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Youth Initiative (www.youthinitiative.org.np), a youth run and youth led organization, working in the areas of youth activism and promotion of active citizenry amongst youth is looking for a qualified candidate for the following positions under its ‘Empowering Youth for Peace and Democracy’ program. 

Position Title:
Office Assistant
Duration:
3 months probationary period followed by 9 month renewal at least
Key Responsibilities:

· Assist in the day to day admin activities.
· Carry out the function of a messanger. 

· Enter data and information into the database system. 

· Give logistic support during events.

· Report regular activities to the Admin/ Finance Officer. 

· Handle basic office communications.
Qualifications
· At least Intermdiate degree from a recognized University. 

· Working experience in a related job assignement would be an added advantage.  

· Focused individual with capacity to plan and manage in a multiple deadline working environment 

· Moderate IT skills are essential (for eg: excellent skills to use Internet, emails and MS EXCEL and MS Word)

· Good team player 

Interested candidates are requested to send in their applications along with an updated CV to:

info@youthinitiative.org.np ; programs@youthinitiative.org.np 

Applications received until 17.00 hrs (NST) 14 June 2007 shall be accepted. 
Telephone enquiries shall not be entertained. Youth Initiative encourages women from marginalized groups to apply. 
