release of funds from Finance Division 

• Ensure timely utilization of funds with the approval of the Board 

 

Project Development 

 Develop projects of export development in accordance with the EDF objectives and 

annual strategic plan 

 Evaluate the applications for funding/grants from EDF 

 Regularly monitor and evaluate projects funded from EDF and submit reports to the 

Board 

 Coordinate with development agencies for co-funding of the export development 

projects 

 

Assistance to EDF Board 

 Make arrangements for Board meetings 

 Prepare working papers for the Board meetings 

 Prepare and circulate minutes of the Board meetings 

 Keep the Board fully informed of all significant operational, financial, and other 

matters relevant to the Fund. 

 Serve on the Committees as and when decided by the Board 

 Perform any other function assigned by the Board 
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