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JOINT VOLUNTARY AGENCY

JOB VACANCY 
INTERNAL & EXTERNAL POSITION ADVERTISEMENT

POST-USCIS DATA ENTRY OPERATOR- ADJUDICATIONS
         REFERENCE CODE:  DE-ADJ-05/2009

The Joint Voluntary Agency (JVA) operates a US refugee resettlement program in eastern and southern Africa through a Cooperative Agreement with the Department of State/Bureau of Population, Refugees and Migration.  JVA is responsible for the preparation of refugee case files for adjudication by Citizenship and Immigration Services (CIS) officers, as well as the out-processing and cultural orientation of all approved cases.  JVA is administered by the Church World Service International Refugee Program (CWS/IRP) and is based in Nairobi, Kenya.  

JVA seeks qualified individuals to fill the position of a Data Entry Operator 
POSITION DESCRIPTION:
This position is primarily responsible for the processing of refugee case files, updating refugee database, quality assurance checks, scanning various documents and running / compiling/ analyzing various statistical reports in MS Access, in accordance with the standard operating procedures.

The Data Entry Operator reports directly to the supervisor and works closely with the other operational staff.

Key responsibilities include:

· Receiving refugee files and updating the refugee database in accordance with the JVA standard operating procedures.
· Running and compiling various statistical reports in MS Access.

· Analyzing various reports and lists in MS Excel i.e. the weekly / monthly follow up reports.

· Working on quality assurance reports, making any relevant corrections in the database and requesting sponsorship assurances for approved cases.  

· Receipt, verification, monitoring of voluntary agency assurances, name check security clearances, and other documents according to standard operating procedures.
· Receipt and matching of Requests for Reconsideration (RFRs) on denied cases and preparation of correspondence letters.
· Processing cases as per JVA standard operating procedures.
· Opening alien file folders cases, this consists of matching individual refugee documents to the respective alien file jackets and recording the assigned alien numbers. Printing alien number labels and attaching them to the alien file jacket. 

· Retrieving case files and/or departure records from the libraries for correspondence upon request.

Qualifications/ Experience:

· Minimum "O" Level education
· Two years relevant work experience
· Ability to accurately type 40 W.P.M.

· Demonstrated computer skills, especially Micro Soft Word, Excel, Outlook, and Access, knowledge in SQL language is an added advantage.

· Strong organizational and time management skills

· Strong verbal and written English language skills

· Ability to work as part of team in a multi-cultural environment

· Ability to work under pressure and respond to competing priorities

· Ability to maintain high performance standard with attention to detail

Interested and qualified applicants should submit a cover letter and a résumé by close of business May 15, 2009 to:

The Human Resources Manager

CWS/JVA

P. O. Box 14176

00800 Westlands

Nairobi, Kenya

Email: hr@jvakenya.org
PLEASE NOTE THAT WHEN SUBMITTING YOUR APPLICATION BY EMAIL, ENSURE THAT YOU QUOTE THE ABOVE MENTIONED REFERENCE CODE ON THE SUBJECT LINE OF YOUR EMAIL. 
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