Terms of Reference 

Secretary General 
Cameroon Business Forum

Programming

· Build consensus with the private sector and government on the agreed forum design:
· Elaboration of a mission statement for the Forum;
· Definition of the roles of stakeholders, i.e. selection of participants;
· Definition of the function of the Secretariat;
· Selection and structure of the Working Groups;
· Development of the operational guidelines/principles of the Forum, including the process for reaching agreements/consensus., feedback mechanisms, relationship with government and other relevant groups in the country.
Policy Dialogue, Capacity Building Projects, and Economic Research

· Provide technical support to the private sector for the effective facilitation of the Forum including day-to-day oversight of the process, advising the private sector as needed, making sure that the work program objectives are being met;

· Assist the private sector with the development of an research and advocacy; and communications strategy;

· Lead dialogue with the private sector and government counterparts;
· Supervise the provision of specialized technical assistance to strengthen the organizational and management capabilities of the private sector as well build its capacity to advocate and dialogue with the government;

· With other team members, draft articles, deliver presentation and speeches on reform approaches;

· Prepare plan for continuation of secretariat function, and recommend how the functioning of the Forum will be assured following the completion of the technical assistance;

· Prepare final report.

Coordination

· Coordinate closely with local donor agencies and other stakeholders, identifying synergies, areas for possible project collaboration to ensure maximum leverage of resources

· Establish a network of key players in the area of SME policy/SME development in Cameroon.

Administration

· Participate in missions including the identification of key public and private sector representatives;

· Respond to ad-hoc informational requests from internal and external parties;

· Undertake other approved assignments as required. 

Selection Criteria

· Advanced Degree in law, economics, business or related field; 

· Knowledge of key determinants of the business environment in Cameroon;

· At least 5 years of relevant legal, business, or advisory experience relevant to private sector development;

· At least 2 years of management experience, managing teams of professionals in consulting or business;

· Strong communications and advocacy skills, able to interface effectively with public and private sector leaders; 

· Strong organizational and interpersonal skills;

· Fluency in French, and at a minimum working proficiency in English (fluency desired).  
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