TOR for a Workshop Administrator
Background

Danish Refugee Council (DRC) will be carrying out an internal programme hand book training for its field staff in Africa at Nairobi in April 2009 which draw participants from partiipants from various parts of the word. DRC seeks the services of a Workshop administrator who will facilitate the required logistical arrangements.
Tasks/Responsibilities

The main roles of the Workshop administrator will include but not limited to the following:-

1. Keep a clear record of travel arrangements for all participants to and out of Kenya.

2. Receive, analyze and consolidate all participants’ application forms.

3. Be point person for all matters related to the training arrangements including confirming travel documents for participants, Receipting and booking participants in Hotels as they fly into Kenya.
4. Ensure participants are well informed of travel arrangements, any injection requirements at airport, Visas, picking and dropping arrangements etc.

5. Work closely with DRC administration in hiring taxis and any other required local transport.

6. Work closely with the Nairobi workshop focal person at all times and provide a daily update to the focal point.
7. Ensuring all participants arrive at the DRC Nairobi office for departure to the training venue. 

8. Travel together with the participants to venue and ensure s/he attends to any administrative needs from facilitators and participants.

9. May be asked to document the proceedings of the training. 
10. Maintain an up to date contact with the hotel management and ensure all training arrangements are in order.

11. Any other duty as may be assigned by the office.

Requirements
1. Minimum of a Diploma certificate in Administration/logistics or other relevant discipline. 

2. Fluent in English, both written and spoken. 

3. Knowledge and experience on organizing and planning for international training, seminars and workshops. 

4. Excellent use of computer and internet services. 
5. Basic knowledge on setting up training system will be an added advantage.
Line of reference

The Workshop Administrator will work closely with the Regional Director, Deputy Regional Director, Training Facilitators, Participants, Head of admin, Finance manager and Kenya Programme Manager.
Remuneration
Negotiable but not more than USD 500 

Phase-in:

The function is effective from  April 2009.  Please note that this is a temporary on call position that would suit experienced candidates who are currently not working. Attached please find internal advertisement for a Workshop planner.  Applicants are requested to submit CV & Cover Letter only to email address:  drcjobskenya@gmail.com.  The job title must be stated in the subject line.  Closing date is Friday 13th March 2009.
Internal Advert

Learning & Event Planning Intern—Enhanced Livelihoods in the Mandera Triangle

This Terms of Reference details the scope of work for the Learning & Event Planning Intern under the Enhanced Livelihoods in the Mandera Triangle—ELMT—program. The 4 month full time internship is hosted by CARE Kenya. 

The intern will primarily assist the ELMT Technical Advisor for Livelihoods Diversification & Marketing to coordinate a regional livestock marketing conference in Nairobi (6O% time); the intern will also work with the Livestock Purchase Fund Manager to document lessons learned and write up learning case studies from the Garissa-based livestock marketing project (4O% time). Both roles require research, writing, and communications skills as well as organizational skills.  The position will allow the intern to bridge practical field experience with learning for program and policy development. 

The position is based in Nairobi with travel to Garissa. The position will start on April 1st and go to end of July 2OO9. The intern will be offered a modest stipend and will be provided with management support to actively learn from the experience. The intern will report to the Senior Sector Manager and work closely with the ELMT Technical Advisor and the Lipfund Manager. 

Program Background 

ELMT is a regional programme that works with partner organizations in activities aimed at increasing pastoralists access to livestock markets, improving livestock  production, health; enhancing natural resource management; developing alternative and complementary livelihood strategies; in addition to strengthening organizational capacity in peace building.

The intern position will also provide support to the ELMT-related Livestock Purchase Fund (Lipfund) project. Lipfund is financial institution-managed livestock purchase fund, which provides financing to livestock buyers, ranchers to purchase livestock from the pastoral producers, as well as manages risks. Lipfund developed out of a longstanding CARE Kenya program to support livestock trade in Northern Kenya and works to provide a commercially viable yet socially responsible marketing model for pastoralists. 

Internship Responsibilities

Livestock Marketing Conference Event Planning (6O% time)

1. Compile a database of contact persons to engage in the conference for technical support as well as to help generate a participants list. Liaise with contacts for necessary information and support. 

2. Prepare participant list and invitation letter format and content. 

3. Undertake internet research, literature review to identify potential speakers at the conference. Hold meetings and follow discussions via email, phone and in-person meetings with potential speakers.

4. Assist with the development of an agenda for the conference including content and formatting. Identify potential conference themes through consultation with technical experts and cluster the speakers as per broad themes. 

5. Develop power point template to be used by presenters, template for abstract and full papers to be submitted by presenters. Follow up coordination of submission and finalization of documents and presentations, ensuring submissions are reviewed by peers and practitioners.  

6. Act as rapporteur for the conference and documents discussions and deliberations. Prepare final workshop report and CD including workshop papers and references. 

7. Oversee all aspects of event planning for the conference and liaise with sector program assistant to support planning of logistics including venue, meals, transportation, flight bookings etc. 

 

Livestock Marketing Learning Documentation (4O% time, with some travel to Garissa)

1. Interview Lipfund project staff in Nairobi and Garissa to document the historical development of the project and lessons learned.

2. Interview beneficiaries and write up case studies and personal stories to illustrate successes, challenges and impact of the program

3. Accompany multi-media production team to the field to document beneficiary experiences, provide write up to support video production of lessons learned in livestock marketing.  

Experience / Qualifications

1.  University Degree or Diploma Course in Social Sciences, Development or Communications. 

2. Previous experience in event planning and coordination, in particular conference coordination required. Preferred candidate has organized 2-3 conferences previously.

3. Excellent English writing, editing and speaking skills required.

4. Experience with pre-conference process of paper reviews, the role of the rapporteur, and post-conference report preparation.

5. Internet research, Microsoft word required; Microsoft publisher preferred.

6. Familiarity with NGO sector and research institutions preferred. 
7. Livestock marketing knowledge is not necessary, though some familiarity with NGO engagement in economic development is preferred.

8. Familiarity with the critical issues facing pastoral livelihoods is preferred. 

9. Full time availability between April and July 2OO9.

If you feel that you are the right candidate for the advertised positions, kindly email your cover letter and an up-to-date CV with telephone contacts for three professional referees to: Human Resources and Development Manager P.O Box 43864-00100 Nairobi or vacancies@care.or.ke including your telephone contact by March 15, 2009. 

The email subject line should read: ELMT-Learning & Event Planning Intern. 

Canvassing will lead to automatic disqualification
UNITED NATIONS CHILDREN’S FUND (UNICEF)

 KENYA OFFICE

Operations Assistant, GS 6  (Fixed Term Appointment)

Date of Issue:  09 March 2009


    



 Closing Date:  24 March  2009

Applications are hereby invited from suitably qualified candidates who are Kenyan Nationals to fill the above post on a  Fixed Term Appointment in the Operations Section  of UNICEF Kenya.

Purpose: Under the direct supervision of the Senior Operations Officer, provide administrative and technical support to the Head of the Support Service centre (SSC) and to the other professional posts in the section.

Major Duties and Responsibilities:

1. Design and maintain Operations Section performance monitoring reports,  generate reports from ProMs and Cognos, Rover Briefing Book, analyse financial records like receipts, balances, payments, statements, reports, vouchers, and other day-to-day data transactions and monitoring systems to produce management reports as assigned.

2. Maintain a follow up system of work within Support Services Centre (SSC) and coordinate the workflow between the consolidated Operations Section, the Kenya Country Office and the Regional Office.  

3. Maintain the SSC calendar. Co-ordinate and participate in the organization and preparation of staff meetings or other meetings and take minutes or notes for circulation. Ensure the preparation of reports and documents for proper distribution.

4. Prepare recurring reports as schedules and special reports as required for budget preparation, audits or other reasons. Calculate and compile cost estimates and projected budget requirements and assists in preparation of budget statements for area of assignment.

5. Register and follow up supplier invoices until payment is executed. Identify and recommend solutions to blockages in the payment process and respond to supplier queries on outstanding invoices.

6. Receive, screen, log and route correspondence, and maintain policy, confidential and general files. Initiate correspondence to verify data, answer queries and obtain additional information on accounts and financial transactions, as required. 

7. Search office files and records relating to a variety of topics for information and reference.  Select information and records in specified format or on the basis of general instructions for use by others in preparing reports, correspondence, technical papers, project or programme plans and general reference documents.

8. Assist in other areas of the SSC like Finance,  Protocol, Inventory, Travel and  Supplies. 
Required Qualifications:   Completion of Secondary Education.  Graduate preferably in Accounting or Business, or equivalent would be an advantage.

Experience: 6 years work experience preferably in an audit firm.

Language:  Fluency in English and Kiswahili.

Competencies: Accounting, audit, financial investigation skills, analysis, interpretation of figures and use of excel spreadsheets.

Interested and suitable candidates should ensure that they send their applications along with their curricula vitae.   Internal candidates should enclose copies of their last two Performance Evaluation Reports.

Apply to:



The Human Resources Specialist



UNICEF Kenya Country Office



P.O. Box 44145, Nairobi or  kenyahrvacancies@unicef.org
Please indicate Reference No. “KCO/OPS/2009-09.” on email and on the Envelope.

“QUALIFIED FEMALE CANDIDATES ARE ECOURAGED TO APPLY”

UNICEF IS A SMOKE-FREE ENVIRONMENT

TERMS OF REFERENCE
IT/GIS Assistant

UN OCHA, Kenya
Functional Title:  
IT/GIS Assistant
Level: 


ICS-5
Duty Station:

Nairobi

Duration:

9 months
DUTIES AND RESPONSIBLITIES:

Under the overall guidance of the Head of OCHA Office and under the general supervision of the Information Management Officer, the IT/GIS Assistant will be responsible for the following duties: 
· Implementation of ICT management systems and strategies

· Support effective functioning of the hardware and software packages

· Support to networks administration 

· Installation & maintenance of Lotus Notes Server & clients/users
· Compliance with OCHA corporate information management and technology standards, guidelines and procedures
· Performance of specific technical functions, including changing of hardware electronic components (disks, memories, network wiring, power sources, etc.) and routine repairs.

· Assist in the installation of commercial and in-house developed software and related upgrades

· Assist in upgrading patch and anti-virus programs on a timely basis.

· Installation & Monitoring of domain server traffic, usage and performance on a frequent and regular basis.

· Support to users in backing up and restoring their files, as well as in virus detection, removal and prevention.
· Assist in trouble-shooting and monitoring of network problems.

· Respond to user needs and questions regarding network access.

· Assist in backup and restoration procedures for local drives and maintenance of backup logs.
· Assist in the organization of off-site storage of backups.

· Maintenance of an up-to-date inventory of software and hardware.

· Maintenance of a library of ICT related reference materials.

· Maintenance of the inventory and stock of supplies and spare parts in cooperation with the Administration Unit. 

· Maintenance of the filing system ensuring safekeeping of confidential materials.

· Research and retrieval of data from internal and external sources; preparation of statistical charts, tables and reports as required.

· Provision of ICT support to key events.
· Support collection & maintenance of geographic baseline & thematic data.
· Support productions of maps & other geographic information products.
· Support GIS analysis in a humanitarian context
· Any other duties as may be requested by OCHA Head of Office.

Core Competencies: 

· Professionalism – Exposure to a wide range of information management systems related to humanitarian activities, conceptual and strategic analytical capacity, demonstrated problem-solving skills. Good knowledge of the region/country and ability to influence others to reach agreement.
· Client Orientation – Ability to identify and analyse clients needs and  refer that to the IM supervisor for improvement of the IM tools;
· Commitment to Continuous Learning – Willingness to keep abreast of new  IM tools;
· Communications – Good communication (spoken and written) skills, including the ability to explain and present technical information, effectively advise clients on systems related issues, applications, etc…
· Judgment - Demonstrated ability to apply good judgment in the context of assignments given.
· Teamwork – Good interpersonal skills and ability to establish and maintain effective partnerships and working relations in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity.
· Planning & Organizing – Ability to plan own work and manage conflicting priorities.
Qualifications:

Education:  Secondary education with relevant ICT and/or GIS certifications. University Degree in ICT or Computer Science would be desirable but is not a requirement.    

Experience: At least 3 years of progressively experience in the area of IT. Extensive work Familiarity with GIS systems is an advantage. Ability to work independently in a result oriented multi-tasking environment is an asset.

Language:   
Fluency in written and spoken English is essential; fluency in one or more local languages is highly desirable and may be a requirement.


Other Skills: Understanding of organization’s Information Technology & Information Management infrastructure & policies

Forward you application to: thoronjo@un.org, Gitonga@un.org, 
Vacancy for Expert Services provided by a Company through Reimbursable Loan Agreement (RLA)
	I. RLA Required Services 

	Services Code Type:       Finance and Operations Expert Services 

Individual Type:               One International Expert               

Duration                           6 months (potentially renewable)
Supervisors:                    DCD (O) and Governance Programme Manager 

Duty Station:                    Nairobi, with travel to Somalia and / or Djibouti as required
Opening Date:                  9th March 2009

Closing Date:                    23rd March 2009



	II. Context

	UNDP Somalia is composed of three main clusters:  Rule of Law and Security (ROLS), Governance (Governance) and Reduction and Sustainable Livelihoods (RSL).  

The three current legal frameworks under which Somalia is being ruled are the Transitional Federal Charter (2003), the Puntland Charter (1998) and the Somaliland Constitution (2001). The Reconstruction and Development program which was developed by all partners in 2007 and which is based on a Joint Needs Assessment that was carried out in 2006, focuses on 3 pillars: Governance, Social services and Livelihoods. The UN Transition Plan for 2008-9 has formulated five outcomes, four of which UNDP is actively involved in:

· Governance

· Rule of Law and Security

· Local Governance

· Livelihoods

Governance is a growing programme in a challenging environment. It consists of the following components:

· Capacity Building and Institutional Development: provide basic capacity to Government at federal and state level (short term targeted assistance for key government offices and longer term capacity building) and longer term reconciliation processes

· Local Governance: Support formation and development of local governance, and develop a platform for decentralized service delivery, jointly with other UN agencies

· Dialogue/Constitution and Civil Society: Support to the constitutional process and participatory governance

The Governance component of Capacity Building and Institutional Development includes means for support to the reconciliation processes. Specifically UNDP Governance is responding to support the implementation of the Djibouti Peace Agreement and follow-up support to the New Unity Government of Somalia. 

Summary of the Peace Agreement and Formation of a Unity Government
The Somali Transitional Federal Government (TFG) and the Alliance for the Re-liberation of Somalia (ARS) formed a new Unity Government and elected a President on January 31, 2009.  After 18 years of crisis, the historic agreement between TFG and ARS and the election of the new President included the cessation of all armed confrontation; a political settlement for a durable peace, the withdrawal of Ethiopian troops; the provision of an international stabilization force; the facilitation of the protection of the population and the unhindered delivery of humanitarian assistance and call for the convening of a reconstruction and development conference. The donors’ conference took place in Brussels on 

Feb 25-26, 2009, with the international community pledging full support to the Unity Government.
Whilst being cognizant that some donors and implementing partners are already working in areas such as reconciliation and security, there is now the urgent need for gearing up and focusing coherent support towards the reconstruction and development efforts. 
In this context, the overall objective of a UNDP-managed international support project is to provide the necessary financial, operational and logistical support to ensure the implementation of the Djibouti Peace Agreement and support to the Unity Government and the Somali population at large.
Specific Areas of international support
Specifically, the peace agreement foresees the establishment of a) a Joint Security Committee (JSC) and b) a High Level Political Committee. 

In the Agreement, paragraph 11, ‘the Parties call on the international community to help provide the adequate resources for the implementation and follow-up of this Agreement.’ The agreement includes support to the Unity Government.
In response, the representatives of the international community agreed to support the establishment and functioning of the necessary activities and mechanisms to:

· Increase information and understanding amongst the Somali population (in Somalia as well as Somali Diaspora) on the Djibouti Agreement in preparation for its effective implementation; 

· Ensure broad support by the Somali population of the Djibouti Peace Agreement;

· Establishment of the Joint Security Committee (JSC) to verify the security related aspects of the Djibouti Agreement;

· Establishment of the High Level Committee (HLC) to address issues of cooperation between the parties, as well as justice and reconciliation; including organization of a conference in this regard throughout 2009.
· Financial and technical support to the Unity Government in Mogadishu.
Accordingly, UNDP has established a support project for the implementation of the Agreement. In this context UNDP is seeking expert services as follows:




	III. Functions / Key Results Expected

	Summary of Key  Functions:

1. Provide Expert Finance and Operation services to the implementation of the Djibouti Agreement and to the Unity Government, including:
a. Operational and management support 
b. Coordination of Field staff

c. Liaison with partners and timely reporting



	IV. Impact of Results

	1. Provide operational support, focusing on the achievement of the following results:

Planning, implementation and monitoring

· Establish working plan and monitor progress and advise on timely corrective actions for proper operational project delivery;

· Ensure effective and efficient implementation of the work plan, and ensure strict adherence of activities with UNDP rules and regulations;
· Advocate for project goals and support communication of results;
· Coordinate project implementation with counterparts and UNPOS;

· Analyze quality of project delivery and advise on project implementation;
· Liaise with counterparts and UNPOS including work plan, budget and schedule of payments ;
Budgeting and Financial management

· Oversee project budgets preparations;
· Track expenses, ensure proper allocation and use of funds, review budget revisions and ensure timely payments to vendors through Atlas ;
· Review financial reports submitted by counterparts and liaise with counterparts to ensure the transparent and accountable use of funds provided in the framework of the project;
Procurement 

· Prepare project procurement plan;
· Prepare technical specifications for goods and services to be handed over to the Contract and Procurement Unit for them to be able to timely publish ITB, RFP, RFQ, EoI as appropriate; 

· Identify human resources needs, and support drafting of terms of reference and support the building up of a Somali Consultant roster at CO level;
· Prepare submissions for CRC, CAP and ISC;

	2. Provide support to the field staff, focusing on the achievement of the following results:

· Support coordination of activities implemented in Somalia and promote information sharing;
· In collaboration with operations team identify solutions for operational and financial problems ;
· Backing of day to day activities;
· Training of counterparts and UNDP field staff on operational issues, UNDP rules and procedures, such as training on Letter of Agreements;
· Ensure sound and effective mission coordination of field-based staff;


	3. Ensure appropriate liaison with partners and timely reporting, focusing on the achievement of the following results

· Ensure that donor and other kinds of reporting are done within the UNDP rules and regulations or according to the criteria set out in partnership documents with donors;
· Ensure proper reporting to donors on implementation, the achievement of outputs as well as, contribute to reporting on progress towards outcomes and impact;
· Coordinate donor and partner steering committees/project boards, and prepare project updates for partners;
· Logistics and admin support for committee meetings;
· Promote information sharing and coordination with UN agencies;
· Make presentations to development partners, as required;



	V. Competencies

	Corporate Competencies:

· Demonstrates integrity by modeling the UN’s values and ethnical standards

· Promotes the vision, mission and strategic goals of UNDP

· Displays cultural, gender, religion, race , nationality and age sensitivity and adaptability

Functional competencies:

· Expert knowledge of UNDP operational rules and procedures 

· Excellent knowledge of project monitoring and evaluation

· Strong coordination skills, with ability to handle multiple activities concurrently, work under pressure, and to tight deadlines

· Excellent communication skills with fluency in written and spoken Somali and English. 

Management and Leadership:

· Focuses on impact and result for the client

· Leads teams effectively and shows conflict resolution skills

· Consistently approaches work with energy and a positive, constructive attitude
· Builds strong relationships with clients and external actors

· Demonstrates openness to change and ability to manage complexities




	VI. Expert Qualifications



	Education:
	· Master’s Degree in Economics, Business Administration, Public Administration or related field.

	Experience:
	· A minimum of 12 years of experience with the UN, preferably UNDP, in the require field of expertise.

· Somali experience required. 

· Experience in project and programme management, including project formulation and implementation in conflict and post conflict environments.



	Language Requirements:
	· Fluency in written and spoken English.


	VII. Submission of company application



	Interested and qualified companies are invited to submit their applications, marked “RLA – Djibouti Agreement – Expert Finance/Operation Services” by March 23rd , 2009 to: The Deputy Country Director (Operations), United Nations Development Programme - Somalia, P.O. Box 28832, Nairobi, Kenya, fax: 254-2 4183641, e-mail: registry.so@undp.org.  UNDP will only be able to respond to those applications in which there is further interest.  Women are strongly encouraged to apply.

This vacancy announcement is also available on http://www.undp.org/  or http://jobs.undp.org/



Terms of Reference for Consultancy

Eco-tourism in Northern Kenya Policy Brief
Enhanced Livelihoods in the Mandera Triangle (ELMT)
The due date for submission is March 29 th .

Background

The consultant will undertake an analysis of the existing eco-tourism industry in Laikipia and Isiolo and form a policy argument for government engagement in eco-tourism in the greater region of Northern Kenya. The study is supported by the diversification of livelihoods technical working group of the Enhanced Livelihoods in the Mandera Triangle (ELMT) programme. 

The ELMT Programme seeks to increase the self-reliance and resiliency of the pastoral population in drought prone pastoral areas of the Mandera Triangle in Ethiopia, Kenya and Somalia. CARE Kenya leads the ELMT consortium (including CARE, VSF and Save the Children partners in Ethiopia, Somalia and Kenya) in the technical area of the diversification of livelihoods. 

Purpose of consultancy 

The purpose of the assessment will be to provide Kenyan government policy makers and private sector investors with a deeper understanding of the eco-tourism industry already established in the region. 

The study should measure at least three specific cases studies of pastoral eco-tourism in Laikipia and Isiolo using a framework of common qualitative measures of analysis reviewed and approved by CARE Kenya staff. The case studies selected should represent the variety of operating models possible including privately owned, community owned and hybrid models.  

The analysis should examine the following factors across case studies: 1.  Describe how the eco-tourism enterprise is formed, financed and managed, and 2. Assess the socio-cultural, economic and environmental impacts of the model. 

The brief should also present a critical analysis of the constraints and opportunities for pastoral eco-tourism enterprises more broadly in the enabling environment, including the developing Vision 2030 policy and the private sector climate. 

The primary audience of the study will be the Ministry of Northern Kenya and Other Arid Lands. Therefore, the descriptive analysis should inform a policy argument for a Government of Kenya approach for engaging in future private and public investment in “successful” eco-tourism models in the larger Northern Kenya pastoralist context. The consultant may also choose to argue against “unsuccessful” models or particular forms of engagement in eco-tourism in Northern Kenya. 

Policy arguments for “successful models” and approaches should be based on conclusions drawn from descriptive analysis and should take into account the interests of both pastoralist community members and private sector players to propose “win-win” solutions. 

The Specific Objectives 

1. Describe how at least three case study eco-tourism enterprises are developed and financed among community and private sector players.

· How are enterprise deals developed? Who is the facilitator in negotiated agreements? Who represents each party in the negotiations?

· How do parties determine the value proposition of the enterprise? 

· How were partners identified? Were parties able to compare alternative partners prior to the deal?

· What are priorities for the parties in the negotiation? What are the ‘deal-breakers’?

· Do legal agreements protect both parties equally? What are the dispute resolution and mediation mechanisms in place? Are exit clauses appropriate? 

· What kind of legal support and business experience is available to communities to ensure a fair deal is struck? Are community members able to access the available support? 

· What is the source of finance? Is it private or institutional capital sourced from commercial agencies or donors?

· What is the nature of capital for the enterprise, in particular the relative percentage of grants, debts and/or equity?

· What are the repayment terms and other conditions of the financing?

2. Describe how the above case study enterprises are managed. 

· Who is responsible for which aspects of enterprise management including strategic, financial, and operational management? How successful is the management structure? 

· How successful is the marketing and public relations strategy? Which consumers are targeted? Who is responsible for driving this component of the business?  

· How is quality of service delivery monitored and maintained? 

3. Analyze and compare socio-cultural, economic and environmental impacts of the same case study enterprises.

Socio-cultural Impact: 

· What is the immediate social impact on the surrounding community members and groups within the community?
· What are the potential long-term social impacts? 
· What are the potential long-term cultural impacts on the surrounding community?

· Are particular models more “culturally-appropriate”? 

Economic Impact:

· Are the enterprises economically viable and profitable for the private sector? How long does it take for an enterprise to break even? To profit?
· What is the direct and indirect economic impact on the community?
· How does the community profit in proportion to the private investor? 
· What form does community profit take—cash or development inputs, for example? How does the form of profit influence the community level economic impact? 
· How are the economic benefits distributed among the community? 
Environmental Impact:

· Does the community attitude toward flora and fauna change through the initiative?
· Are monitoring and evaluation mechanisms in place to assess the environmental impact of the initiative? What does the data imply? 
4.  Identify constraints and opportunities in the enabling environment to support the growth of a pro-pastoral eco-tourism industry in Northern Kenya. 

· What are the key enablers to foster pastoral eco-tourism initiatives and key constraints?

· How do pastoral eco-tourism models in Northern Kenya compete with and/or complement established traditional commercial tourism models in Kenya?

· How does pastoral eco-tourism fit within the larger Vision 2030 policy framework for tourism in Kenya? How does the policy enable or constrain opportunities in pastoral eco-tourism? 

· Has the global financial crisis and private sector climate for tourism enterprises affected investment opportunities?

5.  Draw normative conclusions and make a policy argument targeting the government of Kenya audience for a public sector approach to future public and private sector investment in pastoral eco-tourism enterprises in Northern Kenya.  Interests of key stakeholders should be considered and identified, including private sector players, policy makers, and pastoralist community members. 

Specific Deliverables 

1. Share with ELMT staff a case study qualitative analysis framework for review and sign off.

2.  Draft written policy brief with detailed description, analysis and policy argument for inputs by ELMT staff 

3. Final written policy brief with detailed description, analysis and policy argument (about 20-30 pages)

4. “Pull-out section” of document (or annex) providing a brief critical analysis of Vision 2030 tourism section from the perspective of pastoral livelihoods (approximately 2-3 pages). 

5. Concise “one pager” summary document formatted and presented for policy maker consumption (approximately 1-3 pages) 
6. Informal presentation and discussion meeting with ELMT staff.

7. Informal presentation and discussion meeting with representatives of the Ministry of Northern Kenya and Other Arid Lands. 

Duration of the Assignment 

The assignment should require no more than 2O days of work and be completed within 6O days of awarding the consultant contract.   

Consultant Costs
The consultant should submit a quotation using the CARE Kenya format including the daily professional/consultancy fee and administrative costs, as well as transportation and accommodation costs if required.  

Expression of Interest

The expression of interest submitted by the consultant should include:

1. A capability statement, including demonstrated ability to undertake the assignment.

2. A proposed study design, study approach, and specific tasks planned. 

3. A cost quotation for the entire activity using the CARE Kenya quotation form (see format below).

4. Updated curriculum vitae of the consultant(s) who will undertake the work that clearly spells out qualifications and experience, with other responsible persons indicated.
To Apply

The closing date for applications is March 29th, 2OO9. Please email expression of interest and quotation documents to kristinhelz@care.or.ke. You may also reach the sector program assistant, Pauline Kariuki by phone at 0202710069, for any further inquiries. 
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	Description
	Currency 
	Unit Cost
	No. Units\
	Total Amount

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	SubTotal 
	 
	 
	 
	 

	
	
	
	
	

	
	
	
	
	

	GRAND TOTAL Contract Costs payable to consultant
	
	
	
	

	Description
	Currency 
	Grand Total Amount
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	CARE is expected to cover the following costs at standard CARE rates:
	
	

	Consultant Travel
	
	
	
	

	Per diem & Accomodation
	
	
	
	

	Logistics Fees
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	*Consultants must account for taxing by Kenyan law in the quotation by subtracting from the fee the nationality-specific rate

	Witholding Tax by Nationality
	
	
	
	

	Kenyan Nationals
	5%
	
	
	

	UK
	12%
	
	
	

	Germany
	15%
	
	
	

	Canada
	15%
	
	
	

	India
	17.50%
	
	
	

	All other expatriates
	20%
	
	
	

	
	
	
	
	


UNITED NATIONS CHILDREN’S FUND (UNICEF)
 KENYA OFFICE

Transport  Assistant, GS 4  (Temporary Fixed Term Appointment)

Date of Issue:  10 March 2009


   



   Closing Date: 16 March 2009

Applications are hereby invited from suitably qualified candidates to fill the above position through 31 December 2009 on a  Temporary Fixed Term Appointment in the Administration Section  of UNICEF Kenya.

Purpose: Under the direct supervision of the Transport Assistant, manage a fleet of vehicles and drivers, ensure that the vehicles are serviced/repaired and in good mechanical condition at all times and manage the use of contracted taxi and car hire vehicles contracted by the office.

Major Duties and Responsibilities:

1. 
Receive vehicle maintenance/ service requests from drivers and prepare vehicle service Local Purchase Order (LPO) after obtaining 
quotations from the Garages with which we have 1 dollar contracts. 

2. 
Analyse overall vehicle maintenance costs  on a monthly basis and interpret any abnormal patterns.

3.
Compare total fuel costs for each vehicle on a monthly basis. If significant 
increase is noted, then establish reasons for  same.

4.
Check records on personal use of vehicles and ensure that all staff have been billed and that they have paid their bills. Also 
ensure that 
UNICEF rules on the use of office vehicles are enforced by ensuring that people adhere to the three  months rule.

5.
Raise Local Purchase Orders (LPOs) for hired vehicles.

6. 
Ensure that all vehicles are Minimum Operating Security Standards ( MOSS)  compliant (i.e. have HF radios, 2 spare wheels, tool kits, 
jumper, hazard signs, first aid kit, laminated UNICEF rules for driving.

7. 
Raise payments for transport services including hired vehicles and vehicles maintenance, fuel, and vehicle insurance 

8. 
Study and reconcile all statements from transport contractors with outstanding payments to ensure that no double payments are done.

9. 
Work with the taxi company to monitor performance, billing and usage.

10. 
Develop an Excel file for monitoring transport costs by Section.

11. 
Analyse the total cost of big projects like Malezi Bora,  Multiple Indicator Cluster Survey (MICS) and other  major  exercises and 
undertake a cost-benefit analysis of using hired transport vis-a-vis using our own vehicles.

12. 
Contribute to the general improvement of efficiency in transport  management.

13. 
Ensure that all outstanding VAT exemption certificates are  processed and forwarded to concerned suppliers.

14. 
Work on all outstanding payments owing to various suppliers.  Produce reconciliation reports and supporting documentation for  same.

Required Qualifications:   Completion of secondary education.  Diploma in administrative field is desirable.

Experience: Four years of progressively responsible clerical, administrative and transport work.

Language:  Fluency in English and Kiswahili.

Competencies: Communication, interpersonal, problem solving skills and strong computer skills (Microsoft Office Excel)
Interested and suitable candidates should ensure that they send their applications along with their curricula vitae.   Internal candidates should enclose copies of their last two Performance Evaluation Reports.

Apply to:



The Human Resources Specialist



UNICEF Kenya Country Office



P.O. Box 44145, Nairobi or  kenyahrvacancies@unicef.org
Please indicate Reference No. “KCO/ADMIN/2009-10” on email and on the Envelope.

“QUALIFIED FEMALE CANDIDATES ARE ECOURAGED TO APPLY”

UNICEF IS A SMOKE-FREE ENVIRONMENT

Regional Office for East & Central Africa

Church Road, Off Rhapta Road, Westlands. PO Box 55040-00200 Nairobi, Kenya

Tel: +254 20 4444167, 4444174, 4456050 • Fax: +254 20 4449577

E-mail: mrfnairobi@iom.int
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OPEN TO INTERNAL AND EXTERNAL CANDIDATES

Vacancy Notice no: IOM/011/09

Duty Station: Dadaab, Kenya

Position title: COS Intern

Duration of Appointment: Three (3) months with possibility of extension

___________________________________________________________________________________________

1) Background

IOM Nairobi, Mission with Regional Functions (MRF) is based in Nairobi, and covers Kenya,

Tanzania, Uganda, Ethiopia, Rwanda, Burundi, Eritrea, Djibouti, and Somalia.

The incumbent will be placed within the Common Services Department (COS) in IOM Dadaab. The

department is a support unit of the mission mainly dealing with procurement, inventory management,

maintenance, transport and protocol issues of the mission.

2) Job Description

Under the Overall supervision of the Head of Sub Office-Dadaab and the direct supervision of

Admin/Finance Assistant, the COS intern will perform general Common Services duties. These will be

basic logistical support functions and will include the following functions:

Specific responsibilities will include:

1. Assist in determining, arranging and handling accommodation matters for IOM staff and IOM

visitors in Dadaab in close collaboration with HSO and Admin/Finance Asst.

2. Assist in supervision of cleaners at the Sub office and at the accommodation quarters. Making

sure that the offices and accommodation rooms are cleaned (swept and mopped) daily to

acceptable IOM standards. Also determine the need and level for extra cleaning services during

missions/visits and advise your supervisors accordingly.

3. Together with the Head driver assist in scheduling of vehicles for staff pick-ups and droppings,

and local errands (Dadaab and in the 3 camps). Out-of-Dadaab movements to be shared and

scheduled by/with HSO/OPS/MHD/Admin.

4. Plan and schedule vehicle repairs at Care Dadaab / IOM Nairobi with Head

driver/Admin/HSO.

Regional Office for East & Central Africa
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5. Together with the Head driver make sure that daily vehicle logs are done by drivers. Hence,

prepare weekly/monthly vehicle movements analysis with a view for optimal vehicle usage –

i.e. compare different months’ fuel consumption and determine (if any) contrasts in usage and

advise.

6. Assist in compiling daily/weekly/monthly fuel consumption.

7. Report any repairs to be carried out at the accommodation compound to supervisor.

8. Identify and report IOM assets that may require repairs.

9. Ensure in all the compound plants and trees are water- fed on daily basis.

10. Together with the Admin /Finance officer ensure the AGK guards/police are punctually on

duty and routine surveillance.

11. Perform tasks of an office assistant as need arises and ensures no misuse of IOM

assets/Computers by unauthorized persons.

3) Personal Development

The incumbent will acquire technical knowledge in the area of Logistics and Procurement, including

asset management, acquire understanding on policies associated with procurement from an

international organization’s perspective and also will gain in-site experience in working in an

international multi-cultural environment, with an intergovernmental organization.

4) Required Qualifications

1. Dadaab Resident

2. Diploma in Purchasing and Supplies, Business Administration or alternatively, an equivalent

experience in related field.

3. Working or volunteer experience with a NGO or international organization an advantage.

4. Personal commitment, efficiency and results-driven.

5. IOM Competencies required: Effective communicator, successful negotiator, creative analytical

thinker, active learner, team player and cross cultural facilitator.

6. Solid working knowledge of MS Office and Internet applications.

Mode of Application:

Submit Cover Letter and CV including daytime telephone and email address to:

International Organization for Migration (IOM)

Human Resources Department

PO Box 55040-00200 Nairobi

or send by email to hrnairobi@iom.int

Closing Date: 13 March 2009
