Dear colleagues 

I wanted to inform you all that we are looking for a Head of Social Protection in Africa .  He/she will be leading the Africa Regional Development Centre’s social protection team to support the achievement of HelpAge’s social protection targets. 

For further information and on how to apply, please visit www.helpage.org or click on the link http://www.helpage.org/Aboutus/Jobs/Overseasvacancies/BgJl 
I would appreciate it if you could send this email to your network or liaise with your colleagues regarding this post. 

Many thanks 

Best wishes 

Elaine Derbyshire 
UNICEF SOMALIA

VACANCY ANNOUNCEMENT REF: UNSOM/2009/22

Title: Human Resources Assistant

Category and Grade Level: GS-6

Type of Contract: Fixed Term

Case number: SOM09064

Length Of Contract: One year

Duty Station: Nairobi

Date of Issue: 19th May 2009

Closing date of Application: 31st May 2009

Qualified Kenyan Nationals are invited to apply for the post of Human Resources Assistant, to be located

at the UNICEF Somalia Support Centre in Nairobi. The successful candidate will be offered a Fixed

Term Appointment for 1 year.

Purpose of the Post:

Under the guidance of the Human Resources Specialist, the incumbent will support the human resources

administration of all categories of staff for the UNICEF Somalia Programme.

Major duties and responsibilities:

􀂃 Provide support to the recruitment process of national professional and general service posts and

temporary staff for USSC and Zonal Offices in accordance with UN/UNICEF rules, regulations and

procedures. Arrange advertisements, undertake preliminary short listing of candidates and conduct

tests. Assist in designing criteria/selection tools and participate in interviews.

􀂃 Monitor and follow-up the contractual status of the National staff. Ensure timely and appropriate

actions for renewal of contracts i.e. Supervisor’s recommendation, Performance Evaluation Reports

(PER) etc. Prepare appointment letters, Personnel Action Forms (PAF), separation notification and

follow-up medical clearance.

􀂃 Ensure timely enrolment of staff on the UN Joint Staff Pension Fund. Undertake regular follow-up

with NYHQ and the UNJSPF Office for payment of benefits and pension fund queries.

􀂃 Review SSA requests for individual consultants, contractors and make recommendations to the HR

Officer. Follow-up with respective offices/sections for clarifications and actions as required. Maintain

records of Special Service Agreements (SSA) and provide information for year-end SSA report.

􀂃 Process actions relating to appointments, promotions, dependency benefits, safe driving bonus for

national staff in accordance with UN/UNICEF rules and regulations.

􀂃 Organize briefing and orientation programs for newly appointed staff members in USSC and Somalia.

Ensure provision of orientation kits to new staff members. Arrange debriefing and payroll clearance

for departing staff members.

􀂃 Advertise all vacant positions and follow up on receiving, compiling and sending applications for

technical reviews and respective HR Assistants/ supervisors.

􀂃 Production and submission of ad-hoc HR reports on Security, staffing numbers, gender statistics etc

as and when required.

Qualifications, experience & Skills

􀂃 Completion of secondary education preferably supplemented with diploma or university

course/training in the area of Human Resources. Possessing University Degree in relevant area of

management and administration will be an advantage

􀂃 Six years of progressively responsible administrative work in the area of human resources

administration.

􀂃 Proficiency in computer applications - word processing, spreadsheets and generation of reports.

Knowledge of SAP an added advantage.

􀂃 Experience of UN policies and procedures will be an advantage

􀂃 Fluency in English language and knowledge of local working language of the duty station is

required.

􀂃 Demonstrated ability to work in a multi-cultural environment and establish harmonious and

effective working relationships

􀂃 Ability to organize and prioritize work and take initiative.

􀂃 Good communication and writing skills

􀂃 Skills in interview techniques.

Interested and qualified candidates should send their applications with updated UN Personal History

Form (P.11) form, updated CV and copies of academic certificates. UN staff are requested to provide the

last two Performance Evaluation Reports (PERs).

Please quote the vacancy number in your application.

Human Resources Specialist

Vacancy Number 2009/022

UNICEF (USSC)

P.O. Box 44145-00100

Nairobi, Kenya

Or email to: somaliahrvacancies@unicef.org

Please note that documents submitted along with your applications will not be returned.

Only short-listed applicants will be contacted.

UNICEF IS A NON-SMOKING ENVIRONMENT
International Organization for Migration, Mission with Regional Function Nairobi

Rhapta Road, Westlands

P.O.Box 55040, 00200 Nairobi, Kenya

Tel: (254) 20 4444 174. Fax: (254) 20 4449 577.
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Annex A

Terms of Reference

IOM

IMPROVING PROTECTION OF MIGRANTS AND OTHER VULNERABLE

GROUPS TRAVELLING TROUGH SOMALILAND AND PUNTLAND TO

YEMEN

SOMALILAND NATIONAL HUMAN RIGHTS COMMISSION (SLNHRC)

ASSESSMENT AND EVALUATION

DUTY STATION: Hargeisa – Somaliland

Consultancy type: Short-Term Consultancy

DURATION: 15 Calendar days; (ASAP)

Project background:

The overall objective of this project is to promote the protection of migrants and asylum seekers

from South and Central Somalia and Ethiopia who travel through Somaliland (SL) and Puntland

(PL) and to address the root causes driving this migration, including food insecurity, by

supporting basic infrastructure development while providing livelihood opportunities in areas

that are struggling to cope with the strain of irregular migration.

The program includes the following components:

1. Build the capacity of local authorities, traditional elders and civil society organizations

to recognize and identify the hazards and abuse that migrant communities face and

learn methods to respond and to assist these communities;

2. Expand outreach to potential migrants and migrants in host communities to understand

the hazards of the irregular migration route to Yemen;

3. Increase local authorities’ understanding to identify and properly refer vulnerable

migrants and asylum-seekers in Somaliland and Puntland;

4. Build capacity of local authorities in Yemen, SL and PL to respond to the challenges of

human trafficking including victims’ identification and assistance as well as increase

public awareness to the dangers of human trafficking in Puntland and Somaliland;

5. Establish capacity to respond to stranded vulnerable migrants in need of direct return

assistance in Somaliland, Puntland and Ethiopia;

6. Strengthen livelihoods in source communities and increase host community coping

mechanisms;

7. Reinforce longer-term, regional solutions to the problem of mixed migration in the

Somalia-Yemen corridor, by supporting critical initiatives of the MMTF.

International Organization for Migration, Mission with Regional Function Nairobi

Rhapta Road, Westlands

P.O.Box 55040, 00200 Nairobi, Kenya

Tel: (254) 20 4444 174. Fax: (254) 20 4449 577.
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Consultant main tasks:

The consultant is expected to perform the following tasks under the direct supervision of the

Somaliland Head of Office in coordination with the Hargeisa Programme Officer in MRF

Nairobi:

To evaluate existing knowledge and skills of the Somaliland National Human Right

Commission (SNHRC) on migrants’ rights, human trafficking and related protection issues;

To assess existing human resources within the SNHRC;

To assess implementation capacities of relevant authority, namely the SNHRC, particularly

in its relationship with the government;

To assess the SNHRC efficiency and functionality and make relevant recommendations on

how to improve both;

To assess current operational capabilities of the SNHRC in terms of equipments and

infrastructures;

Prepare a Final Consultancy Report including:

1. outcomes of analysis of existing capacities with clear recommendations on how to

improve the capacity of the SNHRC in order to train other ministries and to advocate at

government level;

2. a list of indicators and bench marks to be used for assessing the capacity of

implementing partners as part of their selection process;

3. guidelines on how to best report and monitor the activities implemented by the SNHRC

and other relevant organizations;

4. a list of vulnerability criteria for referral services with focus on protection and human

rights criteria that is responsive but does not act as a magnet to encourage additional

irregular migration (i.e. health, livelihoods, etc.).

Expected results:

The consultant is expected to produce the above report within two weeks of the conclusion of

the visit in Somaliland:

Desirable qualifications:

University degree in International Relations / International Law/ Human Rights Law and/or

Governance or equivalent.

Five years professional experience in one of the related subjects;

Previous experience in National and International Human Resource Capacity Assessment

an advantage

Excellent knowledge of English and proven writing skills;

Candidates should be Somali citizens

* Candidates are expected to identify their nationality when they apply.

All intellectual property resulting from the consultancy shall be transferred to the IOM

for its sole ownership and control.

International Organization for Migration, Mission with Regional Function Nairobi

Rhapta Road, Westlands

P.O.Box 55040, 00200 Nairobi, Kenya

Tel: (254) 20 4444 174. Fax: (254) 20 4449 577.
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Method of Application: Submit cover letter and CV including daytime telephone and Email

contact to the Human Resources Department, P.O. Box 55040, Post Code 00200, Nairobi or

Email hrnairobi@iom.int

Closing Date: 10 June 2009
	I. Position Information

	Title: 


Human Resources Associate
Type of Contract: 
Fixed Term 

Level: 


ICS 7
Direct Supervisor: 
HR Analyst

Duty station: 

Nairobi

Duration: 

One year (with possibility of extension)

Date of Issue: 
             26th May 2009

Closing Date: 
             10th June 2009


	II. Organizational Context 

	Under the guidance and direct supervision of the Operations Manager or HR Analyst, the HR Associate provides leadership in execution of the full range of CO HR services ensuring their transparency and integrity. The HR Associate promotes a collaborative, client-oriented approach and promotes the maintenance of high staff morale.

The HR Associate can supervise and lead the support staff of the HR Unit. The HR Associate works in close collaboration with the operations, programme and project teams in the CO and UNDP HQs staff for resolving complex HR-related issues and information delivery.

	

	III. Functions / Key Results Expected

	Summary of Key Functions:

· Administration and implementation of HR strategies and policies

· Administration of human resources

· Performance management and career development

· Conduct of UN-related surveys

· Facilitation of knowledge building and knowledge sharing

1. Ensures administration and implementation of HR strategies and policies, adapts processes and procedures focusing on achievement of the following results:

· Full compliance of HR recording and reporting systems with UN rules and regulations, UNDP policies, procedures and strategies; effective implementation of the internal control framework, proper functioning of the HR management system.

· Provision of advice and information on corporate strategies, changes in rules and regulations, implementation of personnel rules, strategic use of contractual modalities, application of entitlements, change management processes. 

· CO HR business processes mapping and elaboration of the content of internal Standard Operating Procedures (SOPs) in HR management.

2. Ensures effective administration of human resources  focusing on achievement of the following results:

· Organization of recruitment processes including drafting job description, provision of input to job classification process, vacancy announcement, screening of candidates, participation in interview panels. Provision of advice on recruitment in UNDP projects.

· Creation/update of positions in Atlas, association of positions to chart fields (COAs), update of COA information, setting up vendor, performing the functions of Admin.HR, Position Administrator and Absence Processor in Atlas. Preparation of contracts (100/300 series, SSAs, SCs) and recurring vouchers in Atlas. Timely follow up with Finance staff on Global payroll issues. 

· Monitoring and tracking of all transactions related to positions, recruitment, benefits, earnings/deductions, retroactivity, recoveries, adjustments and separations through Atlas.

· Maintenance of the CO staffing table.

· Preparation or review of submissions to the Local Appointment and Promotion Board (LAPB).

· Administration of delegated International staff entitlements and position funding delegated to COs. 

· Administration of the CO rosters including e-rosters.

· Validation of cost-recovery charges in Atlas for HR services provided by UNDP to other Agencies.

· In large offices creation/update of positions, link of positions to COA, update of CO information can be performed by Position Administrator. Identification of job descriptions and classifications, vacancy announcements, participation in interviews, vendor set up can be performed by Admin. HR.

3.  Ensures proper staff performance management and career development focusing on achievement of the following  results:

· Facilitation of the performance appraisal process and maintenance of the related data acting as Secretary of CRG.

· Participation in preparation of the Whole Office Learning plan and individual learning plans in consultation with the Senior Management, HR Analyst and Learning Manager. 

4.  Ensures conduct of UN-related surveys focusing on achievement of the following results:

· Collection of information and preparation of reports for comprehensive and interim local salary, hardship and place-to-place surveys. Participation in the work of LSSC. 

5. Ensures facilitation of knowledge building and knowledge sharing in the CO focusing on achievement of the following results:

· Organization of trainings for the operations/ projects staff on HR issues.

· Synthesis of lessons learnt and best practices in HR.

· Sound contributions to knowledge networks and communities of practice.


	IV. Impact of Results

	The key results have an impact on the overall efficient execution of CO HR services and consequently, result in the success of the Operations Unit. Accurate analysis and presentation of financial information enhances UNDP credibility in HR management. The information provided facilitates decision making of the management.

	

	V. Competencies and Critical Success Factors

	Corporate Competencies:

· Demonstrates commitment to UNDP’s mission, vision and values.

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

    Functional Competencies:

Knowledge Management and Learning

· Shares knowledge and experience

· Encourages office staff to share knowledge and contribute to UNDP Practice Areas

· Develops substantive knowledge of one or more Practice Areas 

· Promotes a learning environment in the office

· Provides helpful feedback and advice to others in the office

· Actively works towards continuing personal learning and development in one or more practice areas, acts on learning plan and applies newly acquired skills

Development and Operational Effectiveness

· Ability to perform a broad range of specialized activities related to HR management, including administration of recruitment, contracting and performance evaluation, monitoring of transactions, reporting

· Strong IT skills

· Ability to provide input to business processes re-engineering, implementation of new systems

Leadership and Self-Management

· Focuses on result for the client

· Consistently approaches work with energy and a positive, constructive attitude
· Demonstrates strong oral and written communication skills

· Remains calm, in control and good humored even under pressure

· Demonstrated openness to change and ability to manage complexities

· Responds positively to critical feedback and differing points of view

· Solicits feedback from staff about the impact of his/her own behavior


	VI. Recruitment Qualifications

	Education:
	Secondary Education with specialized certification in HR. 

University Degree in HR, Business or Public Administration would be desirable, but it is not a requirement.

	Experience:
	5 to 7 years of progressively responsible HR experience is required at the national or international level. Experience in the usage of computers and office software packages (MS Word, Excel, etc) and experience in handling of web based management systems.

	Language Requirements:
	Fluency in English.


	VII. Submission of application

	Interested and qualified candidates are requested to submit electronic application by visiting http://jobs.undp.org/. Email or paper applications will not be considered.  The closing date for receipt of applications is 10th June 2009. 
Applicants are required to fill a P11 Form and submit it together with Curriculum Vitae on the online application.

Find the P11 Form for Fixed Term and ALD Holders on this link: 

    http://www.so.undp.org/index.php/Download-document/42-P11-form-for-fixed-term-and-ALDs.html 

Women and Somali nationals are strongly encouraged to apply.

 UNDP will only be able to respond to those applications in which there is further interest.

This vacancy announcement is also available on the Relief Web site (http://www.reliefweb.int/)


	I. Position Information

	Title: 

Type of Contract:

Level: 

Direct Supervisor:

Duty station:

Duration:

Date of Issue:

Closing Date: 
	Field Communications Officer

Service Contract

SC-5 

HDEU Area Project Manager 

Hargeisa 

One year (with possibility of extension)

26th May 2009

10th June 2009


	II. Organizational Context

	UNDP Somalia, through its Inclusive Growth and Development programme, works to ensure that all citizens, particularly the poorest of the poor and the marginalized groups, are reached and benefit equally from development interventions. The programme, run by the Human Development and Economics Unit (HDEU), further works towards strengthening institutions to make them work for the vulnerable communities of Somalia through effective delivery of services and better access to opportunities. 

This programme aims to influence policy debates and provide upstream policy advice; strengthen national ownership of the Millennium Development Goals (MDGs), thereby changing opinions and behaviour in an effort to attain the MDGs; provide capacity building support in the areas of pro-poor planning, policy design, programming and poverty monitoring, and strengthen macro-micro linkages for poverty reduction and accelerated human development. It builds on past UNDP achievements and existing initiatives of UNDP and UN agencies working in Somalia, This  programme  will provide the leverage for many UNDP, UN and NGO programmes to set clear numerical goals and targets, enabling them to coordinate among themselves and work together for better development results through better planning, prioritizing and sequencing of interventions. 

The Inclusive Growth and Development programme uses a three-pronged approach: human development; MDG initiatives; and poverty monitoring and analysis. Each of these components is further divided into interventions that require substantial advocacy efforts. 

It is in this context that UNDP would like to recruit a Field Communications Officer, to support the programme to: 

· Raise awareness of local communities about what the MDGs and human development are with a view to change local communities’ opinions, attitudes and behaviour for MDGs to be attained and human development to be promoted;

· Assess the communities’ needs and engage them to establish how relevant specific MDGs are to them and how they do contribute to making a difference, in their daily life;

· -Raise awareness of Somali policy makers about the content and relevance of MDGs for Somalia, in order to support them in designing pro-poor policies.


	III. Summary of Key Functions:

	Under the direct supervision of the Area Project Manager, and in close consultation with the HDEU Data Coordination and Dissemination Officer and Communications Office, the Field Communications Officer will be responsible for the following:

1. Managing and coordinating MDG and human development outreach efforts in the zone.

2. Engage the communities in a participatory approach to determine what MDGs mean to them and how they relate to them.

3. Based on the communities’ needs and in close cooperation with the HDEU and Communication teams, develop and implement a communication strategy for the programme.

4. Assisting in dissemination of MDG, human development and programme information to identified target audiences, using most appropriate channels. 

5. Providing strategic and practical advice to the HDEU team.



	IV. Functions / Key Results Expected

	The Field Communications Officer will perform the following duties: 

Media:

· Maintain regularly updated records of media contacts (in radio stations, TV stations, websites, etc) to be included in the UNDP media contacts list.

· Contribute to drafting press releases for events and project milestones.  

· In collaboration with the Communication Team, disseminate press releases widely within zone.

· Collect information on the programme for use by the Communications Team as media material;

· Monitor media for coverage on the Inclusive Growth and Development projects (human development; MDG initiatives; and poverty monitoring and analysis), achievements or issues pertaining to UNDP and share results with supervisors in a timely manner.

Publications/Dissemination of Information: 

· Provide relevant information and human interest stories for information material, the online resource centre, UNDP HQ bulletin and country office website.  

· Assist in dissemination of publications (such as the Human Development Reports and statistical abstracts) throughout the zone, by arranging distribution (using various channels to reach target audiences). 

· Maintain inventory of publications. 

· Develop photo archive for use in publications, websites etc and for UNDP photo archive.

Advocacy and Public Relations: 

· Assist in production of social mobilization material and background material to be used to advocate human development and MDGs, through channels such as TV, radio, newspapers, mail shots and websites.

· Assist in organizing and conducting public outreach activities, such as football matches, production of videos, etc.  to raise awareness of local communities about MDGs and human development with a view to change local communities’ opinions, attitudes and behaviour for MDGs to be attained and human development to be promoted. 

· Exhibit relevant material at UNDP events (publications produced by UNDP, flyers, posters, videos) etc.

· Assist in conducting focus group discussions (FGDs) for MDGs and the HDR when necessary, and record pertinent information from FGDs, sharing with supervisors.

· Assist in preparing background information for the preparation of speeches, presentations etc.

· Assist public activities of Goodwill Ambassadors upon request. 

· Assist in alerting various target audiences of events or activities, via short messaging services, loudspeakers mounted on vehicles etc.

· Share relevant information with team on a regular basis. 

· Perform any other tasks assigned. 


	V. Competencies

	Corporate Competencies:

· Demonstrates integrity by modelling the UN’s values and ethical standards;

· Promotes the vision, mission, and strategic goals of UNDP;

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

· Treats all people fairly without favouritism.

Functional Competencies:

· Demonstrates strong oral and written communication skills;

· Able to craft and deliver messages in an articulate manner, thus communicating with others clearly and positively, writing, speaking and listening actively; 

· Strong analytical skills, and ability to rapidly analyze and integrate diverse information from varied sources; 

· Strong computer skills: must be proficient in use of the Internet, MS Word, PowerPoint, Excel, Access, Adobe Illustrator, and Adobe In Design or PageMaker;

· Identifies priority activities and assignments; 

· Teamwork - Strong interpersonal, communications, organizational and management skills and ability to work within multi-disciplinary teams

· Strong analytical capabilities.

Development and Operational Effectiveness:

· Builds strong relationships with partners, focusing on impact and result for the client and responds positively to feedback;

· Determined, ambitious and displays responsibility, particularly in planning and prioritizing activities; 

· Able to manage time effectively, delivering tasks efficiently and on time;

· Consistently approaches work with energy and a positive, constructive attitude;

· Proven networking and organizational skills;
· Able to manage complex problems proactively and effectively, contributing innovative and practical ideas to field-based emergencies;

· Flexible to changes and able to operate effectively in a changing environment, and to produce results under stress; 

· Remains calm, in control and relatively good humoured even under pressure; 

· Builds and shares knowledge with others.


	VI. Recruitment Qualifications

	Education:
	· Master’s Degree or equivalent in journalism, communication or a related field with 5 years for experience. 

· A first level university degree with a combination of relevant academic qualifications and experience in journalism, communication or related field may be accepted in lieu of the advanced university degree with 7 years of experience. 

	Experience:
	· Minimum 5 years of relevant work experience in the Communications field with Master Degree or 7 year of experience with a first level university degree, preferably with at least three years’ experience in a crisis or post-conflict country.

·   In-depth knowledge of local conditions and developments in Somalia.

	Language requirements:
	·   Fluency in English and Somali is required




	VII. Submission of application

	Interested and qualified candidates are requested to submit electronic application by visiting http://jobs.undp.org/. The closing date for receipt of applications is 10th June 2009
Applicants are required to fill a P11 Form and submit it together with Curriculum Vitae on the online application.

Find the P11 Form for Service Contract  & SSA Holders on this link: 

http://www.so.undp.org/index.php/Download-document/43-P11-form-for-service-contract-and-SSAs.html
Applications may also be delivered directly to the UNDP Offices in Garowe.

Women and Somali Nationals are strongly encouraged to apply

UNDP will only be able to respond to those applications in which there is further interest.

This vacancy announcement is also available on the Relief Web site (http://www.reliefweb.int/)


	I. Position Information

	Job Title:

Project Management Specialist 
Contract type:

Fixed Term (200 Series)

Level:


L3

Duration: 

One Year (with possibility of extension)

Supervisor:

Project Manager and Deputy Project Managers Somalia Constitution Support

Duty Station:

Nairobi, with frequent travels to Somalia (possible relocation to Somalia 



when situation permits)

Date of Issue:

26th May 2009

Closing Date: 
             10th June 2009           
 



	II. Organizational Context

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

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

1. 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)

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

3. Constitution-Making Support: Support to the constitutional process and participatory governance 
4. Civil Society and Media: strengthen the capacity of both civil society and media in their interface with public institutions in support of developing good governance policies
The Transitional Federal Charter of the Somali Republic 2004  provides that a new Federal Constitution be drafted by the formation of a Independent Federal Constitutional Commission (IFCC) and be adopted by popular referendum during the transitional period.  

A Consortium of international partners is providing support to this process in an integrated fashion through the Constitution-Making Support Project. It has been agreed that UNDP Somalia will be the coordinating agency for this Project, under the overall political guidance of the UN Political Office for Somalia (UNPOS).
The Project Management Specialist will provide analytical and operational support to the implementation of the Constitution Support project and work under the supervision of the Project Manager and in close collaboration with Operations. The incumbent is responsible for the timely implementation of the UNDP activities as agreed in the annual work plans. He/she incumbent will seek guidance from the respective heads of HR, Procurement and Finance unit as necessary. 


	III. Functions / Key Results Expected

	Summary of Key  Functions:

1. Provide project analytical and financial support 

2. Ensures efficient project procurement and human resource planning and management
3. Provide support to the field staff, consortium and local implementing partners 

4. Liaison with partners and ensures timely and quality reporting, and proposal writing 

5. Ensure facilitation of knowledge building and management.



	5. Provide project analytical and operational support, focusing on the achievement of the following results:

Planning, analysis, implementation and monitoring

· Formulate coordinated approaches and plans to support the implementation of the project

· Coordinates project work planning and operation plans for projects

· Analyze and monitor progress and advise on timely corrective actions for proper operational project delivery

· Report on lessons learned, issues log, risk assessment, and advise on way forward

· Advocate for project goals and support communication of results

· Coordinate project implementation with counterparts and UN agencies;

· Identify new areas of support and facilitate implementation of new initiatives

· Ensure sound and timely monitoring and reporting on the activities and record monitoring in Atlas

· Analyze quality of project delivery and advise on project implementation

· Liaise with counterparts and prepare letters of agreement (LOA) including work plan, budget and schedule of payments and submit draft of LOAs to internal committees for approval

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 LOAs

· Support cost recovery

· Advises project manager on financial management issues

2. Ensures efficient project procurement and human resource planning and management focusing on achievement of the following results:

Procurement of goods and services

· Prepare project procurement plans and monitor implementation.

· Prepare TORs and 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 

· Management of project assets, facilities and logistical services.

· Prepare submissions for LCAP and ISC.

Human resource planning and management

· Identify project human resources needs, and support drafting of terms of reference, including the building up of a Somali Constitution Consultant roster at CO level

· Ensure Project compliance with corporate human resources policies and strategies.

· Prepare submissions for APP and LCAP 

3. 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

4. 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

5. Ensures facilitation of knowledge building and management focusing on achievement of the following results:

· Identification and synthesis of best practices and lessons learned directly linked to programme country goals and activities.

· Continually consolidate lessons learned, risk and good practice knowledge logs based including feedback from the team, the government and partners  

· Sound contributions to knowledge networks and communities of practice including corporate communications repositories.

· Provision of training, consultancy and advice to UNDP staff on communications for development

· Support gathering of data/information for project monitoring and evaluation processes ensuring compliance with UNDP M&E requirements in reporting on programme results and progress towards outcomes.

	IV. Impact of Results

	The key results have an impact on the overall effectiveness and success of UNDP’s interventions and activities in support of the Somali constitution process.  Effective project planning, motoring and management will enhance UNDP’s capacity and credibility in implementation of this highly complex and politically sensitive project. 




	V. Competencies

	Corporate Competencies:

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

· Promotes the vision, mission, and strategic goals of UNDP

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

· Treats all people fairly without favoritism

Functional Competencies:


Knowledge Management and Learning

· Promotes a knowledge sharing and learning culture in the office

· In-depth knowledge on development issues

· Ability to advocate and provide policy advice

· Actively works towards continuing personal learning and development in one or more Practice Areas, acts on learning plan and applies newly acquired skills 


Development and Operational Effectiveness

· Ability to lead procurement processes using specific procurement methods (RFQ, ITB, RFP)

· Ability to introduce and implement strategic procurement, contract and sourcing strategy

· Ability to lead implementation of new systems (business side), and affect staff behavioral/ attitudinal change

· Demonstrates a complete in-depth grasp of procurement rules and practices


Management and Leadership

· Focuses on impact and result for the client and responds positively to feedback

· Leads teams effectively and shows conflict resolution skills

· Consistently approaches work with energy and a positive, constructive attitude
· Demonstrates strong oral and written communication skills

· Builds strong relationships with clients and external actors

· Remains calm, in control and good humored even under pressure

· Demonstrates openness to change and ability to manage complexities


	VI. Recruitment Qualifications

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

	Experience:
	· Minimum 5 years of relevant experience, progressive experience in international development in different countries, preferable in post conflict or emergency settings. 

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

· Previous experience in constitution-making processes is preferred but not required

· Previous experience with UNDP is desirable.

	Language Requirements:
	· Fluency in written and spoken English.  


	VII. Submission of application

	Interested and qualified candidates are requested to submit electronic application by visiting http://jobs.undp.org/. Email or paper applications will not be considered.  The closing date for receipt of applications is 10th June 2009. 
Applicants are required to fill a P11 Form and submit it together with Curriculum Vitae on the online application.

Find the P11 Form for Fixed Term and ALD Holders on this link: 

    http://www.so.undp.org/index.php/Download-document/42-P11-form-for-fixed-term-and-ALDs.html 

Women and Somali Nationals are strongly encouraged to apply.

 UNDP will only be able to respond to those applications in which there is further interest.

This vacancy announcement is also available on the Relief Web site (http://www.reliefweb.int/)


Logistics  Assistant Field,  GS 4  (Two Posts: Kisumu and Garissa Field Offices)
Date of Issue:  26 May 2009




  Closing Date: 10 June 2009
Applications are hereby invited from suitably qualified candidates to fill the above posts in the Emergency and Field Operations Section of UNICEF Kenya as follows:-

1) Upto 31 December 2009 on a Temporary Fixed Term Appointment

2) From January 2010 on a Fixed Term Appointment
Purpose: Under the supervision of the Kisumu/Garissa Head of Offices/Resident Programme Officers (RPOs), and the direct guidance of the Logistics Specialist (Nairobi), the incumbent will provide logistics support to the Programme Sections and Implementing Partners by addressing in the bottlenecks and constraints in the distribution and monitoring of UNICEF's regular and emergency supplies in the area of operations.

Major Duties and Responsibilities:
1. Take part in programme implementation support and advises UNICEF Programme staff and counterparts on logistics requirements and systems for storage, distribution and monitoring of supplies. Assist in the logistics & supply component of the UNICEF Programmes through improving the logistics system for inventory control, warehousing, transportation and distribution of supplies and equipment to counterpart warehouses and project sites.

2. Under the functional guidance of the Logistics Specialist, conduct Logistics Capacity Assessments by obtaining information on existing transport capacity, road conditions and warehousing space and condition in the area of operations. In collaboration with relevant Programme and Logistics staff from other agencies, provide input in Logistics Contingency Planning. 

3. Undertake regular field visits to project sites and counterpart warehouses to monitor UNICEF supply inputs. Propose corrective actions to improve logistical procedures.  Prepare trip reports for the Resident Programme Officers and Logistics Specialist. In consultation with Programme Staff, follow-up with counterparts on distribution of UNICEF provided regular and relief supplies. 

4. Maintain monitoring sheet for UNICEF supplies handed over to counterparts. Assist the Logistics Specialist in identifying critical NFI emergency stock to address gaps of emergency supplies.  Assist in identification and selection of emergency supplies and equipment, according to procurement specifications and supply procedures.
Assist Programme Staff in monitoring the appropriate end-use of UNICEF provided supplies and equipment. In collaboration with Supply Staff, promote the use of standard tools for data collection, analysis and reporting.
Required Qualifications: High school graduate. Further studies desirable, particularly Logistics, Business Administration, Management, Transport or related field. Requirement can be waived in lieu of proven experience in supply management and familiarity with logistics activities.
Experience: Four years of professional work experience in logistics and warehouse management 
Language:  Fluency in written and spoken English is required.  

Competencies: 
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/EMERG/2009-16” on email and on the Envelope Specifying the Duty Station whether Kisumu or Garissa.  Applications without specifying Duty Station will not be considered.
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WWF, together with all interested and committed stakeholders and supporting

institutions, are taking the initiative to build the Aquaculture Stewardship Council

(ASC) and consumer label to stimulate sustainable production in aquaculture

systems. The ASC will be an independent entity housing the global

environmental/social standards, developed independently through the Aquaculture

Dialogues.

To lead this process in its first two years, we are looking for a highly motivated,

experienced and entrepreneurial Business Developer.

Major Function

In charge of the business development phase for the Aquaculture Stewardship

Council (ASC). Reports to the WWF-US Aquaculture Program Managing Director and

the ASC Steering Group.

Major Duties & Responsibilities

1. Direct, coordinate and facilitate the development of the new multi-stakeholder

Aquaculture Stewardship Council. Lead the ASC organization within 2 years to

its operational phase.

2. Coordinate and participate in outreach to all stakeholder constituencies to

engage in the ASC process.

3. Seek additional founding partners.

4. Develop a workplan and budget for the ASC development phase and secure

the additional funding needed to launch the ASC.

5. Review and update the ASC business plan and seek long term funding.

6. Develop the governance, organizational and administrative framework for the

ASC:

a) Develop an ISEAL compliant governance system;

b) Nominate board members and election procedures;

c) Hire additional staff;

d) Accommodate offices;

e) Develop IT and administrative systems;

f) Develop a communications strategy, including a web-page.

7. Conduct a SWOT (strengths, weaknesses, opportunities and threats) analysis

for the ASC that, among other things, builds off of lessons learned from MSC

and other ISEAL compliant, standard holding entities.

8. Represent the program at internal and external meetings, workshops and

conferences, and other functions of importance to the development of the

ASC.

9. Ensure clear communication regarding process and progress to parties

interested (e.g. regular updates through webbased and other communication

tools).

10. Perform other duties as assigned.

Working Relationships

1. Internal: reports to the WWF’s Aquaculture Programme Managing Director and

the ASC Steering Group. Interact frequently with ASC Advisory Group (to be

built), and WWF seafood program staff.

2. External: Interaction with all relevant stakeholders: retail, trade and industry,

processors, producers, certification bodies, civil society, government and

others who can provide input on the ASC structure and funding, including

Aquaculture Dialogue participants, potential ASC funders, business planning

experts and standard and certification bodies.

Supervisory Responsibility

Supervise staff and any consultants that would be needed to assist with the tasks

listed above.

Minimum Requirements

Education/Experience: Senior management experience including experience in

developing and implementing business plans. Experience in project management,

process management, organization building, financial and programmanagement. A

Master’s degree in business or a related field is required.

Skills and Abilities

Proven ability to manage projects.

Proven ability to create and implement strategic plans.

Proven ability to create and track budgets.

Ability to facilitate the work of others, take initiative, use independent judgment,

and work effectively as a team member.

Strong oral and written communication skills in English. Fluency in French and

other languages is a plus.

Excellent people skills and proven ability to work in multi-cultural, international

settings. Proven ability to relate to all different stakeholders in the supply chain,

retail, trade and processing sector, as well as producers, civil society and

government

Familiarity with aquaculture, and the environmental and social issues

surrounding aquaculture production is a plus.

Standard setting and certification experience is a strong plus.
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This full-time, senior position can expect a competitive salary and benefits and will be

based at a European office (exact location to be decided).

Interested candidates can send their application letter and CV to

recruitments@wwfepo.org, latest by Friday 5 June 2009. Requests for more

information can be addressed to the same email address.

A A Print Page E-Mail Page Add to del.icio.us Digg This Web feeds

Privacy Share Content Web Tools Contact Feedback Site Map Commenting?

design & technology by getunik.com

WWF - WWF, ASC Business Developer Page 2 of 2

http://www.panda.org/who_we_are/jobs/?163121/WWF-ASC-Business-Developer 27-5-2009
Terms of Reference for A consultancy Assignment  

Special Service Agreement (SSA)

Date of Issue:  22 May 2009.




Closing Date:  1st June 2009
Applications are hereby invited from suitably qualified Individual Consultants to submit their applications for a seven month consultancy contract to perform the following terms of reference. Fee range will be agreed upon and negotiated by the Human Resources Unit. 

Purpose:  To support the development and implementation of Accelerated Child Survival and Development strategic communication planning and interventions. The consultant will work closely with the Chief of Communication for Development on a day-to-day basis.  Will also work with UNICEF staff and partners to ensure that the Communication for Development support is efficiently and effectively planned and executed as planned. 

Major Duties and Responsibilities:

1. Develop monthly work plan based on Accelerated Child Survival and Development  Communication, Hand Washing, Exclusive Breast Feeding, Hand Washing Plans and other assigned plans.

2. Help in development/production, pre-test and printing of communication material and its effective/timely distribution.

3. Assist in planning and implementation of communication campaigns, monitor implementation & prepare analytical report.

4. Help district offices in arranging advocacy/mobilization events/activities as per plan.

5. Draft briefing/orientation material and provide assistance to arrange briefings/orientations for key communication representatives to facilitate a responsible and careful coverage. 

6. Support planning, arranging and facilitating orientation/trainings for frontline workers on ACSD, Other Interventions & communication skills.

7. Draft and complete documentation of all key activities especially Accelerated Child Survival and Development , Hand Washing communication updates, experiences and lessons learned.

8. Regularly interact with relevant counterparts from line ministries, target districts for assistance in planning, implementation & monitoring of communication activities. Also assist in planning, execution and completion of impact assessment (s) of relevant communication interventions. 

Required Qualifications:  Advanced university degree in social science, public health or communications. Knowledge of latest communication processes, and life skills/communication for development. Interventions with young people are highly desirable. A previous training experience in strategic communication for behavior change is an asset. 

Experience: At least 7-8 years of professional experience working in communication for development or closely related 

social marketing field.

Interested and suitable consultants should ensure that they send their applications along with their curricula vitae to the following UNICEF Email addressed to the Human Resources Specialist:   

kenyahrvacancies@unicef.org
Please indicate the following Reference in the email subject: KCO/C 4 D/2009-14.”
“QUALIFIED FEMALE CANDIDATES ARE ENCOURAGED TO APPLY”

UNICEF IS A SMOKE-FREE ENVIRONMENT

AMREF is the largest health development organization based in Africa. Working with and through African communities, health systems and governments, AMREF is committed to improving health and health care in Africa. With headquarters in Kenya, AMREF has programmes in Ethiopia, Uganda, Somalia, South Sudan, Kenya, Tanzania and South Africa. Employing over 700 staff and with an annual operating budget in excess of $55 million, AMREF is a knowledge resource for donors and partners.  For more information please visit our website www.amref.org.
AMREF in Kenya - Maanisha programme focusing on capacity building of civil society organizations; grant making, provision of HIV/AIDS technical support and health system strengthening seeks to recruit an Administrative Assistant.

ADMINISTRATIVE ASSISTANT 

The incumbent will be based in Nairobi and will report to the Programme Manager.

Specific areas of responsibility will include:

· Providing administrative support to the programme

· Assisting in preparation and organizing workshops, trainings, seminars and meetings; provide office support during meetings and taking minutes

· Verifying all field expenses  and maintaining cash floats making sure that all the expenses are supported by relevant documents

· Office asset management and supplier liaison

· Facilitating transport and resource logistics for project activities

· Supporting research and communications for the programme at field level

· Carrying out preliminary review of proposals and taking appropriate action in consultation  with Project Grants Officer

· Supervising General  Support Staff

The ideal candidates should have a degree in business field level or community development with professional qualification in Office management course.  At least two (2) years experience in office administration within an office setting,  preferably in office support and finance management

In addition, the candidates should have excellent IT skills, good communication skills both written and oral.  Experience in supporting dynamic and diverse project teams in a fast-paced environment, partner liaison in communications and report writing will be an added advantage.

If you feel that you meet the above criteria, send your details including remuneration requirements, and preferred work station and contact details of three work-related referees to; The Human Resources Manager, AMREF KCO, by email to recruitment@amref.org. We regret that only short-listed candidates will be contacted. 

Closing Date: May 29, 2009
AMREF is an equal opportunity employer and has a non-smoking environment policy

AUDIT/ REPAIRS SUPERVISOR

DEPARTMENT: Field Operations

PURPOSE OF THE POSITION:

To develop and maintain quality systems and ensure all jobs are carried out to

the highest standards. Maximise the potential of repairs as revenue

generating product line.

KEY PERFORMANCE AREAS

Standards for maintenance quality including turn around (time) set and

achieved

Standards for 'right first time' achieved and measured against number of

repeat jobs

Quality standards and specifications for all maintenance jobs set and

enforced

Value of repair sales generated out of the Audits

DUTIES/ RESPONSIBILITIES PER KPA

To set quality standards through the development of standing instructions,

work procedures, training and on going site audits.

Prepare the internal audit programme and carry out yearly audits to

identify areas that require improvement.

Facilitate and co-ordinate the development, implementation and update of

the procedures manuals by the relevant departmental teams.

Train technical staff on revised and updated procedures and monitor

implementation.

Identify gaps in work processes and in liaison with the managers or

officers responsible for training develop, run and monitor technical training

programmes, including the graduate trainees training programme.

Identify opportunities for new business e.g. repairs, upgrades on existing

equipment etc and in liaison with the Sales team sell and deliver.

Participate and take minutes in quality improvement meetings.

Provide pro-active support and guidance for maintenance and service

teams.

Prepare management reports as required from time to time.

KNOWLEDGE/SKILLS/EXPERIENCE

BSc degree in mechanical, civil engineering or equivalent qualification

Three years experience in similar position

Knowledge/ experience in lift technology

Training or experience in quality audits
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AUDIT/ REPAIRS SUPERVISOR

COMPETENCIES

Strong critical and analytical ability

Strong planning and organisational capacity

Good training/ coaching and mentoring skills

Demonstrable management, leadership and team working skills

Selling skills

Excellent communication and interpersonal skills

How to apply:

Send your application including a covering letter and detailed CV highlighting

relevant experience, details of current and expected salary, a daytime phone

contact, email address, and the names of three professional referees by end

of business Friday 29th May 2009.

Adept Systems

MANAGEMENT CONSULTANTS

P O Box 6416, Nairobi, GPO 00100

e-mail: recruit@adeptsystems.co.ke

www.adeptsys.biz

Only shortlisted candidates will be contacted! Visit our website for more vacancies.
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BID/ENGAGEMENT MANAGER
 
JOB PROFILE
Reporting to Sales Support Manager, the candidate will be responsible for the following:-
         RFP/RFI process management
         Deal qualification and technical/organizational engagement management
         Supporting sales channels with assessing proper ways to approach customer needs
         Engaging adequate resources in the bids
· Managing the project register (list of projects) 
· Working closely with account teams on assuring proper way of approaching customers’ opportunities
PERSONAL PROFILE
         University graduate from recognized university
         Experienced in technical project management with a strong business background,
         Good   understanding of all aspects of building business cases
         Strong team leader, capable to work as task manager and under time pressure
         Very well organized
         Customer facing skills and  good presence
         Knowledge of project planning tools
         Highly motivated and self driven
CUSTOMER PROJECT MANAGER
 
JOB PROFILE
Reporting to Sales Support Manager, the candidate will be responsible for the following:-
         Project management for large and/or complex projects
         Providing project management as a paid service for the projects
         Participation to some RFP/RFIs
         Managing the relationships with the customers during the implementations phase, until hand-over phase. 
         Working closely with account teams on assuring proper way of approaching customers’ opportunities
PERSONAL PROFILE
· University graduate from recognized university 

· Experienced ICT project management with a strong business background 
· Good team leader, capable to work as task manager and under time pressure 
· Very well  organized 
· Customer facing skills and good presence 
· Very good skills in using project planning tools (MS Project) 
· Highly motivated and self driven
 Please send your CV  to tmageto@Telkom.co.ke 
UNITED NATIONS CHILDREN’S FUND (UNICEF)

EASTERN & SOUTHERN AFRICA REGIONAL OFFICE

Budget Assistant,  GS 5
 (Fixed Term)

Date of Issue:  22 May 2009.





ClosingDate: 05  June 2009

Applications are hereby invited from suitably qualified candidates to fill the above post on a Fixed Term Appointment  in the Operations Section of  Regional Office, Nairobi.
Purpose: Under the general supervision of the P3 Finance Specialist, the incumbent will perform a variety of specialized tasks in support of the preparation, monitoring and control of Regional Budget activities and Direct Cash Transfer (DCT) as tools to assist the Regional Chief of Operations in exercising his/her oversight and advisory responsibilities on operations-related activities in 20 ESARO Country Offices and Regional Office.  
Major Duties and Responsibilities:
1. Support the Technical Review Team (TRT) and Programme Budget Review (PBR) activities including processing of Integrated Budget Costing System (IBCS) data, identifying budget code errors, compiling documentation for TRT & PBR processes and maintaining updated and integrity of files and electronic records and data based on subsequent decisions and approval made through PBR mail polls and the Regional Director’s approval on post changes, validity, extension, and budget adjustments and updating the Regional Intergrated Budget Costing Systems (IBCS) data base.
2. Collect and maintain record of approved and expenditure data for country offices support budgets in the region and follow up performance report as well as quarterly operational performance indicators reports.
3. Prepare statistical and graphic information for core regional indicators and posting such data on the regional website following clearance of the Regional Operations Officer.
4. For preparation of Regional Office Management Plan and Biennium Budget,
· Retrieve information on costs of budget programme and support budget elements such as staff and related costs from automated files and compile them in standardized and customized reports. 

· Provide administrative support and compile Regional Budget Statistics information in the preparation for Regional Office Management Plan (ROMP) Biennium Budget submission. 

5. Maintain and monitor information trigger system and to follow up Regional status and performance of Voucher Correction Utility (VCU) unposted expenditure and unliquidated OBOs.
6. Monitor information and a trigger system for following up of quarterly status reports on Regional Direct Cash Transfer and status of Regional activities on Harmonization Approach on Cash Transfer.
7. Collate end month cash balances and forecast data for the monthly ESAR Bank Optimization Report.
Required Qualifications:  University Degree in Business Administration with specialization in Finance or Accounting.  

Experience: Five years experience in budget or financial-related work in an organization.
Language:  Fluency in written and spoken English is required.  

Competencies: Good computer skills; Good communication; Effective presentation of data and information in a clear and concise manner; Good writing skills and interpersonal skills with demonstrated team spirit; Ability to plan, organize and prioritize work.

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. “ESARO/OPS/2009-12” on Email or on the Envelope.
“QUALIFIED FEMALE CANDIDATES ARE ENCOURAGED TO APPLY”

UNICEF IS A SMOKE-FREE ENVIRONMENT

EAST AFRICAN COMMUNITY

Applications are invited from suitably qualified citizens of East Africa (Tanzania, Uganda, Kenya, Rwanda and Burundi) for the following positions in the East African Community Headquarters in Arusha, Tanzania: The details of which can be accessed from the EAC website: www.eac.int;

1. 
(REF: EAC/HR/08-09/02) 
DIRECTOR (PLANNING)

Grade

:
P5

Organ

:
Secretariat

Directorate
:
Planning

Reports to
:
Deputy Secretary General (Planning and Infrastructure)

Main Purpose of the Job:

To coordinate projects and programmes and enhance cooperation related to planning and economic development embracing Planning, Monitoring and Evaluation, Statistics, Fiscal and Monetary Affairs, Investment and Private Sector Promotion. 

Duties and Responsibilities:

1.1 Coordinate initiation, formulation and harmonisation of policies and programmes related to planning, statistics, investment and Private sector promotion,  and macro economic policies (both fiscal and monetary) and economic infrastructure development;

1.2 Provide management support, monitor performance and ensure that the institutional performance evaluation management and feedback process is applied to all Technical Officers assigned responsibilities in sectors in 1.1. above;

1.3 Provide advice related to the above sectors to management and other staff;

1.4 Coordinate the development and implementation of consolidated plans and strategies that lead to increased cooperation in sectors in 1.1 above;

1.5 Identify policy gaps and facilitate research in priority areas/sectors;

1.6 Promote joint development strategies in policies and programmes related to the sectors in 1.1 above;

1.7 Coordinate harmonisation of laws and regulations related to the said sectors;

1.8 Promote information and data sharing among Partner States on policies and data for policy coordination and harmonisation;

1.9 Coordinate Implementation of Council decisions relating to the above sectors; and

1.10 Prepare progress and annual reports; and

1.11 Provide technical guidance to Professional Staff under the Directorate; 

Qualifications and Experience:

Masters Degree in Economics, Development Economics, Economic Policy and Planning, Policy Analysis or a related field

5 years of relevant experience with at least 8 years at managerial level. Should be able to act independently in a diverse environment. Experience in working with similar organisations or institutions will be an added advantage.

Skills and Competencies:

Strong interpersonal and communication skills, analytical skills, Computer skills, Leadership and people management, management of diversity, team - building skills, planning skills, supervisory skills, research skills, networking skills, project management and implementation skills and monitoring and evaluation skills, proficiency in the use of computers.

2.
(REF: EAC/HR/08-09/03) 
DIRECTOR (SOCIAL SECTORS)

Grade

:
P5

Organ

:
Secretariat

Directorate
:
Social Sectors

Reports to
:
Deputy Secretary General (Projects and Programmes)

Main Purpose of the Job:

To coordinate projects and programmes and enhance cooperation related to Social Sectors embracing Education, Science and Technology, Gender, Culture and Community Development, Health, Labour, Employment and immigration.

Duties and Responsibilities:

2.1. 
Coordinate initiate, formulate and harmonise policies and programmes related to social sectors development as enumerated above;

2.2.
Provide management support, monitor performance and ensure that the institutional performance evaluation management and feedback process is applied to all Technical Officers assigned responsibilities in sectors in 1.1. above;

2.3. Provide advice related to the above sectors to management and other staff; 

2.4. Coordinate the development and implementation of consolidated plans and strategies that lead to increased cooperation in sectors in 1.1 above;

2.5. Identify policy gaps and facilitate research in priority areas/sectors;

2.6. Promote joint development strategies in policies and programmes related to the sectors in 1.1 above;

2.7. Coordinate harmonisation of laws and regulations related to the said sectors;

2.8. Promote information and data sharing among Partner States on policies and data for policy coordination and harmonisation;

2.9. Coordinate Implementation of Council decisions relating to the above sectors;

2.10. Prepare progress and annual reports; and

2.11. Provide technical guidance to Professional Staff under the Directorate.

Qualifications and Experience:

Masters Degree in Economics, Development Studies, Economic Policy and Planning, Policy Analysis, Social Sciences or a related field.

15 years of relevant experience with at least 8 years at managerial level. Should be able to work independently in a diverse environment. Experience in working similar organisations or institutions will be an added advantage.
Skills and Competencies:

Strong interpersonal and communication skills, analytical skills, Computer skills, Leadership and people management, management of diversity, team - building skills, planning skills, supervisory skills, research skills, networking skills, project management and implementation skills and monitoring and evaluation skills, proficiency in the use of computers.

3. 
(REF: EAC/HR/08-09/04) PRINCIPAL INFORMATION AND PUBLIC RELATIONS OFFICER   

Grade

:
P3

Organ

:
Secretariat

Department
:
Public Relations and Corporate Communications

Reports to
:
Secretary General

Main Purpose of the Job:

To Promote EAC’s corporate image, build, maintain positive relationships with the public and advice on the strategy and policy options for EAC’s corporate communication programs. 
Duties and Responsibilities:

3.1. Provide team leadership of the Department of Corporate Communications and Public Affairs; 

3.2. Develop Strategies, policies, systems and processes for the promotion, marketing and publicity of the EAC;

3.3.
Conduct Media relations and maintain close contact and cordial relations with local, regional and international media with a view to eliciting wide positive publicity and visibility of the EAC;

3.4.
Develop films, slides or other visual presentations for EAC’s outreach and promotional programmes;

3.5. Research, Write, prepare and standardise EAC’s speeches for EAC officials,  promotional materials for distribution; 

3.6. Respond to official inquiries in consultation with the Secretary general;

3.7. Prepare annual reports and write proposals for various promotional projects and programmes of the EAC;

3.8. Promote initiatives that enhance a good corporate culture and image of the EAC and keep its constituents aware of its accomplishments;

3.9. Maintain internal and external contacts with EAC’s stakeholders including other EAC departments, organs and institutions; Partner States’ institutions, civic and local authorities, community based organizations, civil society, non-governmental organizations, business community, professional societies/associations, EAC’s development partners and international community to promote broad awareness and participation in the EAC integration and development process;

3.10. Perform any other Duties as may be required by Management;

Qualifications and Experience:

Masters Degree in Public Relations, Journalism, Mass Communication or equivalent.  

Minimum ten (10) years relevant experience in a busy environment, 5 years of which s/he must have been at a strategic position in Senior Management.  

Skills and Competencies:

Strong interpersonal and communication skills, analytical skills, Communication skills, Writing Skills, Editorial skills,  Public Relations skills, proficiency in the use of Computers, Team Leadership and people management, management of diversity,  planning skills, supervisory skills, research skills, networking skills.  The ideal candidate must have knowledge and ability to communicate and write in English and Kiswahili.

4.
(REF: EAC/HR/08-09/05) PRINCIPAL CULTURE AND SPORTS OFFICER (1 Post)  

Grade

:
P3

Organ

:
Secretariat

Department
:
Culture and Sports

Reports to
:
Director Social Sectors

Main Purpose of the Job:

To promote regional Culture and Sports activities by establishing linkages with National Culture and Sports Organisations in Partner States. 
Duties and Responsibilities:

4.1. Harmonise policies of culture and sports amongst the Partner States;

4.2. Develop mass media programmes on matters that will promote the development of culture and sports within the Community;

4.3. Facilitate and Coordinate international collaboration and co-operation in culture and sports within the Region;

4.4. Facilitate the promotion and integration of culture and sports in all sustainable regional development initiatives;

4.5. Promote Kiswahili as a Lingua Franca;

4.6. Revitalise and promote indigenous cultures and sports.

4.7. Establish an East African culture and Sports Trust Fund;

4.8. Establish a mechanism for network and linkages with regional and international organisations for the promotion of culture and sports;

4.9. Conduct research and collect data in culture and sports in the Community;

4.10. Organise workshops, seminars, events, exhibitions, conferences, festivals, and awards schemes for the celebration promotion and advancement of culture and sports;

4.11. Put in place mechanisms for regulating and enhancing individual and community development through culture and sports programmes and fight illicit import/export of cultural and sports materials and products within the region and to combat piracy and other crimes related to intellectual and property rights;

4.12. Facilitate the exchange and sharing of human resources equipment and technical expertise among institutions of the Council and Member States;

4.13. To perform any other functions for the furtherance of the objectives of the Council as may from time to time be directed by the Secretariat of the East African Community on behalf of the Partner States;

4.14. Establish centres of excellence in culture and sports;

4.15. Perform any other duties for the furtherance of the objectives of the Council as may from time to time be directed by the Secretariat of the East African Community may be required by management.

Qualifications and Experience:

Masters Degree in Social sciences, Development Economics or equivalent.  

Minimum ten (10) years relevant experience in promotion of culture and Sports, 5 years of which s/he must have been at a strategic position promoting culture and sports at the Partner States level.  

Skills and Competencies:

Strong interpersonal and communication skills, analytical skills, negotiation skills, Public Relations skills, planning skills, research skills, networking skills proficiency in the use of Computers, Team Leadership and people management, management of diversity.  The ideal candidate must have knowledge and ability to communicate and write in English and Kiswahili.

5.
(REF: EAC/HR/08-09/06) 
HUMAN RESOURCES OFFICER (1 POST)

Grade

:
P1

Organ

:
Secretariat

Directorate
:
Human Resources and Administration

Department
:
Human Resources

Reports to
:
Principal Human Resources Officer

Main Purpose of the Job:

To implement EAC’s HR policies that select, develop and retain the right staff needed to meet EAC’s Objectives. 
Duties and Responsibilities:

5.1. Work closely with departments, increasingly in assisting line managers understand and implement the EAC HR policies and procedures; 

5.2. Promote equality and diversity as part of the culture of the organisation; 

5.3. Facilitate the establishment of an Eac welfare association and coordinate implementation of welfare programmes;

5.4. Update and develop job descriptions, prepare advertisements, check application forms, coordinate the short listing process and prepare documentation for interview processes; 

5.5. Analyse training needs in conjunction with the respective staff and the departmental managers. 

5.6. Verify monthly payroll and maintain records relating to staff leave and other benefits including processing of leave,  home leave passage, education allowances, gratuity, advances etc; 

5.7. Initiate and enter staff records into the HRMIS (INSPIRO)

5.8. Update and maintain the EAC skills inventory and Staff establishment database;

5.9. Analyze and produce monthly staffing status reports for the EAC 

5.10. Implement staff induction programmes

5.11. Perform any other duties as may be required by management

Qualifications and Experience:

Bachelors Degree in Human Resource Management, Industrial Relations, Business Administration, Social Sciences or equivalent.  

Minimum five (5) years relevant experience in a busy HR Office, 2 years of which s/he must have been at a responsible position in middle level Management in a large organization.  

Skills and Competencies:

Strong interpersonal and communication skills, good analytical skills, Communication skills, Writing Skills, Editorial skills,  Public Relations skills, proficiency in the use of Computers, people management skills, management of diversity,  planning skills, supervisory skills, research skills, networking skills.  Knowledge in the use of a computerized Human Resource Management Information Systems (HRMIS) will be an added advantage.
6
(REF: EAC/HR/08-09/07) PROTOCOL/CONFERENCE OFFICER (1 POST)

Grade

:
P1

Organ

:
Secretariat

Directorate
:
Human Resources and Administration

Department
:
Administration

Reports to
:
Principal Administrative Officer 

Main Purpose of the Job:

To provide logistical and administrative Support in the Management of Protocol and Conference Functions of the EAC.

Duties and Responsibilities:

6.1.
Facilitate EAC Dignitaries and Visitors with the necessary facilities and appropriate Protocols; and liaise with relevant authorities in the Partner States on Protocol Arrangements at all EAC Meetings and other Activities;

6.2.
Facilitate the processes of Accreditation, Visas, Resident/Work Permits, etc, with the relevant Ministry;

6.3.
Update and maintain the weekly Conference/Meeting Schedule Register;

6.4.
Prepare Billing Schedules and present to Desk Officers for verification;

6.5.
Facilitate preparation of Information Guidelines for delegates to EAC Meetings and other Activities;

6.6.
Facilitate preparation of Conference Badges and liaise with Security Section to facilitate the process of Accreditation, in accordance with Policy Guidelines;

6.7.
Make available and ensure that essential name plates for EAC Organs, Member States and others delegates are sufficiently available and ensure that accreditation and seating plans for the delegates are in order;

6.8.
Avail and ensure that Mast Flags and Desk Flags of Member States are correctly used at appropriate places;

6.9
Organize official luncheons, cocktails and other ceremonial Activities; and facilitate printing and distribution of the invitation cards as deemed necessary;

6.10.
Liaise with Protocol Officers in the Partner States on issues of common nature regarding Protocol Matters – i.e. Renewal of IDs, Passports, etc;

6.11
Perform any other additional duties as may be assigned by Management

Qualifications and Experience:

i. Bachelors degree in Bachelor of Arts,  Business Administration, institutional management, Diplomacy, International Relations or equivalent

ii. Minimum five years of relevant practical experience in the field of Administration, conferencing, facility management of clubs, hotels or equivalent management experience in other business fields.  Experience working at an international level will be an added advantage
Skills and Competencies:
Excellent interpersonal, customer service,  report writing, negotiation and analytical skills, ability to work as a team member, proficiency in the use of computers, particularly MS. Word, Excel and PowerPoint, and communication skills. The ideal candidate must prove Demonstrable ability to work under intense pressure, provide excellent and manage diversity.   

7.
(REF: EAC/HR/08-09/08) 
PROCUREMENT OFFICER (1 POST)

Grade

:
P1

Organ

:
Secretariat

Directorate
:
Human Resources and Administration

Department
:
Administration

Reports to
:
Senior Procurement Officer

Main Purpose of the Job:

To implement the procurement policies and processes by providing  Procurement Services to EAC. 

Duties and Responsibilities: 

7.1. Initiate Preparation of Annual  procurement Plan

7.2. Receive and Review requisitions for clarity, adequate specifications, to ensure that bidders will be able to respond to the quotation appropriately

7.3. Receive and process Purchase requisitions from User Departments

7.4. Group the requests and into homogeneous categories and identify sources of supply

7.5. Originate tender documents for approval 

7.6. Assist user departments in getting specifications and Terms of Reference right.

7.7. Consolidate and prepare recommendations for award

7.8. Initiate draft notification of awards and regret letters

7.9. Prepare procurement transactions and provide a liaison link between suppliers and user departments

7.10. Follow-up and expedite deliveries.

7.11. Update and maintain a database of suppliers

7.12. Update and maintain records of all Procurement Transactions

7.13. Initiate preparation of Annual Procurement Report.

7.14. Forward certified invoices to Accounts for payment

Qualifications and Experience:

iii. Bachelors degree in Business Administration, Procurement and Supplies or equivalent

iv. Diploma in Procurement, Purchasing and Supplies or equivalent.

v. Minimum five years of relevant practical experience in the field of Procurement for Goods and Services, 

Skills and Competencies:

vi. The ideal candidate should demonstrate competence in use of standard Computer applications such as Ms Word, Excel, PowerPoint, Good Customer Relations, Negotiation skills, effective Communication and Report writing skills.  Excellent written and Verbal communications in English and Kiswahili. Proficiency in the application of IT systems such as SUN systems, SAP or Oracle Financials will be an added advantage 

8.
(REF: EAC/HR/08-09/09) 
SENIOR PERSONAL SECRETARY (1 POST)

Grade

:
G5

Organ

:
Secretariat

Reports to
:
Executive Office 

Main Purpose of the Job:

To manage the office and on the basis thereof provide efficient Administrative and Secretarial services

Duties and Responsibilities:

8.1. Overall mmanagement of the Executive office and provide secretarial services;

8.2. Provide Administrative support to the Office, including all the Directorates under the Office;

8.3. Coordinate office functions with other Executive offices/Directorates;

8.4. Receive and refer customers/visitors and direct them appropriately;

8.5. Maintain and update office diary and draft responses to correspondences as agreed with the Executive;

8.6. Maintain good customer relations with employees, customer and the general public;

8.7. Arrange appointments and meetings as appropriate, including arranging agendas and programmes for meetings under the Executive’s docket;

8.8. Create and maintain appropriate record and filing sub-system for the Office;

8.9. Liaise with the Registry to handle incoming and outgoing correspondence;

8.10. Take dictation, transcribe and draft correspondence, memoranda; etc.

8.11. Perform any other duties as may be required by management.

Qualifications and Experience:

Diploma in Secretarial Studies or equivalent. Skills in typing of at least 80wpm, shorthand 120 wpm, over 10 years experience with at least 5 years experience managing an Executive Office.  A degree in Secretarial Services will be an added advantage.

Skills and Competencies:

Good communication, interpersonal and analytical skills, ability to work with a team, proficiency in the use of computers, secretarial work, and ability to use MS. Word, Excel, PowerPoint; and at least one computer database programmes computer programmes. Ability to take dictation with a good command of Business English, office practice and customer care.

9.
(REF: EAC/HR/08-09/10)
 SECURITY ASSISTANTS (4 POSTS)

Grade

:
G4

Organ

:
Secretariat

Reports to
:
Security Officer

Main purpose of the Job:

To provide security and safety advice to EAC Staff and maintain security of other assets.

Duties and responsibilities:

9.1. Man and control of access and exit points to the premises of EAC Headquarters in accordance with the approved policies.

9.2. Provide of emergency response services within and outside the premises to EAC Staff at all times.

9.3. Protect the organization assets and ensure preventive measures are taken avoid security breaches.

9.4. Investigate criminal cases and report to the relevant authorities.

9.5. Investigate security related misconduct by staff contrary to the EAC Rules and Regulations, and report for management action.

9.6. Facilitate security clearance procedures relevant to accreditation of delegates attending meetings.

9.7. Provide escort and security protection to Executives, VIPs and dignitaries.

9.8. Put in place preventive measures and deal expeditiously with security breaches that may occur by liaising with host country police and security systems.

9.9. Perform any other duties as may be assigned by Management

Qualifications and Experience:
(i) Ordinary level certificate of education, third division or equivalent 
(ii) Minimum certificate training with the Police, military, Prisons, Immigration Officer at the rank of a sergeant or equivalent. Certification in security electronics e.g. CCTV, Access Control, Sound, Burglary and fire equipment will be an added advantage. Diploma Certificate from any field of specialization

(iii) Minimum of 8 years experience in security management, two of which should be in a public or private commercial enterprise, International or Regional Organization.

Skills and Competencies:

The ideal candidate should have communication, public relations, supervisory, team building, observation, investigative and report writing skills.

10.
(REF: EAC/HR/08-09/11)
 PERSONAL SECRETARY (4 POSTS)

Grade

:
G4

Organ

:
EACJ (2), Secretariat (2)  

Reports to
:
Immediate supervisors/Directors

Main Purpose of the Job:

To manage the office and on the basis thereof provide efficient Administrative and Secretarial services

Duties and Responsibilities:

10.1. Manage the office and provide secretarial services;

10.2. Provide Secretarial and administrative assistance;

10.3. Coordinate office functions with other offices/sections;

10.4. Receive and refer customers/visitors and direct them appropriately;

10.5. Maintain office diary and draft responses to correspondences as agreed with the supervisor;

10.6. Maintain good customer relations with employees, customer and the general public;

10.7. Arrange appointments and meetings as appropriate, including arranging agendas and programmes for meetings;

10.8. Create and maintain appropriate record and filing sub-system;

10.9. Liaise with the Registry to handle incoming and outgoing correspondence;

10.10. Take dictation, transcribe and draft correspondence, memoranda, etc;

10.11. Perform any other duties as may be required by management. 

Qualifications and Experience:

Diploma in Secretarial Studies or equivalent. Skills in typing of at least 50wpm, shorthand 100 wpm and 7 years experience, with at least 3 years at senior level. A diploma in Management will be an added advantage.

Skills and Competencies:

Good communication, interpersonal and analytical skills, ability to work with a team, proficiency in the use of computers, secretarial work, and ability to use MS. Word, Excel, PowerPoint; and at least one computer database programmes computer programmes. Ability to take dictation with a good command of legal language/Business English, office practice and customer care.

11.
(REF: EAC/HR/08-09/12) 
SECRETARY (3 POSTS)

Grade

:
G3

Organ

:
Secretariat

Reports to
:
Departmental/Section Head

Main Purpose of the Job:

To manage the office and on the basis thereof provide efficient Administrative and Secretarial services.

Duties and Responsibilities:

11.1. Manage the departmental office and provide secretarial services;

11.2. Provide Secretarial and administrative assistance to the Directorate Staff;

11.3. Coordinate directorate functions with other offices/sections;

11.4. Receive and refer customers/visitors and direct them appropriately;

11.5. Maintain office diary and draft responses to correspondences as agreed with the supervisor;

11.6. Maintain good customer relations with Directorate/Office employees, customer and the general public;

11.7. Arrange appointments and meetings as appropriate, including arranging agendas and programmes for meetings;

11.8. Create and maintain appropriate record and filing sub-system;

11.9. Liaise with the Registry to handle incoming and outgoing correspondence;

11.10. Take dictation, transcribe and draft correspondence, memoranda, etc;

11.11. Perform any other duties as may be required by management. 

Qualifications and Experience:

Diploma in Secretarial Studies or equivalent. Skills in typing of at least 40wpm, shorthand 80 wpm and 5 years experience, with at least 1 year at senior level.

Skills and Competencies:

Good communication, interpersonal and analytical skills, ability to work with a team, proficiency in the use of computers, secretarial work, and ability to use MS. Word, Excel, PowerPoint; and at least one computer database programmes computer programmes. Ability to take dictation with a good command of Business English, office practice and customer care.

12.
(REF: EAC/HR/08-09/13) 
COURT RECORDER/TRANSCRIBER (1 POST)

Grade

:
P1

Organ

:
EACJ

Reports to
:
Court Administrator

Main Purpose of Job:

To record and transcribe Court proceedings and maintain Court recording system

Duties and Responsibilities:

12.1.
Maintain the Court recording system

12.2.
Assemble equipment required for collecting information

12.3.
Record verbatim proceedings during court proceedings

12.4.
Transcribe court proceedings

12.5.
Obtain all sources of references to ensure accurate reporting; and

12.6.
Type-set Court proceedings.

12.6.
Perform any other duties as may be required by management. 

Qualifications and Experience:

Diploma in Law or related area with not less than five (5) years experience in Court reporting/recording.

Skills and Competencies:

Communication skills, public relations skills, observation skills, research skills, investigative skills, listening skills, sound knowledge of computer applications, good knowledge of Court/Judicial procedures, practice and operations.  Should have a good command of the English Language.

13.
(REF: EAC/HR/08-09/14) 
COURT CLERK (2 Posts)

Grade

:
G4

Organ

:
EACJ

Reports to
:
Court Administrator

Main Purpose of the Job:

 To provide Court Registry services and facilitate the East    African Court of Justice in support of its functions and activities

Duties and Responsibilities:

13.1. Receive and record cases in the Court Registry

13.2. Maintain case registers

13.3. Prepare summon notices, issue summons and keep a register of summons

13.4. Ensure that witnesses have been summoned

13.5. Arrange and record case hearing dates

13.6. Facilitate Judges during hearings and interpret proceedings

13.7. Receive documents and file them

13.8. Prepare Cause Lists

13.9. Receive, register and keep in safe custody all exhibits

13.10. Prepare court room for sessions

Qualifications ad Experience:

Diploma in Law or related field plus five (5) years relevant experience.

Skills and Competences:

Research skills, computer skills, language skills, communication skills, public relations skills. Experience in working with Court Registries and knowledge of Kiswahili will be added advantage.

14.
(REF: EAC/HR/08-09/15)
HARDWARE TECHNICIAN (1 Post)

Grade

:
G4

Organ

:
EACJ

Reports to
:
Court Administrator

Main Purpose of the Job:

To plan and implement an effective and efficient Hardware Systems support programmes and carries out support and maintenance of Hardware systems.

Duties and Responsibilities:

14.1. Installation, programming and maintenance of communication equipment such as equipment for the Court recording system, PABX’s, voice mail systems, facsimile machines, etc.;

14.2. Advise on the improvements and maintenance facilities needed to maintain the system

14.3. Repair and maintain IT equipment and associated peripherals;

14.4. Develop maintenance procedures in order to improve performance and reliability;

14.5. Implement safety and security procedures;

14.6. Install / setup projection display equipment (LCD projectors) in meeting / conference rooms;

14.7. Install,  repair and maintain electrical installations are related to ICT systems, including lightning, extension wires, switches and sockets;

14.8. Facilitate installation and repair of uninterruptible Power Supply systems (UPSs); install power cables for clean power for ICT systems;

14.9. Install and maintain audio conference / recording systems in all EAC conference / meeting rooms;

14.10. Assist vendors during implementation of regular maintenance of ICT equipment;

14.11. Installation and maintenance of electric power generators at the various EAC premises; and

14.12. Installation of new and replacement of old peripheral devices used in data and voice communication systems.

14.13. Perform any other duties as may be assigned by management

Qualifications and Experience:

· Certificate of Secondary Education with Credits in English and Mathematics.

· Diploma in Computer Science/Telecommunication Engineering/ Software Engineering or equivalent

· Minimum 5 years relevant work experience.

Skills and Competencies:

i. Good interpersonal Skills and Ability to work under minimum supervision

ii. Must be Innovative, a team player, have high level of integrity, and demonstrate confidentiality

TERMS AND CONDITIONS OF SERVICE

These are established positions within the EAC structure which have tenable contract terms of five (5) years renewable upon satisfactory performance.

FRINGE BENEFITS

The established posts offer attractive fringe benefits including house allowance, transport allowance, education allowance, a medical scheme, and insurance cover.  

For more information, visit our website:
Http://www.eac.int
HOW TO APPLY

Interested candidates should submit their applications quoting the reference number of the position applied for by registered mail, courier service, e-mail (All soft copies should be in MS. Word) or dispatch together with Curriculum Vitae, copies of both academic and professional certificates and testimonials, names and addresses of three referees, and day time telephone contact to:
The Secretary General

East African Community

P.O. Box 1096

Arusha - Tanzania.

Fax No: 007 27 2502455/2504481

E-mail: eac@eachq.org
To be received not later than Monday 8th June, 2009.

The East African Community is an equal opportunity employer.  Female candidates are encouraged to apply.  We shall only respond to those candidates who strictly meet the set requirements.
EAST AFRICAN COMMUNITY

Applications are invited from suitably qualified candidates for the following positions at the East African Community Headquarters in Arusha, Tanzania. These positions are funded through the Regional Integration Support Programme (RISP), under the EU/COMESA agreement; and are non established positions whose contract terms will be limited to the period of support which is 12 months, and may only be renewed subject to extension of the funding.  Candidates from ACP/EU member states are eligible for these positions.
1. (REF: EAC/HR - RISP/08-09/16) -  Planning Expert  (1 Post)

Grade:


Professional Staff Level Project Position (RISP)
Reports to:


Principal Planning and Research Officer

Organ/Institution:

Secretariat

Duration of Contract: 1 Year (Non-Established), Renewable Subject to availability of Project funding
Station:                        
East African Community Headquarters – Arusha, Tanzania

Main purpose of the Job:

Formulate, analyse, forecast and coordinate the development and implementation of Corporate Strategies and Plans, to facilitate timely and effective implementation of EAC programmes. 

Tasks and Responsibilities:

1. Facilitate the determination of the broad short and medium term goals of the Community.

2. Formulate EAC’s Strategic Plan and the annual operational plans.

3. Coordinate the Preparation of integrated EAC’s Organs and Institutions annual work plans and generate short and long-term programmes and strategies consistent with EAC’s policies and broad strategic objectives.

4. Coordinate the design and development of tools for qualitative and quantitative monitoring of implementation of EAC programmes.

5. Initiate Research Programmes and provide technical support in the analysis, evaluation and preparation of feasibility reports for new projects.

6. Review statistical reports and interpret them as required for initiating, planning and monitoring implementation of the Community’s projects and programmes

7. Review the Community’s monitoring and evaluation reports of policies, projects and programmes implemented undertaken and make proposals for Strategy reviews 

8. Provide technical support to other directorates on Research and Planning.

9. Perform any other duties that may be assigned by Management.

10. Design strategies for research and contribute to development of regional data and information policy and strategy

11. Create a mechanism for accessing databases with other organizations/institutions to facilitate the updating of Community databases

12. Assess the impact of decisions taken by various Organs/Institutions of the Community

13. Facilitate exchange of planning, research and other vital information in the region

14. Coordinate implementation of Council decisions related to the functions of the Department

15. Perform any other duties as may be assigned by Management

Minimum Qualifications and Experience:

i. A minimum of a Masters Degree in Economics, Development Economics, Strategic Planning from a recognised University.
ii. 10 years relevant Research Experience, 5 of which must have been at a Strategic Management level
iii. Proven experience in Strategic Planning, Policy Research and Analysis and Drafting Policy Briefs. 

Skills and Competencies:

The ideal candidate should demonstrate good leadership, Planning competencies, excellent interpersonal relations, Communication Skills; and must have attention to detail.  S/He must be a team player and must demonstrate the ability and aptitude for maintain good working relations with diverse group of Professionals, Strong analytical skills in Economic Planning and Management as well as proven proficiency in computer applications including the use of standard software e.g. Word, Excel, Research and Statistical based data analysis software and PowerPoint. 
2. (REF: EAC/HR- RISP/08-09/17) -  Research Assistant  (1 Post)

Grade:


Project Position (RISP) General Staff Equivalent

Reports to:


Principal Planning Expert

Organ/Institution:

Secretariat

Duration of Contract:  
1 Year (Non-Established), Renewable Subject to availability of Project funding 

Station:                        
East African Community Headquarters – Arusha, Tanzania

Main purpose of the Job:

To provide support to the Planning function by assisting  in the design and implementation  studies,  collection of data; preparation of planning reports, manuscripts, and other reports; may be required to perform independent field work and other specific duties and responsibilities tailored to meet the Planning Department’s needs.

Tasks and Responsibilities:

1. Collect data for analysis

2. Conduct literature searches on computer-based planning databases; 

3. Collect data

4. Perform computer-based statistical and general data analysis; 

5. Track activities. 

6. Compile reports 

7. Disseminate information to the relevant recipients

8. Design and implement research studies; performs independent research and conducts fieldwork as needed

9. Develop liaisons with Partner states Counterparts

10. Provide writing and editorial assistance in the preparation of reports, manuscripts ; development of brochures and educational materials and perform other office duties as needed. 

11. Liaise with Professional Staff to prepare briefs and status reports as and when required.

12. Prepare timely periodical reports as and when required

13. Perform any other duties as may be required by Management

Minimum Qualifications and Experience:

i. A minimum of a Bachelors’ Degree in Economics, Development Studies, Statistics or equivalent from a recognised University.
ii. 3 years relevant Research Experience in a Similar Institution, Project or Academic Institution
iii. Proven experience in policy analysis, writing policy briefs and research articles. 

Skills and Competencies:

The ideal candidate should demonstrate good leadership, excellent interpersonal relations, written and verbal communication have and attention to detail.  S/He must be a team player and must demonstrate the ability and aptitude for maintain good working relations with Professionals from different backgrounds, have strong analytical skills and proficiency in computer applications including the use of standard software e.g. Word, Excel, PowerPoint.. Knowledge of Statistical and data base software will be an added advantage
3. (REF: EAC/HR- RISP/08-09/18) -  Internal Auditor  (1 Post)

Grade:


Project Position (RISP) Professional Staff Equivalent

Reports to:


Principal Internal Auditor

Organ/Institution:

Secretariat

Duration of Contract: 1 Year (Non-Established), Renewable Subject to availability of Project funding 

Station:                        
East African Community Headquarters – Arusha, Tanzania

Main purpose of the Job:

Provide support to the Principal Internal Auditor in the development of EAC’s Internal Audit Programmes:

Tasks and Responsibilities:

1. Prepare and implement the internal audit strategy and annual internal audit plan 

2. Develop annual Internal Audit Programme in accordance with the International Auditing Standards;

3. Design and develop internal audit procedures 

4. Conduct on-site financial and operational audits for the EAC to ensure compliance with Community’s Operational Policies and Procedures 

5. Conduct routine audit visits to the EAC Organs, Institutions and projects/programmes as scheduled in the Audit Programme. 

6. Facilitate the process of risk reviews and Implementation of Audit work plan.

7. Undertake annual and ad-hoc physical verification of company assets.

8. Examine accountable documents to ensure compliance with established policies, procedures and regulations.

9. Carry out performances Audits.

10. Conduct periodic review of internal control systems to ensure their adequacy to prevent errors and irregularities 

11. Facilitate the process of designing standard forms for Control purposes

12. Prepare materials for presentation to the Audit Committees, 

13. Write audit reports with observations, potential exposure/recommendations, 

14. Follow-up on Audit recommendations on agreed action plans.

15. Prepare and review Audit work papers to ensure that they are adequate, sufficient and reliable.

16. Conduct special investigations.

17. Perform any other duties that may be assigned by Management.

Minimum Qualification and Experience: 

i. Bachelor's degree in Accounting, Business Administration or Equivalent

ii. Professional Certification in CIA, CPA, ACCA, CISA, CFSA, CFE, CPCU or CISSP

iii. 5 years internal audit experience in a busy environment

Skills and Competencies:

The ideal candidate should demonstrate good leadership, planning, interpersonal, communication, and report writing skills.  S/He must be a team player and must prove proficiency in application of spreadsheets.  Knowledge of IT systems such as Sun Systems, Inspiro, Trim, SAP or Oracle financials will be an added advantage. 

4. (REF: EAC/HR/RISP/08-09/19) -  Procurement Officer (1 Post)
Reports to:
 
 
Senior Procurement Officer
Organ/ Institution: 

EAC Secretariat

Station 


EAC Headquarters – Arusha Tanzania

Duration of Contract: 1 Year (Non-Established), Renewable Subject to availability of Project funding 

Station:                        
East African Community Headquarters – Arusha, Tanzania
Main Purpose of the Job:

To provide Administrative Support in Procurement Services.
Duties and Responsibilities: 

1. Initiate Preparation of Annual  procurement Plan

2. Receive and Review requisitions for clarity, adequate specifications, to ensure that bidders will be able to respond to the quotation appropriately

3. Receive and process Purchase requisitions from User Departments

4. Group the requests and into homogeneous categories and identify sources of supply

5. Originate tender documents for approval 

6. Assist user departments in getting specifications and Terms of Reference right.

7. Consolidate and prepare recommendations for award

8. Initiate draft notification of awards and regret letters

9. Prepare procurement transactions and provide a liaison link between suppliers and user departments
10. Follow-up and expedite deliveries.

11. Up Date and maintain a database of suppliers

12. Update and maintain records of all Procurement Transactions

13. Initiate preparation of Annual Procurement Report.

14. Forward certified invoices to Accounts for payment
Qualifications and Experience:

vii. Bachelors degree in Business Administration, Procurement and Supplies or equivalent
viii. Diploma in Procurement, Purchasing and Supplies or equivalent.

ix. Minimum three years of relevant practical experience in the field of Procurement for Goods and Services, 

x. Excellent written and Verbal communications in English and Kiswahili. 

Skills and Competencies:
The ideal candidate should demonstrate competence in use of standard Computer applications such as Ms Word, Excel, PowerPoint, Good Customer Relations, Negotiation skills, effective Communication and Report writing skills.  Proficiency in the application of IT systems such as SUN systems, SAP or Oracle Financials will be an added advantage
5. (REF: EAC/HR/RISP/08-09/20) -  Accounts Assistant  (General Staff) (1 Post)

Reports To:


Senior Project Accountant
Organ/ Institution: 

EAC Secretariat

Station 


EAC Headquarters – Arusha Tanzania

Duration of Contract: 1 Year (Non-Established), Renewable Subject to availability of Project funding 

Station:                        
East African Community Headquarters – Arusha, Tanzania
Main purpose of the Job:
To facilitate the processing of payment for goods and services and ensure that records and books of accounts are complete, accurate and up to -date.  

Duties and Responsibilities:
1. Initiate preparation of payment vouchers as per the necessary approvals.

2. Verify payment vouchers 

3. Maintain ledgers

4. Update payment records

5. Post payment Vouchers into the system

6. Reconcile daily/weekly/monthly accounts

7. Perform any other duties as may be assigned by management

Qualifications and Experience:
· Diploma in Accounting/Business Administration.

· Must posses Part II of professional Accounting qualifications

· Minimum 5 years relevant working experience.

Skills and Competencies:

· Advance working knowledge of computerised accounting systems. Knowledge of sun system will be an added advantage.

· Ability to work as a team player with good communication skills

· Ability to work under pressure and to deliver on the set deadlines under minimum supervision.
TERMS AND CONDITIONS OF SERVICE

These positions are Regional Integration Support Programme (RISP) funded, and are non established positions whose contract terms are limited to the period of support, and may only be renewed subject to extension of the funding.  Attractive consolidated remuneration packages for fixed contract positions will be paid in accordance with the EAC/COMESA regulations for short term Staff contracts.

For more information, visit our website:
Http://www.eac.int

HOW TO APPLY

Interested candidates should submit their applications quoting the reference number of the position applied for by registered mail, courier service, e-mail (All soft copies should be in MS. Word) or dispatch together with Curriculum Vitae, copies of both academic and professional certificates and testimonials, names and addresses of three referees, and day time tele/cell phone contacts to:

The Secretary General

East African Community

P.O. Box 1096

Arusha - Tanzania.

Fax No: 007 27 2502455/2504481

E-mail: eac@eachq.org
To be received not later than Monday 1st June, 2009.

The East African Community is an equal opportunity employer.  Female candidates are encouraged to apply.  We shall only respond to those candidates who strictly meet the set requirements.
UNITED NATIONS CHILDREN’S FUND (UNICEF)

 KENYA COUNTRY OFFICE
Terms of Reference for A consultancy Assignment  

Special Service Agreement (SSA)
Date of Issue:  22 May 2009






Closing Date: 1st June 2009
Applications are hereby invited from suitably qualified Individual Consultants to submit their applications for a seven month consultancy contract to perform the following terms of reference. Fee range will be agreed upon and negotiated by the Human Resources Unit. 

Purpose:  To help in designing and production of communication materials and assist in multimedia  presentations, inventory of soft copies for material and pictures 
Major Duties and Responsibilities:

1. Assist in designing/development/adaptation of communication training package on Interpersonal Communication.

2. Assist in designing/development/adaptation of Job Aids on for Accelarated Child Survival & Development and Facts for Life..

3. Assist in designing/development/adaptation of communication material on Accelarated Child Survival & Development, Hand Washing,  Malaria and Sanitation.

4. Assist in preparing presentations.

5. Follow up on printing/production/dissemination of communication materials.

6. Help in developing/maintaining back up for all the design work.
7. Maintain record of artworks, photographs and arrange digital photo bank.

Required Qualifications:  Relevant university degree in Mass Communication,, graphic design, with advanced training in multi-media production.

Experience: Experience of at least 6 years in multi-media co-ordination and design

Interested and suitable consultants should ensure that they send their applications along with their curricula vitae to the following UNICEF Email addressed to the Human Resources Specialist:   


kenyahrvacancies@unicef.org
Please indicate the following Reference in the email subject: KCO/C 4 D/2009-13” 
“QUALIFIED FEMALE CANDIDATES ARE ENCOURAGED TO APPLY”

UNICEF IS A SMOKE-FREE ENVIRONMENT

AWARD Monitoring and Evaluation Coordinator
Regionally Recruited Position (Africa)

Deadline for Applications:  1 July 2009
CGIAR Gender & Diversity Program

Nairobi, Kenya

African Women in Agricultural Research and Development (AWARD) is a pioneering project to boost the talent pool of African women in the agricultural sciences. AWARD delivers career development fellowships to hundreds of women in agricultural institutions throughout sub-Saharan Africa.  These fellowships include mentoring by senior professionals, as well as far-reaching support and training to strengthen science and leadership skills.

Based in Nairobi (Kenya), AWARD works in partnership with the Alliance for a Green Revolution in Africa (AGRA), the 15 research Centers of the CGIAR, and an extensive network of national, regional and international implementation partners. See: http://www.genderdiversity.cgiar.org/resource/award.asp
AWARD seeks to appoint an experienced Monitoring and Evaluation (M&E) Coordinator, to work with our fellows, mentors, and partners to track project progress, outcomes and impacts at individual and institutional levels. Given the specific nature of AWARD, we are looking for someone with knowledge of African agricultural science systems, and an interest in the professional development of women.


Job Description

The M&E Coordinator will be responsible for the design, implementation, and coordination of AWARD’s monitoring and evaluation system. Using both qualitative and quantitative social data, the various M&E activities are expected to guide and enable AWARD to (a) learn from experience and adjust its strategies and activities, (b) report to stakeholders on its achievements, and (c) contribute to the broader learning agenda on how to effect systemic change in global investment in female capacity building in African research and development.

The incumbent will report to the Project Manager and will be responsible for successful delivery of AWARD’s M&E activities, including:

· design, implementation, and coordination of AWARD’s M&E system; 

· actively engage project stakeholders in the implementation and evaluation of specific M&E activities and outcome mapping tools; 

· support M&E  activities by external consultants and AWARD staff;

· guide and supervise the continuous development of a M&E database;

· provide leadership in generating information summaries and valid conclusions on individual fellows as well as overall trends throughout the project; and
· report on M&E activities and results for project/donor reports, case studies, policy briefs, and other publications as needed.

Qualifications & Competencies
· advanced degree in social sciences or other related field, with at least 5 years relevant work experience for PhD-holders, or a minimum of 8 years experience for MSc-holders;

· proven track-record in the successful design, implementation, and evaluation of comprehensive M&E systems;

· current knowledge of various quantitative and qualitative M&E methods and tools, including outcome mapping;

· familiarity with collection and analyses of gender-disaggregated data;

· excellent analytical and information management skills, with advanced proficiency in relational databases (in particular MS Access or MySQL);

· experience in project management is an added advantage;

· good communicator, fluent in written and spoken English (working knowledge of French would be an advantage), and good presentation skills;
· sound judgment and ability to professionally deal with sensitive issues;

· ability to multitask and respond to changes in priorities, systems, and processes; 

· pro-active work-style characterized by high standards and attention to detail;
· sensitivity and ability to work collaboratively in a multi-cultural setting;
· familiarity with African agricultural R&D would be an advantage, as would be an interest in issues related to gender and career progressions.

.

How to apply 

This is a ‘regionally recruited position’ open to African nationals only. Your application should include a cover letter (including mention of where you saw this position announcement), your c.v., a statement of how you meet our selection criteria, and the names and contact details (including telephone, fax and e-mail) of three referees who are knowledgeable about your professional achievements and abilities. Please note that, if you do not include a statement in relation to the selection criteria, we can not consider your application.  
Working with G&D
We provide a gender- and diversity-friendly work environment.  Both women and men are strongly encouraged to apply. 

Appointments will be for an initial period of two years, with renewal contingent on your performance. The AWARD Team is based at the World Agroforestry Center campus in Nairobi, with extensive travel throughout Sub-Saharan Africa. 
Living in Nairobi

Nairobi is a cosmopolitan city of around 4 million people. At an altitude of 1800 metres it has a mild climate and is free of malaria. The World Agroforestry Center is set in very pleasant surroundings, with comprehensive research and support facilities, and is close to a range of social and sporting facilities. Nairobi has schooling and modern medical facilities. It provides an excellent base for exploring Kenya’s renowned wildlife parks. To find more about living in Nairobi, we recommend the UNEP web site http://www.unon.org/karibukenya/docs/Karibu%20Kenya.pdf
Please address your application to icrafhru@cgiar.org
Alternatively, hard-copy applications may be mailed to:

The World Agroforestry Centre (ICRAF)

Human Resources Unit

PO Box 30677-00100

GPO Nairobi KENYA

Applications may also be faxed to:

The World Agroforestry Centre

Human Resources Unit

+254 20 722 4001

The position title should be clearly marked on the envelopes of mailed applications, or on the cover sheet of fax or e-mail applications.

The deadline for submission of applications is 1 July 2009. 

British High Commission

OFFICE NOTICE NO 12/09

TO:  ALL STAFF, INCLUDING DFIDK, BRITISH COUNCIL, BPST (EA), BATUK & OTHER DIPLOMATIC MISSIONS

VACANCY FOR LE III ADMINISTRATIVE  – FOCAL POINT TO UNEP & UN-Habitat

Care about the environment you live and work in? Always felt that the UN could function better and give global tax-payers better value for money? Like the idea of working in a small but highly motivated team as a member of the UK’s smallest Permanent Mission to the United Nations? Then this just might be the job for you!    

UKMis Nairobi, the UK’s Permanent Mission to the United Nations Environment (UNEP) and the United Nations Human Settlements Programme (UN – Habitat), and part of the British High Commission Nairobi, is looking to recruit a new Administrative Focal Point.  This multifaceted position will suit a motivated self- starter who can think on their feet, demonstrate initiative and resilience and who relishes the challenge of getting to grips with international environmental and urban issues.  

The position is graded at FCO LEIII for which the current salary scale starts at Ksh 112,382 per month before deduction of tax.  Where the jobholder is not liable to Kenyan tax the scale will be abated under HM Treasury rules and starts at Ksh 84,795 per month to take account of the tax they would have paid.

The main duties of the position are: 

	Assist the Deputy Permanent Representatives (DPR) and Permanent Representative (PR) in following, researching and reporting developments at UNEP and UN-Habitat. Attend and report meetings at UNEP and UN-Habitat. 

	Office management and PA duties - Maintain electronic and hard copies filing system. Forward documents to relevant contacts in DEFRA, DFID, the FCO and other diplomatic missions. Handle general enquiries by phone and e-mail. Update key contact database and the DPR’s diary.

	Provide substantive and logistical support to visiting UK delegations to International Conferences and UN Governing Councils.

	Cover for the DPR in his absence, including representing him at UN meetings.

	Support and take responsibility for a limited portfolio on bilateral work with Kenya on Climate Change issues in the run up to Climate Change negotiations at the end of 2009.

	Provide general administrative support to UKMis Nairobi.


The applicant should be a university graduate or have similar skills, ideally with experience in office administration and report writing. Strong interpersonal, communication and organisation skills are also a must.

The successful candidate must also be able to demonstrate their ability to use personal initiative to deliver results and meet tight deadlines and targets. Excellent skills in written and spoken English are also required, as the job will on occasions include speaking on behalf of the United Kingdom in international meetings here in Nairobi. 

The British High Commission is an equal opportunities employer.  Recruitment and staff management is conducted without regard to gender, race, ethnicity, religion, disability or HIV status provided they are able to meet the requirements of the position advertised.

So if this sounds like something you might enjoy and be a realistic candidate for, send your application including a covering letter (maximum one side in own handwriting) and your CV to: 

Management Assistant-Personnel

“UKMis Nairobi Focal Point” Vacancy

British High Commission

PO Box 30465 – 00100

Nairobi

Please do not apply for this position if you do not have the required qualifications, experience or competencies. Applications must be received by noon  2 June 2009. 

Short-listed applicants will undergo an “in tray” exercise test before being considered for interview. Those not selected for the in tray exercise will not be contacted.

K Sharpless

Kristian Sharpless

Senior Management Officer
British High Commission

OFFICE NOTICE NO 13/09

TO:  ALL STAFF, INCLUDING DFIDK, BRITISH COUNCIL, BPST (EA), BATUK & OTHER DIPLOMATIC MISSIONS

VACANCY FOR LE II – HUMAN RESOURCES MANAGER 

The British High Commission in Nairobi wishes to recruit a Human Resources Manager on an initial two-year contract to work with the Senior Management Officer on all Locally Employed Staff issues.  The job is graded at LEII for which the current salary scale starts at Ksh 192,996/- per month before deduction of tax.  Where the jobholder is not liable to Kenyan tax the scale will be abated under HM Treasury rules and starts at Ksh 141,225/- per month to take account of the tax they would have paid.

The main duties of the position are: 

	1. 
To develop Post’s HR strategy, in line with FCO Local Staff Strategy.  To lead on Local Staff Terms and Conditions, consulting the Honorary Legal Advisor on legal matters, policy and practices especially on the impact of changes to Kenyan employment law.   Assist Senior Management on employee/management relations, salary reviews and other HR related matters.

	2.  
Oversee recruitment process, liaison with Line Managers, drawing up vacancy adverts, collating applications, advising on sift criteria, management representative on interview panels ensuring best practice, checking references, and managing induction arrangements for new recruits. 

	3.  
To lead the BHC training programme, taking forward LE staff development through a clear Learning & Development Strategy.  Liaison with our Investors in People Committee and the Regional Training Centre, budget holder for the Post training budget, contact point with Kenya Based Staff Association (KEBSA), set up team building and away days.

	4.  
Oversight of the LE staff performance management system, monitoring probation, appraisals, disciplinary policy and other general issues, communicating with managers across the High Commission. Manage administrative issues for current staff including maintenance of personal records, insurance, Post medical health scheme and other legal issues.

	5.        To assist Senior Management with corporate change issues as they impact on our staff, including developing and supporting change communication strategies & ensuring change issues are factored into our learning & development plans. 


The successful candidate must have a University Degree in Human Resources and a minimum of 5 years experience in a large (preferably international/multinational) organisation.  S/he will be an enthusiastic, highly motivated team player, with strong interpersonal and customer service skills.  Excellent computer skills, good attention to detail and an ability to work independently, handling a number of competing priorities is essential. Excellent written and spoken English is a pre-requisite. 

The British High Commission is an equal opportunities employer.  Recruitment and staff management is conducted without regard to gender, race, ethnicity, religion, disability or HIV status provided they are able to meet the requirements of the position advertised.

Applications should include a covering letter (maximum one side in own handwriting) and a CV, and should be sent to: 

Management Assistant-Personnel

“Human Resources Manager” Vacancy

British High Commission

PO Box 30465 – 00100

Nairobi

Please do not apply for this position if you do not have the required qualifications, experience or competencies. Applications must be received by noon on 3 June 2009. 

Only those short-listed for interviews will be contacted.

K Sharpless

Kristian Sharpless

Senior Management Officer
Programme Assistant,  GS 6  (Fixed Term)

Date of Issue:  25 May 2009





           ClosingDate: 08  June 2009

Applications are hereby invited from suitably qualified candidates to fill the above post on a Fixed Term Appointment  in the Regional Emergency Support Unit of UNICEF Regional Office.

Purpose: Under the general supervision of the Regional Adviser, Emergency, P-5, the incumbent will provide programme and administrative support on a variety of areas as necessary in the section.

Major Duties and Responsibilities:

(1) Collect and analize data for programme/project, for monitoring and evaluation purposes; Analize programme implementation reports and evaluate in relation to established programme and plans of action of the Section.  Report on the outcome of analyses and propose corrective action to supervisor. 

(2) Monitor project/programme activities by reviewing a variety of records including contract delivery schedules, progress reports, project inputs, budgets and financial expenditures; Ensure that timely administrative/programme support is provided within the Unit; that financial, programmatic and administrative transactions are processed promptly and activities are implemented in compliance with the section’s workplan.

(3) Review and maintain an overview of the work of the section and ensure that timely administrative/programme support is provided and coordinate administrative support for training and network workshops for the respective technical advisory area.
(4) Support preparation/forwarding of documents/materials from the sections to documentation centre, country offices/NGOs and other UN agencies.   Maintain record of key presentations in hard copy and electronically.   Provide assistance to research on key documents and information databases in preparation of presentations.  Contribute and maintain a contacts database for the section. 
(5) Contribute to the preparation of status and donor reports by providing information and monitoring project activities, preparing tables and drafting selected sections.   Prepare background materials for use in discussions and briefing sessions.

(6) Assist in the organization and administrative activities for seminars/workshops in the section and provide logistics assistance.

(7) May be required to carry out specific administrative operational/control tasks for project/programme activities.  This may include field visits to project sites. 

Required Qualifications:  Completion of 'O' level Secondary School education, supplemented by relevant courses in Business Administration/Management/Project Administration.

Experience: Six years of progressive/responsible administrative work preferably within the UN system.

Language:  Fluency in written and spoken English is required.  

Competencies: Good knowledge of computer systems and applications; Ability to work in an international and multi-cultural environment; Good communication and analytical skills; Proven ability to organise meetings/workshops; Proven ability to manage funds/budgets for units/section and Knowledge of ProMs desirable.

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. “ESARO/RESU/2009-15” on email and on the Envelope.
“QUALIFIED FEMALE CANDIDATES ARE ENCOURAGED TO APPLY”

UNICEF IS A SMOKE-FREE ENVIRONMENT

VACANCIES ANNOUNCEMENT

INTRODUCTION

The Regional Centre for Mapping or Resources for Development (RCMRD), previously known as Regional Centre for Services in Surveying, Mapping and Remote Sensing (RCSSMRS) was established in Nairobi, Kenya in 1975 under the auspices of the United Nations Economic Commission for Africa.  It is an intergovernmental organization and currently has 15 contracting member States, namely: Botswana, Comoros, Ethiopia, Kenya, Lesotho, Malawi, Mauritius, Namibia, Somalia, South Africa, Sudan, Swaziland, Tanzania, Uganda and Zambia.

The Centre’s main mission is to promote development and use of geoinformation in Eastern and Southern Africa sub-regions for planning and managing sustainable development.  The main Geoinformation technologies promoted by the Centre are Geographic Information System (GIS), Satellite Remote Sensing (SRS), Global Positioning System (GPS) and Information Technology (IT).  The Centre is also vigorously involved in the promotion of the development of National Spatial Data Infrastructure (SDI) in its member states and in Africa.

Since establishment, the Centre has been instrumental in capacity building in resource survey, mapping, remote sensing, GIS and natural resources assessment and management in Africa.  The Centre has also implemented numerous projects on behalf of its member States and development partners.

The Centre is desirous to fill the following positions:

· Director of Land Survey and Management  (P3/P4)

· Finance Officer (P1/P2)

Job descriptions and requirements for the positions are as follows:
1.
DIRECTOR OF LAND SURVEY AND MANAGEMENT (P3/P4)

Duties and responsibilities: 

Reporting to the Director General, the Director of Land Survey and Management will be responsible for the administrative and technical management of the Land Survey and Management Department.  The duties and responsibilities will include:

· Initiating Work Plans;

· Preparing budgets;

· Identifying projects;

· Writing project proposals;

· Managing projects in coordination with the Project Coordination Section;

· Conducting applied and fundamental research;

· Preparing and revising curriculum and training materials  in collaboration

 
with the Training Coordination Section;

· Ensuring quality control and assurance of production work;

· Assessing the capacity building needs of member states in the fields of 

surveying and mapping and land management;

· Participating in workshops, seminars and regional meetings;  

· Reporting the activities of the Department to the Management of the

Centre; and

· Any other duties that may be assigned by the Director General. 

Requirements: 

The ideal candidate for the post must:

· be in possession of a Ph D degree in Surveying and Mapping or related fields with at least 10 years experience, or

· be in possession of MSc in Surveying and Mapping or related fields with at least 14 years experience.

Contract Duration:  Three (3) years renewable three times.

2.
Finance Officer (P1-P2)

Duties and responsibilities:

Under the guidance and supervision of the Head of the Administration and Finance Department, the incumbent will carry out the following functions:
· Maintain financial and accounting controls; 

· Management accounting and reporting;

· Budgeting and budgetary control;

· Cash flow management, including forecasts; 

· Debtors’ and creditors’ management;

· Investment management;

· Supervision of staff in the Section;

· Coordinate the procurement process;

· Financial advisor to the Director General and the management of the Centre; and

· Any other duties that may be assigned by the Head of the Administration and Finance Department.

Requirements: 

The ideal candidate must:

· have at least a degree in Commerce or Accountancy (MBA or M.Com, an added advantage); 

· have full professional qualification in accountancy, e.g., CPA Part III, ACCA Level III or Chartered Accountant (CA); 

· have at least 8 years work experience in financial accounting, management accounting and financial management at corporate level. 

· be computer literate, including working knowledge of at least two accounting packages.  Marketing and administration experience, will be an added advantage.

Contract duration: Three (3) years renewable.

Remuneration

Salary Scale: The salaries for  the above positions are consolidated and are in the range of:

P3/P4   -
US$ 34,839 – US$ 53,211 p.a.

P1/P2   -
US$ 21,396 – US$ 39,604 p.a.

Entry point for each position will be determined by qualifications and experience

Benefits:  These include contributory provident fund with both parties contributing 7% of monthly basic salary towards the fund, 10% gratuity of annual basic salary based on successful completion of the contract and a staff contributory group medical scheme to a maximum of five (5) family members (including three children up to the age of 18 years). Leave:  28 - 32 days per complete year of service.

Applicants for these positions must be nationals of the Centre’s member States only. Every candidate must produce proof of their respective national Government’s approval and support for his/her candidature.   
Applications should be addressed to: 

Director General

RCMRD

P.O Box 632, 00618, Ruaraka

NAIROBI

Tel: +254 020 8560654/8561775/8560227/8560625 

Fax: +254 020 8561673/8563767

E-mail: rcmrd @ rcmrd.org

to reach him not later than 15 August, 2009.

Kenya Red Cross Society is one of the largest humanitarian organizations in Kenya. Its mission is to be the leading humanitarian organization in Kenya delivering excellent quality service of preventing and Alleviating Human Suffering. 

The Society is looking for a qualified person to fill the following position:

	Position Title:
             Regional Blood Donor Recruiter (2 Positions)

Reporting to: 
                         Regional Health Officer

Job location:
                         Nairobi , Embu


Overall Purpose

Responsible to the Regional Manager for effective planning, budgeting, implementing and evaluating blood donor programme within the Region aimed at collection of adequate and safe human blood for transfusion purposes. Specific responsibilities include building community partnerships, identification and mobilisation of potential blood donors as well as building the capacity of volunteer community leaders to spearhead the mobilization of blood donors. 

Duties & Responsibilities
1. Mobilize schools, colleges, institutions, organizations and communities to solicit blood donations from individuals, students, employees and community groups

2. Contact and visit prospective or participating donor groups to explain requirements and benefits of participation in blood donor programmes

3. Maintain and update records of individuals, groups, institutions and organizations participating ion blood donor programme

4. Arrange specific dates for blood donor collections for groups and confirm appointment in writing

5. Consult blood bank records to answer questions, monitor activity or resolve problems of blood donor groups 

6. Identify donors with rare-type blood from blood bank records and contact donors to solicit and arrange blood donation

7. Prepare reports of blood donor programmes and recruitment activities


8. Contribute in the design, development, implementation and evaluation of a community awareness campaigns including capacity building programmes aimed at equipping and strengthening staff, volunteers and communities with capacity to provide community-based health programmes

Minimum Qualifications

BSc in Nursing, Public Health or equivalent qualifications  

Over three (3) years experience in planning, implementing and evaluating blood donor programmes in emergency/relief context
Key Competencies
1. Knowledge of blood donor programmes trends and goals all levels aimed at safe blood

2. Strong communication and presentation skills in both English and Kiswahili, including ability to develop reports and prepare relevant publications

3. Demonstrated competence in resource mobilisation including implementation of effective fundraising strategies to increase resource through grant proposals  

4. Demonstrated proficiency in computer applications such as word processing, spreadsheets, data-base, email and utilization of the internet

Applications must contain;

Letter of application, curriculum vitae, copies of relevant certificates, address and contacts of two referees one of whom should be former employer personal contacts such as telephone e-mail and address.

All applications should be sent to:

The Secretary General

Kenya Red Cross Society

P. O. Box 40712-00100

NAIROBI

So as to reach him not later than 29th May 2009.
REGULATORY AFFAIRS MANAGER

UGANDA

Reports to: Managing Director

Operation base: Kampala, Uganda

Basic Purpose:

Provide guidance and support to the implementation and maintenance of strategies and

tactics needed to: secure favourable interconnect agreements for the business; establish,

build and maintain close relationships with regulators and policy makers and operators.

Negotiate and enforce licence terms.

Main Duties and Responsibilities:

Support the implementation of strategies and tactics needed to establish, build and

maintain close relationships with the regulators and policy makers.

Initiates strategies, tactics and best practices for managing government relations to the

company.

Identify, establish, build and maintain relations with relevant and high level government

authorities and regulators in Uganda.

Proactively identify proposed new policies, laws and regulations that have an impact on

the business of the company at all level of government and advice on their how to handle

them.

Monitors and participates in the influencing of policy in multilateral and regional

institutions with a view of protecting company interests and consequent impact if the

policy is adopted.

Identify, for review and lobbying purposes, all opportunities and threats to company’s

operations and takes ownership in developing actions to exploit the opportunities or

mitigate the threats.

Influences the policies of regional organizations whose policies recommendations to

countries impact the operations of the company.

Once licensing agreements are concluded with other parties, ensures that they are

upheld and Zain’s interests are not compromised.

Co-ordinate the evaluation of interconnect and international carrier services and support

the negotiation of favourable interconnect tariffs.

Supports the discussions and negotiations with other operators on all interconnection

issues, facilitate the resolution of interconnection disputes and delays in payments as

well as monitor the implementation of interconnection agreements.

Check and confirm that operations comply with laws regulatory instruments relating to

interconnection

Confirm compliance to statutory and contractual interconnect obligations by all parties

Initiate remedial actions to redress all infringements of interconnect obligations.

Influence regulatory policies towards cost based interconnection tariffs favourable to

pricing of company’s services and the profitability of its business.

Secure licences to support the company’s operations.

Negotiate business licences that comply with universal access obligations and funding,

quality of service requirements, environmental requirements and standards and

international standards.

1

REGULATORY AFFAIRS MANAGER

UGANDA

Monitor to ensure compliance to the licence terms and prevent penalties.

Prepare and submit monthly and quarterly reports to management and highlight

significant events promptly.

Competencies:

Excellent planning and organisational skills

Strong analytical and problem solving skills

Excellent interpersonal skills

Strong coaching skills

Sets high personal standards and is goal oriented

Excellent communications skills, both orally and in writing

Excellent presentation skills

Excellent negotiating skills

Qualifications:

Degree in Law or a related field and a good understanding of economic and commercial,

political dynamics in the country.

More than 5 years experience in managing regulatory affairs

A solid knowledge of the industry, telecommunications technology, telecommunications

products and industry trends

Experience in working in developing economies

Multi-cultural and teamwork orientation

***Ugandan nationals will be given preference but suitably qualified candidates will

also be considered.

How to apply:

Send your application including a covering letter and detailed CV highlighting relevant

experience, details of current and expected salary, a daytime phone contact, email address,

and the names of three professional referees by end of business Friday 05th June 2009.

Adept Systems

MANAGEMENT CONSULTANTS

P O Box 6416, Nairobi, GPO 00100

e-mail: recruit@adeptsystems.co.ke

www.adeptsys.biz

Only shortlisted candidates will be contacted! Visit our website for more vacancies.

2
VACANCY ANNOUNCEMENT










(21/05/2009)

	NOTE

	Appointment against this post is on a local basis. External candidates will be considered only when no suitable internal candidate from the duty station is identified. The candidate is responsible for any travel expenses incurred in order to take-up the appointment. Staff members are subject to the authority of and assignment by the SG. All staff are expected to move periodically to new functions in their careers in accordance with established rules and procedures.


	VACANCY NOTICE NO.:
	GS-09-08

	ORGANIZATIONAL LOCATION:
	UNEP/DTIE

	DUTY STATION:
	Nairobi

	FUNCTIONAL TITLE:
	Team Assistant

	GRADE:
	G-4

	DURATION:


	1 year (renewable)

	CLOSING DATE:

	03/06/2009


BACKGROUND

The United Nations Environment Programme (UNEP) is the United Nations systems designated entity for addressing environmental issues at the global and regional level. Its mandate is to coordinate the development of environmental policy consensus by keeping the global environment under review and bringing emerging issues to the attention of governments and the international community for action.  This post is located in UNEP/DTIE/Transport Unit at the Nairobi duty station.  The overall objective of the UNEP's Division of Technology, Industry and Economics (DTIE) is to encourage decision makers in government, local authorities and industry to develop and adopt policies, strategies, practices and technologies that promote sustainable patterns of consumption and production, make efficient use of natural resources, ensure safe management of chemicals and contribute to making trade and environment policies mutually supportive. It promotes the development, use and transfer of policies, technologies, economic instruments, managerial practices and other tools that assist in environmentally sound decision making and the building of corresponding activities.  
DUTIES AND RESPONSIBILITIES

1.
Administrative/Secretarial support to programme officers in the Transport Unit:


-
Performs a wide range of office support and administrative functions;

1.1

Incoming/outgoing mail:


-
Corrects correspondence prepared by others for format, spelling and grammar when necessary; 

-
Reviews, records, distributes and/or processes mail and other documents; follows-up on impending actions;

-
Prepares documents; sends e-mail and/or checks e-mail and route to appropriate officers; 

-
Responds or drafts responses to routine correspondence and other communications; in consultation with the supervisor.

1.2

Documents handling:


-
Coordinates shipment arrangements, courier services, etc.;

-
Prepares and/or processes administrative documents for requisitions, purchase orders, travel requests, contracts, expenditure authorizations etc.;

-
Ensures efficient routine office administration, create and maintain files (both paper and electronic) and databases for work unit;


-
Performs data entry and extraction functions.

1.3

Communications:


-
Screen callers and visitors; take in-coming calls and messages; and refers inquiries to appropriate personnel for handling;


-
Arranges appointments for the supervisor and other office staff; 

-
Takes minutes during in-house meetings;


-
Maintains Supervisor’s diary.

1.4

Other Office Duties:

-
Takes over secretarial work when a colleague-secretary is out of the office;


-
Performs other office duties as assigned.
2.
Travel arrangements:

-
Prepares travel authorizations for the supervisor and other office staff when going on mission;


-
Prepares and processes administrative documents for visa applications;


-
Maintains calendar/schedules; monitors changes and communicates relevant information to appropriate staff inside and outside the Transport Unit.
3.
Organization of meetings:

-
Liaises with appropriate individuals/organizations concerning selection of participants for meetings;

-
Provides secretarial, administrative and logistics support to meetings, boards, committees, conferences, etc;

-
Assists in the preparation of presentation materials using appropriate technology/software.

COMPETENCIES

Professionalism – Knowledge of general office procedures; shows pride in work and in achievements; demonstrates professional competence; is conscientious and effecient in meeting commitments, observing deadlines and achieving results; is motivated by pofressionalism rather than personal concern; remains calm in stressful situations.

Teamwork – Work collaboratively with colleagues to achieve organizational goals; places team agenda before personal agenda; shares credit for team accomplishments and accepts joint responsibility for team shortcomings.

Planning & Organization – Develops clear goals that are consistent with agreed strategies; identifies priority activities and assignments; monitors and adjusts plans and actions as necessary; uses time efficiently.

QUALIFICATIONS 

Completion of secondary education, knowledge of the UN common system.  Additional technical training in the field of administration is an asset.
EXPERIENCE

At least 3 years of relevant working experience. Experience in an international organization is highly desirable.
LANGUAGE REQUIREMENTS 

English and French are the working languages of the United Nations Secretariat.   For the post advertised fluency in oral and written English is required.  Knowledge of French is desirable.

OTHER DESIRABLE SKILLS:

Good computer skills (Microsoft Office Windows Applications) required.

	Qualified candidates may submit their applications including their curriculum vitae or United Nations Personal History form (P.11) to the address mentioned below on or before the deadline.

The Chief, Classification and Recruitment Section

Human Resources Management Service, UNON

P. O. Box 67578, Nairobi 00200

Room V-139

Email: recruitment@unon.org
Fax: +254-20-7624212         
Please quote;

· Index Number (for UN staff member)

· Vacancy Notice Number

· Functional title of the post

· Attach an updated fact-sheet, and a copy of the last two performance appraisals.

Applications received after the deadline (two weeks after posting) will not be considered.


UNEP, UNHABITAT and UNON do not charge a fee at any stage of the recruitment process. If you have any questions concerning persons or companies claiming to be recruiting on behalf of these offices and requesting the payment of a fee please contact:  recruitment @unon.org
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TERMS OF REFERENCE

CONSULTANT FOR STRATEGIC PLANNING FOR SUB GRANTEES

Introduction

HANDICAP INTERNATIONAL is an international NGO specializing in the field

of disability and development. A strong emphasis is placed on empowering

people with disabilities through their integration into mainstream development

activities and the provision of appropriate health and rehabilitation services to

ensure equal opportunities for all.

Currently, Handicap International is working with 7 partner organizations in

the USAID/AED funded projects in the field of Disability and HIV & AIDS. The

group represents a cross section of disabilities including the deaf, blind and low

vision, physically and intellectually disabled.

The main thematic areas of the project activities include;

• Policy and advocacy

• Behavior change communication

• Appropriate IEC materials for the PWD

• Stigma reduction

One of the main focus of the project is to provide technical support and

institutional strengthening of the partner organization to enable efficient and

effective implementation of the HIV& AIDS activities.

Background to Sub Grantees organization

Even though HI is working with 7 organizations, this consultancy will only work

with four organizations that do not have strategic plans in place. Profiles of the

organizations and justification for having a strategic plan in place is described

below:

1. DIGROT

Background and rationale

DIGROT was started in 1990 as a self help group with 50 members with a

merry go round which they contributed 50 – 100 shillings. In 1998, the group

Consultancy for strategic planning Page 2 of 7

opened an account with KCB bank and started a micro finance lending system.

Members were given loans of ksh.500 to Ksh 2,000 at an interest rate of 10%

p.a.

In 2000, they received a grant from DSDO (Poverty Eradication Programme)

which they used to loan their members. 14 members were successfully loaned

through this programme and 7 defaulted to repay back. DIGROT was trained by

HI in 2004 on micro-credit management.

In the year 2001-2003 they approached HI on HIV/Aids awareness and in 2004

they wrote a proposal to HI on HIV and AIDS and Disability which was funded

in May 2006.

DIGROT has representatives from different locations in Trans Nzoia district and

was registered as a CBO in 2007.

It currently has 224 registered members and each member pays 524 shillings

registration fee with a renewal fee of 200 shillings annually. Not all members

are fully registered and the money is kept in a savings account. Currently the

money is deposited in the account and has not been used. It came out that after

the HIV and AIDS and Disability project the micro-credit was left out and this

has made the organization lose its mission and a disconnect with the

beneficiaries.

The organization has recently undergone changes to make operations of the

organization effective. In line with this changes and growth for the organization,

having a strategic plan was identified as being key in giving a clearly direction

as where the organization should be headed to. It is aimed at further building

on its past work, developing new strategic partnerships to support and

promotion rights of PWD in Trans Nzoia District, reconnect and strengthen its

membership and development partners.

DIGROT therefore requires support in the development of a comprehensive

strategic plan for the next five years.

2. Deaf Empowerment Kenya (DEK)

Background

Formally known as Dandora Deaf Self Help Group, Deaf Empowerment Kenya

works towards inclusion of people who are Deaf in health, education, and social

interventions. DEK has worked with Handicap International in HIV&AIDS

Education, with capacity building being the main elements of the partnership.

During the partnership engagement, DEK/H.I organized a self-guided capacity

assessment, the need Identification was guided by Handicap international

model that strengthens the four important elements of an organization:

operational capacities, structural capacities, financial capacities, and

relationship capacities,.

The needs assessment, conducted in two stages through a consultant identified

by Handicap International, Guided self-assessment was instrumental in helping
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DEK recognize own potential and decide for present and future interventions. It

involved understanding the background of the organization, strengths, and

weaknesses and identification of needs, prioritizing and developing action

plans.

The whole exercise culminated various gaps and needs, which were prioritized

by DEK as 1) Resource mobilization, 2) internal control standard procedures

and systems and 3) strategic plan in line with organizational mandate.

The strategic plan was identified because DEK lacked

membership/stakeholders driven, systematic, management tool for problem

solving, project planning, and preparation of project fund raising strategies. The

result has been establishment of priorities that are not relevant and which

could have been supported in a mutually supportive system.

The organization has had an opportunity to develop a 5-year Resource

mobilization plan and identified gaps in implementation and coordination as

lack of strategic planning intending to grow their organization and tap on

existing opportunities.

3. Nairobi Family Support Services-(NFSS)

Background

NFSS was started in 1982 by Actionaid and registered as a local NGO in 1996.

The programme coordinator has been the leader ever since. The organisation

receives funding from HI France and from the AED-programme and is also

supported by Sense International and the Liliane Foundation.

The mission of the organisation is to raise awareness on HIV-AIDS and

disability through their work with community groups and attempt to change the

stigma of disabled people in the community and their low-self esteem.

NFSS has strong networking capacity with different institutions, especially

through referrals: the Liliane foundation (support for disabled people’s surgery),

specialised schools (educational assessment), the Ministry of Health,

government hospitals, and networks of therapists...This gives the organisation

high credibility in the communities.

Until 2005, Action Aid funded a microfinance programme for the parents of

disabled children. These loans were considered by some as grants. After having

received several loans, and hence being allowed to loan greater sums, gradually,

some of the beneficiaries disappeared with their funds. Only about 50% of these

parents are able to continue repaying their micro loans.

The organization has had an opportunity to develop a 5-year Resource

mobilization plan and identified gaps in implementation and coordination as

lack of strategic planning intended to grow their organization and tap on

existing opportunities in line with their mission.
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4. Blind and Low Vision Network (BLINK)

Background and Rationale

Blink is a non-governmental organization registered in Kenya by the NGO

Coordinating Board under the office of the president in 2003 and given the

mandate to provide services to visually impaired persons countrywide.

The Vision of the organization is to endeavor to change lives of blind and low

vision persons positively, one life at a time with its Mission being to build on

abilities of visually impaired persons for the better functioning and achievement

of their desired results. The association is a network whose membership

comprises community based groupings of blind and low vision persons.

Blink’s beneficiaries are primarily partially and/or blind persons. A key issue

for this organisation is that their beneficiaries are in a different geographical

location. However, they have focal persons in each district that they meet

regularly to discuss the needs of the communities.

The organisation refers to itself as a CBO network. Blink has helped the CBOs

provide support to their communities through awareness-raising about

HIV/AIDS. The discussions in the communities are generally broader the

HIV/AIDS, so the meetings are used as an opportunity to discuss other issues.

Other activities include computer training in JAWS for blind and partially

sighted persons, Braille literacy training, rehabilitation and referral services

The project evaluation conducted last year recommended that HI should

support BLINK sustain all the three sites and that BLINK has to find a way of

keeping closer link with e.g. Machakos and Kitui groups as there was clear

evidence that Machakos and Kitui teams were missing closer support.

The organization has had an opportunity to develop a 5 year resource

mobilization strategic and implementation plan which was developed last year

with the support of Handicap International. This has seen them receive

funding from AMREF under Maanisha project early this year.

Through the implementation of the resource mobilization strategy, the

organization has realized the need to develop a strategic plan in line with its

mission and vision and one that guide the path through which it intends to

walk in future.

Objectives of the consultancy

The main objective of the consultancy is to provide institutional strengthening

to the four sub grantee organizations towards developing strategic plans for the

next 5 years in line with the mission of their organization

Specific objectives

􀀹 To obtain an analysis of the internal organizational environment

(strengths and weaknesses) and the external environment (opportunities
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and threats), which would guide the said organizations in developing

their strategic plans.

􀀹 To facilitate a participatory formulation of a strategic plan that meets the

priorities of the organizations and its stakeholders, based on their

missions and objectives, and also considering national and international

processes and trends in disability and development.

􀀹 To support the organizations develop a strategic plans 2009-2013, that

reflect the changing environment.

􀀹 To monitor the implementation of the developed strategic plans

Proposed Methodology

HI proposes a one day plenary session where the 4 organizations brought

together for a plenary session; this is intended to cover on general knowledge

and skills in development of strategic planning and formulation of guidelines.

There after the consultant will provide technical support to each organization to

develop a strategic and implementation plan as follows;

1. Background Information

Desk/document review: It is essential that the consultant engages

significantly with relevant documents of each organization such as the

Constitution, the previous strategic plan; if any, annual and

programmatic reports. Other documents such as the Persons with

Disabilities Act 2003, the UN Convention on the Rights of Persons with

Disabilities and other relevant documents by the government and

development partners will be relevant. These resources can be obtained

through each organization, relevant government departments and other

development partners working in the area of disability, HIV and AIDS

and others.

2. Environmental scan

The purpose of this task is to understand the current state of each

organization, including its capacity needs that will require to be

addressed strategically, in order to enhance the provision of services and

visibility of disability issues in the national arena among others. The

consultant shall solicit the necessary information from board members

and the secretariat staff. Based on this information, the consultant shall

identify institutional barriers and give recommendations on how to

address emerging concerns. The consultant shall further prioritize the

capacity needs and provide a realistic plan of intervention. The

consultant shall ensure that this process takes into consideration the

mission and vision of each organization.
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3. Interviews and Focused Group Discussions (FGD’s)

Interviews and Focused Group Discussions will be organized in each

organization. Since the strategic plan process uses a participatory

approach, the involvement of stakeholders is important. The purpose of

this exercise is to asses the changing context of the working areas. The

stakeholders shall fall into these categories:

􀀹 International NGOs

􀀹 National organizations

􀀹 Other DPOs

􀀹 Organizations working in the area of HIV & AIDS

􀀹 Development partners

􀀹 Government

The identified stakeholders must be allowed the opportunity to provide

input and identify the opportunities that will institute and influence

change.

Expected Outputs

1. Plenary session report and guidelines on strategic planning

2. Assessment of the capacity of the organizations to implement a strategic

plan, giving clear recommendations on the capacity development of the

organization.

3. Produce a draft and final strategic plan document.

4. Develop a clear activity plan with deadlines and responsibilities for the

implementation of the strategic plan.

Time frame

The whole process of training and supporting the organizations develop a

strategic plan will run from 15th June till 31st July 2009.

Budget allocation

The available budget for the consultancy is 500.000 Ksh all inclusive.

Location

DIGROT is based in Trans Nzoia District in Kitale Town while DEK, NFSS and

BLINK are based in Nairobi

Qualification and Competencies:

The consultant should have:
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• A masters degree, in the field of Strategic Management or a relevant field

• Knowledge and experience of using SWOT analysis and other relevant

methodologies pertaining to the exercise.

• Knowledge on disability issues is desirable

• Knowledge and experience of participatory approaches and facilitation.

• Knowledge and practical application experience of tools required for

participatory organizational assessment.

• Ability to operate systematically and commitment to meeting datelines

Application process

All interested parties must submit a technical and financial proposal

explaining their understanding of the TOR and how they intend to conduct

the training, a budget and an updated CV on or before 3rd June 2009 5.00

pm. Please send your details to the Human Resource Officer at:

hrofficer@handicap-international.or.ke

The email subject line should be marked: “Consultancy for Strategic

Planning”
UGANDA COUNTRY PROGRAM OFFICER

Living Goods’ (LG’s) goal is to facilitate the creation of a fully sustainable system of

eradicating diseases of poverty such as malaria, diarrhoeal diseases, respiratory

infections and worms. It is with this background that the organisation establishes and

manages a network of community/ village-based mobile health promoters who sell

subsidised essential health products and provide basic family planning and

reproductive health services. LG works with local partners such as microfinance

institutions and fast moving consumer goods’ (FMCG) distributors to identify,

finance and support Health Promoters.

In East Africa, this model has been established in Uganda in partnership with BRAC

Microfinance. Health Promoters are recruited from BRAC’s current membership and

are pre-screened and vetted by local officials and BRAC officers. The Health

Promoters are trained and supported by LG field organisers who work out of BRAC’s

branch offices which are also used as supply depots.

Summary

The Program Officer will be responsible for the development and implementation of

marketing plans. S/He will generate and develop opportunities for expansion,

contribute to the improvement of LG’s operations in Uganda and also act as the

organization’s local representative as and when required.

Reporting to

Associate Director, Living Goods and Uganda Country Director, BRAC

Key responsibilities

Collaborate and coordinate with LG staff and local partners to streamline delivery

of services and assure timely and accurate reporting.

Provide technical assistance to local partner(s) and LG staff in the development

and execution of marketing plans so as to improve the productivity of Community

Health Promoters.

Support local partners and LG staff on effectiveness, accuracy, consistency in

product pricing, inventory management, sourcing of new products and in supplier

negotiations.

Identify and carry out due diligence on potential operating partners for Living

Goods in other countries.

Identify, develop and manage beneficial relationships with potential funders,

lending partners or donors.

Coordinate visits to Living Goods/ BRAC project sites and escort visitors who

may include: major donors, potential partners, government representatives, etc.

In the future and as the organization expands, the program officer will recruit staff

and oversee the setting up of joint venture divisions in one or more countries.

Help in the documentation of the Living Goods System.

Participate in weekly meetings at each of BRAC and LG offices.

Any other projects as assigned
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UGANDA COUNTRY PROGRAM OFFICER

Qualifications

Minimum of a degree in Business Administration, Marketing or other related

field; MBA preferred but not required.

Minimum of five years experience in one or more of the following areas:

packaged goods sales/marketing, social marketing, direct selling, pharma

marketing and microfinance.

Demonstrated experience in developing and implementing sales/ marketing plans

and activities.

Team management; cross-cultural management experience a plus.

Experience working in developing countries; East Africa a plus.

Commitment to Living Goods principles and approach; and a

Track record of success and achievement.

Competencies

Demonstrated experience in key aspects of Living Goods operations: training,

marketing, sourcing, logistics/ inventory management, pricing and reporting.

Strong relationship building and negotiation skills.

Comfortable in unstructured situations and able to work with limited supervision.

Competent in problem solving and action plan formulation.

Strong presentation and facilitation skills.

Excellent written and oral communication skills.

To apply

Send your application including a covering letter and detailed CV highlighting

relevant experience, details of current and expected salary, a daytime phone contact,

email address, and the names of three professional referees by end of business

Wednesday 10th June, 2009 to:

Adept Systems

MANAGEMENT CONSULTANTS

P O Box 6416 – 00100 Nairobi

Email: recruit@adeptsystems.co.k e

Website: www.adeptsys.bi z

Only shortlisted candidates will be contacted!
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United Nations Development Programme

Drylands Development Centre

VACANCY ANNOUNCEMENT

Vacancy Announcement No: UNDP DDC – 2009-05-002

Post Title: Web Associate, Level G6

Duration: One Year with possibility of renewal

Duty Station: Nairobi

Date of issue: 15 May 2009

Closing date: 05 June 2009

BACKGROUND

The UNDP-UNEP Poverty Environment Facility (PEF) is a partnership between UNDP and UNEP with

a role to provide strategic direction for the regional teams of the Poverty-Environment Initiative

(PEI), coordination of donor relations, technical support, and access to knowledge on povertyenvironment

mainstreaming and a hub for a range of partnerships. The Poverty Environment

Initiative (PEI) is the programme through which countries are assisted to develop their capacity

and mainstream poverty-environment linkages into national development planning processes,

such as PRSPs, MDG Achievement Strategies and sectoral strategies. The PEI is currently

supporting 14 countries and is scaling up its support in Africa, Asia, Europe and Latin America.

Under the supervision of the Knowledge Management Specialist, the Web Associate will provide

ICT, web development and design, knowledge management and sharing to the joint programme

ensuring high quality and accuracy of work.

DUTIES AND RESPONSIBILITIES

• Develop and maintain on a regular basis websites for UNDP-UNEP Poverty and

Environment Initiative (UNPEI) and UNEP DRC South-South Cooperation Unit, in

accordance with UNDP and UNEP web development guidelines;

• Liaise and consult with various focal points from the different units to help identify their

web requirements;

• Develop appropriate structures to support the websites and review the web requirements

on a regular basis to ensure the websites are fully updated;

• Provide and interpret web statistics for all units assigned and identify means to improve

web performance;

• Prepare information/document summaries from various sources for web posting;

• Assist all the assigned units in performing print media and electronic document

conversion to prepare them into a web format;

• Provide the required support for editing web content to eliminate any typographical,

grammatical and any other errors;

• Review on a regular basis all websites assigned to ensure conformity with UNDP and UNEP

policies, standards and guidelines and that they meet the necessary presentation

standards and perform the necessary quality control checks;

• Assist with the needs assessment for new systems, perform ongoing reviews with users

and respond to requirement requests, implement, provide operational support and

maintain various applications;

• Provide basic technical support on relevant software systems applications in the office.

• Provide basic support in the planning specification, design development, implementation

and maintenance of customized application software systems in cooperation with United

Nations Office at Nairobi (UNON), Information Technology Service (ITS) and UNDP Office of

Information System and Technology (OIST);

• Assist the Knowledge Management Specialist of UNDP-UNEP Poverty Environment

Initiative with identification, creation, distribution, sharing, and maintenance of knowledge

management, communication tools and materials to support UNDP-UNEP Poverty-

Environment Initiative knowledge management and communication;

• Provide technical support for preparation of communication materials including

brochures, fliers and other communication materials

• Provide necessary support in the development and maintenance of PEI

workspace and it’s components

MINIMUM QUALIFICATIONS

􀀹 Secondary Education with specialized training in information management or

technology and/or computer science with strong emphasis on technical support

to web design and development. A degree in Information Technology and/or

Computer Science would be desirable but is not a requirement

􀀹 Minimum of 6 years of relevant experience in information management and or

technology, editing with emphasis on website development and maintenance

􀀹 Minimum of 1 year experience in knowledge management

􀀹 Proficiency in web design and development and MS office applications.

􀀹 Working knowledge of web development tools like Dreamweaver, HTML, XML,

ASP, Graphics, Desktop Publishing software and Lotus Notes is required

􀀹 Knowledge of UNDP and UNEP ICT rules and policies will be an added advantage

􀀹 Excellent command of oral and written English. Knowledge of any other UN

language is desirable.

Interested and qualified persons are requested to send an application letter & detailed CV to e-mail

address: ddc@undp.org on or before 05 June 2009 quoting ‘Vacancy Announcement UNDP DDC -

2009-05-002’ on the subject line.

NB:

􀂃 Applications received after the deadline will not be considered;

􀂃 Acknowledgements will be sent only to applicants who strictly meet the requirements of the

position and in whom there is further interest.
WORLD FOOD PROGRAMME

VACANCY ANNOUNCEMENT WFP/27/09
Date of issue:   20 May 2009                                                     Deadline for application:  2 June 2009

This Vacancy is open to both male and female applicants.  Qualified female candidates are particularly encouraged to apply.

Job Title:       
     Telecommunications Assistants            Duty Station:   Various locations in Kenya

Post Grade:  
     G4 (Service Contract)                     

	Accountabilities: Under the direct supervision of the Head of Field Office and the overall supervision of the Head of Security, the incumbent will be required to carry out the following duties:-

· Ensure optimal radio network operations, through the implementation of standard operating procedures and the provision of guidelines;

· Ensure appropriate security telecommunications support to WFP staff and provide support to critical inter agency telecommunication hubs;

· Train staff on radio communications procedures, including related Minimum Operating Security Standards (MOSS) requirements and use of HF/VHF and other equipment such as sat phones, fax machines, etc;

· Track movement of vehicles in the field through well defined procedures;

· Monitor the HF/VHF radios during security incidents for incoming security calls, and as need arises, monitor staff movement into security sensitive areas;

· Transmit and receive security related information in co-ordination with UN Department of Safety and Security (DSS) and participate in staff emergency/medical evacuations;

· Report any technical problems immediately to the Telecoms or IT staff for prompt and on the spot troubleshooting;

· Provide feedback to telecommunications technicians on potential improvements in HF/VHF voice systems;

· Answer and dispatch incoming telephone calls during office and non-working hours;

· Perform any other related duties as required.



	Qualifications and Experience:   

Education:  Successful completion of secondary school education (KCSE).  Recognised certificate in radio communications.
Experience:  At least three/four years of progressively responsible experience in radio communications, and use of facsimile operations.

Knowledge:   Basic computer skills including keyboard skills and knowledge of common basic software packages.  Knowledge of commonly used office equipment.
Languages:   Fluency in both oral and written English and Kiswahili. 

Results expected:  Work assigned should be performed accurately and completely, equipment should be well maintained;  records should be maintained of all communications and problems in transmittal should be identified and brought to the attention of the appropriate supervisor/officer.  Should be able to use initiative to ensure that equipment is maintained and functions properly.

Critical Success Factors:  Ability to perform detailed work and to handle a large volume of work quickly and accurately under time constraints.  Ability to maintain accurate and precise records, ability to type accurately and to operate the equipment expertly and sometimes under difficult and awkward physical circumstances.  Ability to deal with and resolve operational problems.  Ability to communicate complex matters orally.  Courtesy, tact and ability to work effectively with people of different national and cultural backgrounds, and to have a high sense of confidentiality, initiative and good judgment.

Kenyan nationals meeting the above qualifications are requested to submit a covering letter quoting Vacancy Announcement No. WFP/ 29/09 along with their current/detailed Curriculum Vitae, copies of certificates and name, title and e-mail address of three referees.  Envelopes should be marked:

CONFIDENTIAL

WFP/29/09 and sent to:-


                                    The Human Resources Officer
                                                    World Food Programme

                                                    P.O. Box 44482

                                                    Nairobi  00100

Applications must be received by the deadline.  Late applications will not be considered.

Only short-listed candidates meeting the required qualifications and experience will be contacted. 


INTERNAL/EXTERNAL (NGOS) VACANCY ANNOUNCEMENT NO. VA-003/2009 B.
Post Title:
Logistic Assistant (Shipping) , re advertisement
 



Post Grade: SC  5
Duty Station:
Nairobi                                                  



Date of issue: 25.05.2009
Contract type:
Service Contract (SC) 

This position is open to both male and female candidates.  Qualified Somalia nationals and Female candidates in particular, are encouraged to apply. 

Duties and Responsibilities:

Under the direct supervision of the National logistics Officer and over all supervision of the shipping officer, the incumbent will be responsible for the following duties: 

· Post daily dispatches of WFP food and non-food commodities in the corporate system; monitor the correct use and quantity as per loading orders; 

· Respond to queries regarding commodities staff in the unit and elsewhere in the Programme; 

· Monitor ongoing shipments, pipeline information, insurance claims and other data; 

· Provide day-to-day reports on the progress and movements of WFP shipments (by land, sea, or air); 

· Monitor and report on WFP food stocks in operation’s warehouses and prepare weekly stock reports; 

· Assist and advise on flight planning, weather forecast and restricted flying areas, or railroad schedules and movements, or ship movements and schedules; 

· Coordinate and manage deliveries by suppliers, clearing agents and WFP warehouses; monitor and assess quality, quantity and safety of the goods; 

· Coordinate clearance of WFP, export/import in liaison with handlers and customs officials; 

· Initiate action for requests for duty exemptions on all WFP imported shipments, food and non-food items; 

· Establish contacts with shipping agents, clearing agents and superintendents and monitor the discharge of WFP vessels (rail, air or sea), advising supervisors of need for intervention in case of any unforeseen problems pertaining to discharge and/or clearing operations; 

· Perform other related duties as required. 

Qualifications:

	Education:
	Secondary school education, preferably supplemented by technical or university courses in a field related to WFP logistics/transport activities. 



	Experience:
	At least three years of progressively responsible support experience including at least one year in the field of accounting, transport, insurance, statistics, operations or another related field. At least one year at G3 level or equivalent. 



	Language:
	Fluency in both written and spoken English ,knowledge of Somali language is an added advantage.



	Knowledge:
	Experience utilizing computers, including word processing, spreadsheet and other software packages. 



	Competencies:
	Ability to review a variety of data, identify and adjust data discrepancies. Identify and resolve operational problems. Ability to communicate moderately complex matters clearly and concisely. Ability to perform detailed work, work of a confidential nature and/or to handle a large volume of work possibly under time constraints. Ability to deal patiently and tactfully with people of different national and cultural backgrounds. 




Interested candidates meeting these qualifications are requested to submit their applications together with detailed curriculum vitae, copies of academic certificates, names and telephone numbers of references under confidential cover quoting on the envelope; the Vacancy Announcement No., the job title and preferred duty station:

· To The Human Resources Officer, World Food Programme Somalia, P.O Box 64902 00620 Nairobi. (Applicants outside Somalia) or;
· Drop in a box at the reception of the duty station/sub-office stated above or through the nearest WFP-Somalia office (Applicants inside Somalia) or;

· Via E-mail to Somalia.Hr@wfp.org 
Closing date of Application:    10.06.2009
NB: Applications received later than the deadline and those that are not clearly showing the VA No. indicated above will not be short-listed. Only short listed candidates will be contacted

VACANCY ANNOUNCEMENT NO. VA – 012B/2009
Post Title:
Electrician/Generator Technician Re advertisement
Post Category:
 SC 4


Duty Station:
Bossaso( 1 positions)


                Date of issue: 25.05.2009


Contract Type:
Service Contract (SC)
This position is open to both male and female Somali candidates.  Qualified Female candidates in particular, are encouraged to apply. 

Duties and Responsibilities:

Under the direct supervision of the ICT Officer, the Electrician will be responsible for the following tasks:  

· Design, install and maintain electricity services including electrical wiring, generators, UPSes, voltage regulators, solar packs and wind generators; 

· Propose standards for all electricity services as well as network cabling  including wiring/sizing standards as well as maintenance services;

· Supervise and co-ordinate installation and maintenance of electrical services and network cabling by external contractors;


· Provide procurement advice for electricity and structured cabling materials and services;
· Keep an up-to date inventory of electrical and network materials;
· Ensure a safe working environment for all staff in the sub-office as far as electricity is concerned;

· Perform other related duties as required.
Qualifications:

Education:
Completion of secondary education supplemented by a Diploma in electrical engineering or related fields. University degree in related technical field will be an added advantage.  

Experience:
At least four years of progressively responsible experience in the field of electrical engineering and generator installation and maintenance. Hands-on experience in deploying, trouble shooting and maintaining UPS and voltage regulator systems ranging from 0.5 to 60 KVA.

Knowledge:
Preferably hands-on experience in deploying, trouble shooting and maintaining single and three phase generators, diesel or petrol fuelled, in the range from 2 KVA to 300 KVA; knowledge and experience in the maintaining and trouble shooting of the mechanical part of generators is a plus;
Language:
Fluency in both written and spoken English and knowledge of Somali language is a Requirement.   

Desirable skills:
Training and experience utilizing computers including word processing, spreadsheet, databases and other software packages.

Interested Somali Nationals meeting these qualifications are requested to submit their applications together with detailed curriculum vitae, copies of academic certificates, names and telephone numbers of 3 work-references under confidential cover quoting on the envelope; the Vacancy Announcement No.; the job title; and the preferred duty station:

· To The Human Resources Officer, World Food Programme Somalia, P.O Box 64902 00620 Nairobi. (Applicants outside Somalia) or;
· Drop in a box at the reception of the duty station/sub-office stated above or through the nearest WFP-Somalia office (Applicants inside Somalia) or;

· Via E-mail to Somalia.Hr@wfp.org 
Closing date of Application:   10.06.2009
NB: Applications received later than the deadline and those that are not clearly showing the VA No. and duty station indicated above will not be short-listed. Only short listed candidates will be contacted.
POSITION: 
Project Officer - Reproductive Health (Nurse / Midwife)

LOCATION: 
Kurmuk, South Sudan

Samaritan’s Purse (SP) has been serving in Kurmuk, Blue Nile State since 2002, supporting the work in Kurmuk Hospital. Besides the daily running of the hospital, SP is also involved in carrying out trainings for Nursing Aides and other members of the community. The hospital being the only secondary care provider in the region has been providing emergency obstetric services to the entire community, and as a result, there is increasing demand to implement Maternal Child Health (MCH) services at the facility. SP is therefore seeking to hire a Project Officer - Registered nurse / midwife to technically set up the MCH project at the hospital and carry out necessary related trainings to the staffs. The project officer will report directly to the SP Kurmuk Programme Manager.

Duties include:

· Setting up of the MCH services at the hospital’s maternity department.

· Supervision of midwives / TBAs in maternity to ensure the highest quality care is provided.

· Carrying out MCH on- the-job and classroom trainings for the department’s staffs and other nurses in the hospital. 

· Carry out health education for ante-natal mothers and building up a health education team in the hospital to carry out health teachings mainly in ante-natal clinic.

· Supervise follow-up of mothers post-delivery to ensure adequate recovery and commencement of immunization schedule for the babies. 

· Prepare monthly and quarterly reports to SP Kurmuk Program Manager and donors respectively.

· Ensure that activities on the work plan are carried out as per schedule and monitoring the project indicators.

· Participate in the annual work plan and budget development process.

· Work closely with the Hospital’s Nursing Supervisor, integrating MCH activities with those of the hospital to ensure harmony.

· The Officer is also responsible for the logistics as it pertains to the department’s needs.

Qualifications:

· Minimum of nursing degree from an accredited school or program. Midwifery education and experience is mandatory.

· A minimum of 3 years working experience on MCH programming in resource poor settings.

· Ability to teach and impart pertinent information to low level staff cadres.

· Able to lead and encourage teamwork among staff.

· Excellent organizational skills.

· Must be able to use Microsoft Word, Excel, and Outlook

· Willingness to learn the Sudanese Arabic language.

· Must be willing to abide by the Samaritan’s Purse Christian beliefs.

Interested applicants may send their C.V and application letter to personnel@spafrica.org. 

Application deadline:  June 1st 2009

Only short listed applicants will be contacted.

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

SUBJECT TO FUNDING AVAILABILITY

Vacancy Notice no: IOM/048/09

Duty Station: Eldoret, Kenya

Position title: Procurement and Logistics Clerk

Classification: Grade G3 (UN Salary Scale for GS staff)

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

___________________________________________________________________________________________

General functions:

Under the overall supervision of the Emergency and Recovery Program Officer and the direct

supervision of the Procurement and Logistics Officer in Nairobi, and in close coordination with the

COS Unit in Nairobi, the incumbent will perform routine administrative functions in the area of

procurement, logistics and common services for the Shelter, Livelihoods and Peace Building activities.

Essential Functions:

1. Procurement and Logistics Support

a. Receives all procurement and supply requisitions from the field office and coordinate approval

and procurement with relevant units in the MRF following IOM standard procedures.

b. Follows- up and ensures timely delivery of requested supplies and materials.

c. Conduct and follow up the office needs stock in Eldoret and attends to the distribution and

replenish whenever needed.

d. Carry out the Assets Inventory records update and management in coordination with field

office counterparts.

e. Update the inventory system and label office assets.

f. Responsible for collecting data for consignments and cargo shipments for the office e.g. brand,

model, serial number.

g. Ensure that the new purchased items been entered into the inventory database and assigned

respective coding keys.

h. Conduct first review of vendor invoices to ensure compliance with order and goods received.

i. Ensure appropriate records regarding assets disposal; ensure assets are located accordingly and

used in the projects’ best interest.

2. Administrative Support

a. Provide administrative support for all Procurement and Logistics related issues for both the

Peace Building and TICAD Programme; like assisting in preparing the paper work and tracking

signatures from required signatories.

Regional Office for East & Central Africa

Church Road, Off Rhapta Road, Westlands. PO Box 55040-00200 Nairobi, Kenya
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b. Supports logistics for assessment and construction activities in the field including transport to

and from Nairobi

c. Keep IOM and other supervisors informed of progress throughout, and share draft protocols and

write-up for input.

d. Manage and update the database system.

e. Assist in preparation of workshop and conference materials (finding venues, resources,

photocopying conference material and compiling resources eg CD)

3. Finance Support:

a. Assist in preparing financial documentation like local purchase orders (LPOs), payment

requests, purchase requisition form etc pertaining to the office requirements in Nairobi and the

field.

b. Assist in ensuring timely submission of all financial documents to the finance department by

the stipulated date.

Desirable Qualifications:

1. Diploma in Purchasing and Supplies, Logistics or Business Administration.

2. Minimum 3 years of relevant experience in a similar position of a busy logistics unit.

3. Experience on VAT exemptions procedures and Knowledge on Government requirements on duty

exemptions.

4. Demonstrated ability to maintain integrity in performing responsibilities assigned.

5. Very strong computer skills especially in Ms Office especially Excel, Word, Access and Outlook.

6. Ability to pay close attention to details, take initiative and work with minimal supervision

7. IOM functional competencies required: effective communicator, successful negotiator, creative

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

8. Languages: Fluency in English and Kiswahili.

Mode of Application:

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

International Organization for Migration (IOM)

Eldoret Field Office

Eastern Avenue Road, behind Highlands Inn

ELDORET TOWN

or send by email to hrnairobi@iom.int

Closing Date: 06 June 2009
United Nations Development Programme

Drylands Development Centre

VACANCY ANNOUNCEMENT

Vacancy Announcement No: UNDP DDC – 2009-05-002

Post Title: Web Associate, Level G6

Duration: One Year with possibility of renewal

Duty Station: Nairobi

Date of issue: 15 May 2009

Closing date: 05 June 2009

BACKGROUND

The UNDP-UNEP Poverty Environment Facility (PEF) is a partnership between UNDP and UNEP with

a role to provide strategic direction for the regional teams of the Poverty-Environment Initiative

(PEI), coordination of donor relations, technical support, and access to knowledge on povertyenvironment

mainstreaming and a hub for a range of partnerships. The Poverty Environment

Initiative (PEI) is the programme through which countries are assisted to develop their capacity

and mainstream poverty-environment linkages into national development planning processes,

such as PRSPs, MDG Achievement Strategies and sectoral strategies. The PEI is currently

supporting 14 countries and is scaling up its support in Africa, Asia, Europe and Latin America.

Under the supervision of the Knowledge Management Specialist, the Web Associate will provide

ICT, web development and design, knowledge management and sharing to the joint programme

ensuring high quality and accuracy of work.

DUTIES AND RESPONSIBILITIES

• Develop and maintain on a regular basis websites for UNDP-UNEP Poverty and

Environment Initiative (UNPEI) and UNEP DRC South-South Cooperation Unit, in

accordance with UNDP and UNEP web development guidelines;

• Liaise and consult with various focal points from the different units to help identify their

web requirements;

• Develop appropriate structures to support the websites and review the web requirements

on a regular basis to ensure the websites are fully updated;

• Provide and interpret web statistics for all units assigned and identify means to improve

web performance;

• Prepare information/document summaries from various sources for web posting;

• Assist all the assigned units in performing print media and electronic document

conversion to prepare them into a web format;

• Provide the required support for editing web content to eliminate any typographical,

grammatical and any other errors;

• Review on a regular basis all websites assigned to ensure conformity with UNDP and UNEP

policies, standards and guidelines and that they meet the necessary presentation

standards and perform the necessary quality control checks;

• Assist with the needs assessment for new systems, perform ongoing reviews with users

and respond to requirement requests, implement, provide operational support and

maintain various applications;

• Provide basic technical support on relevant software systems applications in the office.

• Provide basic support in the planning specification, design development, implementation

and maintenance of customized application software systems in cooperation with United

Nations Office at Nairobi (UNON), Information Technology Service (ITS) and UNDP Office of

Information System and Technology (OIST);

• Assist the Knowledge Management Specialist of UNDP-UNEP Poverty Environment

Initiative with identification, creation, distribution, sharing, and maintenance of knowledge

management, communication tools and materials to support UNDP-UNEP Poverty-

Environment Initiative knowledge management and communication;

• Provide technical support for preparation of communication materials including

brochures, fliers and other communication materials

• Provide necessary support in the development and maintenance of PEI

workspace and it’s components

MINIMUM QUALIFICATIONS

􀀹 Secondary Education with specialized training in information management or

technology and/or computer science with strong emphasis on technical support

to web design and development. A degree in Information Technology and/or

Computer Science would be desirable but is not a requirement

􀀹 Minimum of 6 years of relevant experience in information management and or

technology, editing with emphasis on website development and maintenance

􀀹 Minimum of 1 year experience in knowledge management

􀀹 Proficiency in web design and development and MS office applications.

􀀹 Working knowledge of web development tools like Dreamweaver, HTML, XML,

ASP, Graphics, Desktop Publishing software and Lotus Notes is required

􀀹 Knowledge of UNDP and UNEP ICT rules and policies will be an added advantage

􀀹 Excellent command of oral and written English. Knowledge of any other UN

language is desirable.

Interested and qualified persons are requested to send an application letter & detailed CV to e-mail

address: ddc@undp.org on or before 05 June 2009 quoting ‘Vacancy Announcement UNDP DDC -

2009-05-002’ on the subject line.

NB:

􀂃 Applications received after the deadline will not be considered;

􀂃 Acknowledgements will be sent only to applicants who strictly meet the requirements of the

position and in whom there is further interest.
WORLD FOOD PROGRAMME

VACANCY ANNOUNCEMENT WFP/26/09

Date of issue:  19th May 2009                                                                                      Closing date:  30th May 2009
This Vacancy is open to males and females.  Qualified female candidates are particularly encouraged to apply.

Job Title:       Administrative Assistant (Travel)  

Duty Station:   Nairobi

Post Grade:   G4 
	Accountabilities: Under the overall supervision of the Administrative Officer, the incumbent will carry out the following tasks:
Major Duties and Responsibilities:

· Compile, maintain and circulate consolidated travel plans/schedules of the various units;

· Monitor and arrange for Security Clearances;

· Place and follow up on transport requests for incoming/outgoing and transiting WFP staff members; Place and follow up on transport requests for incoming/outgoing and transiting WFP staff members;

· Assist on the information collection in the market on travel related issues and assist/participate in the tenders for contract/Long Terms Agreements related to travel, accommodation, conference etc services;

· Be the focal point for preparation/organisation of workshops when/as requested and approved by Administrative Officer; Arrange hotel reservations and complete the process of issuing Purchase Orders; 

· Maintain Travel Authorisation register and generate accurate and timely reports when and as requested by office management;

· Establish a reliable and easily traceable file structure and system for all the correspondence related to all travel arrangement related issues;

· Follow up on payments to travel agency and ensure periodic and well documented reconciliation of all the transactions carried out with travel agency, POs, invoices, TAs;

· Initiate the draft preparation of the internal procedures that are currently in use in CO and recommend for SOPs and guidelines that should be approved by office management;

· Perform any other duties as required.

	Qualifications and Experience:   

Essential:  Successful completion of secondary school education (KCSE).    A minimum of three years’ progressively responsible work experience in the field of travel and/or other related administrative support services.

Knowledge of UN/WFP administrative regulations and rules and WFP policies and procedures in the area of Administration.  

Good knowledge and experience in using computers (MS Word, Excel and other software packages).

Current knowledge and skills in WINGS and other related CO databases.

Should be able to maintain organised and accurate records/data and interpret a wide variety of information and identify and resolve data discrepancies and operational problems.  Ability to write correctly in English and to communicate complex matters orally and in writing.  Should be able to handle a large volume of work quickly and accurately under time constraints.  Ability to deal patiently and tactfully with people of different national and cultural backgrounds and to have a high sense of initiative and good judgement.

Language:  Good written and spoken English and fluent Kiswahili.

Kenyan nationals with the above qualifications and experience are requested to submit a covering letter quoting Vacancy Announcement No. WFP/26/09 along with their current/detailed Curriculum Vitae.   Envelopes should be marked 

CONFIDENTIAL 

WFP/26/09 and sent to 

                                                      Human Resources Officer

                                                      Office B-220

                                                      World Food Programme 

                                                      Gigiri

Applications must be received by the deadline.  Late applications will not be considered.

Only short listed candidates meeting all essential qualifications will be contacted.




