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Contractor, Events & Logistics Coordinator — Muskathlon Philippines
2026

Who We Are

International Justice Mission (IJM) is the global leader in protecting vulnerable people from violence around the
world. Our team of over 1,200 professionals are at work worldwide in over 30 offices. Together we are on a mission
to rescue millions, protect half a billion, and make justice unstoppable.

We are a global community that cares for one another. We believe that the way we work is as important as the results
we achieve. We provide professional excellence with joy and celebration to all those we serve.

The Need

For 25 years, IJM has pioneered the work to protect vulnerable people from violence. 9 out of 9 times in the
last decade, IJM’s Justice System Strengthening Projects have reduced slavery and violence between 50 and
85% for very large populations of people in poverty.

As we grow to expand our impact to protect 500 million people from violence by 2030, we are seeking a
Contractor, Events & Logistics Coordinator based in Manila, Philippines. The contract period is from August
to December 2026.

Job Brief Overview

The Contractor, Events & Logistics Coordinator will provide end-to-end project management, events
coordination, and logistics leadership for the planning and execution of Muskathlon Philippines 2026, an
international fundraising, immersion, and advocacy event involving approximately 80 international
participants and a broad range of local stakeholders.

The role will coordinate vendors, venues, accommodations, transportation, permits, event operations,
participant experience, and logistical execution across multiple locations. The consultant will work closely with
IJM Philippines, IJM Netherlands, Muskathlon/4M, government partners, service providers, and other
stakeholders to ensure a safe, professional, and impactful event experience.

This position requires a highly organized, solutions-oriented professional who can manage complex timelines,
anticipate event risks, coordinate with multiple stakeholders, and support the team in delivering a seamless
multi-day program that reflects IJM’s mission, safeguarding commitments, and standards of excellence.

Key Result Areas (KRAs)

1 Event Project Management

2 Logistics & Operations Coordination

3 Supplier, Venue & Procurement Management
4 Government & Partner Coordination

5 Participant Experience & Program Support

6 Risk, Safety & Operational Readiness
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Roles and Responsibilities

Event Project Management

Develop and maintain the master event implementation plan and project trackers for all Muskathlon-related
activities.

Coordinate timelines, deliverables, dependencies, and responsibilities across IJM Philippines, [JM
Netherlands, Muskathlon/4M, and third-party vendors.

Facilitate regular planning meetings and provide clear status updates to project leadership.

Monitor event readiness and proactively identify and address operational risks, gaps, or delayed decisions.

Logistics & Operations Coordination

Lead planning and execution of transportation, accommodations, meals, venue setup, participant flow,
equipment requirements, and event-day operations.

Coordinate airport arrivals and departures, local transportation, bus rentals, vehicle scheduling, parking
requirements, and route-specific arrangements.

Manage catering arrangements, dietary requirements, hospitality logistics, and participant support needs.
Ensure all venues are operationally prepared, safe, accessible, and equipped according to the approved event
plan.

Venue, Supplier & Procurement Management

Source, vet, recommend, and manage event vendors, suppliers, venues, caterers, transportation providers, and
service partners.

Support preparation of Requests for Proposal, quotations, scopes of work, and procurement documentation.
Coordinate venue bookings, contracts, permits, on-site requirements, supplier timelines, payment milestones,
and vendor deliverables.

Track supplier commitments and ensure service delivery is aligned with agreed standards and event
requirements.

Government & Partner Engagement

Coordinate with LGUs, venue operators, emergency services, law enforcement, sports authorities, and other
partners involved in the event.

Support permit acquisition, public event requirements, venue approvals, and compliance processes.

Assist in logistical coordination with local and international stakeholders supporting event delivery.
Maintain productive working relationships with community partners, external vendors, and government
counterparts.

Participant Experience & Program Support

Support logistical implementation of immersion activities, sports events, community engagement activities,
panel discussions, prayer/devotional moments, and celebration events.

Ensure seamless participant movement, registration processes, hospitality, meal service, and venue transitions.
Coordinate with program teams to implement participant-facing activities according to approved plans and
safety protocols.

Troubleshoot operational issues in real time during the event week and escalate risks or decisions as needed.

Risk, Safety & Operational Readiness

Coordinate closely with IJM Security, Business Operations, Admin, and event leadership to ensure risk
mitigation plans are implemented.

Support emergency preparedness planning, including medical support, participant accountability systems,
venue safety checks, and contingency plans.
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Help ensure logistical activities comply with IJM safeguarding expectations, participant safety requirements,

and

ethical engagement standards.

Maintain incident logs, support event debriefs and contribute to post-event reporting and lessons learned.

Expected Deliverables

Period

August—September

2026

October—November

2026

December 2026

tracker.

Deliverables

Master project plan; detailed implementation timeline; vendor sourcing and
recommendations; venue and accommodation confirmations; transportation plan; permit

Event readiness tracker; operations manual and run sheets; supplier coordination; final

logistics plans; on-site execution support.

Event closeout report; budget reconciliation support; lessons learned report;

recommendations for future Muskathlon events.

Education & Experience

Bachelor’s degree in Event Management, Hospitality, Tourism, Communications, Marketing, Business
Administration, or a related field.

Minimum of 5 years of experience managing large-scale events, conferences, international delegations,

campaigns, or complex multi-day programs.

Demonstrated experience coordinating multiple vendors, venues, service providers, and stakeholders under
tight timelines.

Experience working with international participants, NGOs, development organizations, faith-based
organizations, fundraising events, or advocacy campaigns is preferred.
Experience with sports events, races, marathons, outdoor activities, or public events is highly desirable.

Skills and Relevant Competencies

Technical Competencies Non-Technical Competencies

Large-scale event management
Project management and scheduling

Budget tracking and vendor
coordination

Venue, transport, catering and
logistics planning

Risk and contingency planning
Stakeholder engagement
Microsoft 365 proficiency

Humble and resilient

Pursues excellence

Culturally aware and appreciative of cultural differences
Strong service ethic

Innovative problem solver

Ability to build trust and strong partnerships with others
Strong organizational skills

Excellent attention to detail

Calm under pressure

Flexible and solutions-oriented

Relationship-building and collaboration

Strong customer-service mindset

High integrity and professionalism
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Other Duties and Safeguarding

This job description is not designed to cover or contain a comprehensive list of activities, duties, or
responsibilities for the position. Duties, responsibilities, and activities may change based on event needs and
supervisor direction.

IJM holds strict safeguarding principles and a zero-tolerance approach to violations of safeguarding standards,
protection against sexual exploitation, abuse and harassment, and the Code of Ethics. Candidate selection
should be based on technical competence, relevant experience, and appropriate background, clearance, and
reference check processes.

Application Requirements

Applications should include the following;:

1. A brief cover letter outlining the applicant's qualifications, experience, and competence relevant to
this role.

2. Resume package, not exceeding 4 pages.

3. Contractual Rate Expectation

All questions and completed applications should be submitted in PDF format and emailed to: Imogen Fell,
Program Manager, OSAEC Program ibfell@ijm.org on or before 28 July 2026.
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