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1. Background Information

Mobility contributes towards an environment in truck stops and ports wherein a large

and diverse population is vulnerable to engaging in multiple concurrent sexual

partnerships with high levels of transactional sex and HIV risk behaviour. This

phenomenon is a significant driver of new infections in Kenya and in neighbouring

countries, particularly among identified higher-risk populations that include sex

workers and their clients.

The response to this phenomenon in Kenya, as elsewhere in East Africa, is

fragmented, uncoordinated, and of insufficient scale and intensity to stem the

epidemic. Initial actions are being led by the National AIDS Control Council to

improve the national and regional responses, in collaboration with Kenyan and

regional partners, but additional technical support is required in order to bring about

a targeted scale-up of programming.

Acting with partners in the UN Joint Team on AIDS (UNJTA) in Kenya, IOM aims to

strengthen the national HIV response for most-at-risk populations (MARPs) along

highways and ports through a combination of research, information sharing, and

supporting stakeholder coordination. IOM aims to assist NACC and NASCOP to

introduce a comprehensive programme model and to assist in gap identification,

advocacy, proposal development, and resource mobilization (and improved targeting

of existing funds) for the implementation of the programme at a sufficient scale to

impart measurable impact on stemming the epidemic.

Within the programme, advocacy efforts will focus upon raising awareness of

decision-makers regarding epidemiology, the envisioned programme model, and of

the need for scale-up of comprehensive and geographically linked prevention

programming which includes access of high-risk populations to health services. One

aspect of this advocacy is to complete a response analysis in four priority truck

stops.

Within the IOM Africa Health Strategy this project supports Member States in

managing the challenges of migration health through IOM’s strategic focus areas of:

CONSULTANCY
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1) Service Delivery & Capacity Building; 2) Advocacy & Policy Development; 3)

Research & Information Sharing; and 4) National / Regional Coordination and

Technical Cooperation.

IOM is collaborating with the Ugandan AIDS Commission, SADC, EAC, and IGAD on

a similar programme model which aims to facilitate trans-border or corridor-wide

programming.

2. Objectives of the Assignment

Under the overall supervision of the Migration Health Programme Officer in Nairobi,

and in collaboration with IOM, NACC, NASCOP, and UN colleagues, the incumbent

will be responsible for managing, implementing, and write-up of a comprehensive

response analysis of HIV and higher-risk populations in four truck stops in Kenya.

The response analysis will:

1) Make an inventory within risk zones1 of existing (and confirmed upcoming)

programme delivery in Busia, Mlolongo, Mombasa, Salgaa, and one

additional site, regarding:

a. Mass communication: branding, facilitation of service access, key

behavioural messages – specifically condom use with both casual and

regular sex partners and partner reduction, HCT campaigns, and

creating enabling environments

b. Targeted information education and communication (IEC) materials

capturing the above

c. Targeted behavioural change communication (BCC) capturing the

above

d. Condom and lubricant availability

e. HIV counselling and testing (HCT)

f. Integrated health services (including affordable tuberculosis, malaria,

STI, and sexual and reproductive health and rights (SRHR))

g. Availability of anti-retroviral therapy (ART).

2) In the case that programmes are being delivered, take stock of appropriate

targeting for MARPs (location – time, targeting of messages), intensity

(frequency and approximate numbers reached), and methodology in terms of

appropriateness within risk zones.

3) Gather and triangulate data through:

a. Direct observation

b. Key informant interviews with service providers (government, NGO,

private sector within risk zones and in districts responsible for them)

c. Key informant interviews with bar owners and others in the service

sector

d. Focus group discussions with intended targets of the programme,

particularly female sex workers, male sex workers (attempt should be

made to identify), and clients (truck drivers and other bar patrons)

1 Interventions are required in truck stops, ports, and border areas where entertainment, lodging, and other services are

available to mobile populations. These are frequently areas that serve alcohol and where transactional sex is negotiated or

takes place. Populations need access to services within risk zones at the appropriate hours, usually evenings. Other activities

need to take place outside risk zones that are beyond the scope of this study, including community-based interventions that

reduce vulnerability / build community resilience, company workplace policies, trainings, coordination, and M&E.
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e. In-depth interviews with intended targets with breakdown of SW client

occupation; n _ 100 per site.

Specific Tasks:

Assist in final selection of male and female project data enumerators.

Develop data gathering instruments.

Train data enumerators.

Supervise and monitor data collection (possibly using PASI), entry, and

management of field team staff on site and remotely.

Assist the field team in data gathering, where relevant, particularly key

informant interviews.

Maintain data systematically, oversee data management, and analyze data

(largely qualitative).

Develop a PowerPoint presentation and 2-page briefing of findings.

Share findings at field level for validation.

Present findings to partners in Nairobi.

Write-up results in less than 50 pages including:

o Table of contents

o Acronym list

o Executive summary (< 5 pages)

o Background & literature review (largely already completed)

o Methodology

o Findings that describe:

_ Existing programme activities in each site

_ Gaps in availability of services and of reach of programmes

_ Gaps in agency technical / resource capacity

_ Gaps in intensity of activities

o Discussion

o Recommendations

o Bibliography

o Annex of data gathering instruments and agencies met.

Any other tasks that may be assigned by supervisors.

3. Qualifications

Language Skills

Excellent spoken and written English required.

Fluency in Kiswahili an advantage.

Education

Postgraduate degree in public health or social sciences.

Experience

Minimum three years experience developing research methodology and

directly conducting research.

Solid knowledge of HIV epidemiology in East and Southern Africa required.

Work and/or academic experience focusing on health, migrant/mobile, and/or

marginalized groups an advantage.
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Direct research experience on HIV/AIDS and/or programming required, with

exposure to researching marginalized populations (e.g. FSW) and culturallysensitive

issues an advantage.

Experience living and working in challenging and/or conflict environments an

advantage.

Skills and Competencies

Ability to work independently, with flexibility.

Exceptional organizational and multi-tasking skills.

Exceptional writing and communication skills.

Excellent negotiation and reasoning skills.

Ability to work in a team and good interpersonal skills.

Ability to work under time constraints and deadlines in challenging settings.

Ability to work in multicultural and multiethnic environments.

Ability to manage research teams effectively, including remotely.

Demonstrated capacity to deliver results on time.

Mode of Application:

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

International Organization for Migration (IOM)

Human Resources Department

PO Box 55040-00200 Nairobi

or send by email to hrnairobi@iom.int

Closing Date: 22 August 2009
UNITED NATIONS CHILDREN’S FUND (UNICEF) KENYA OFFICE

Re: Advertisement  - Travel Assistant, GS-5  (Fixed Term)

Date of Issue:   07 August 2009              



  Closing Date:    20 August 2009


Applications are hereby invited from suitably qualified candidates to fill the above post on Fixed Term Appointment in the Administration Section of UNICEF Kenya.

Purpose of Post:  Under the general supervision of the Senior Travel Assistant, prepare and process documentation 
for travel for all staff and consultants in Kenya Country and Regional Offices, including staff from other Country offices 
and visitors from Headquarters. The incumbent of this post will also be responsible for dealing with all visa requests for

all International travel.

Major Duties and Responsibilities:

1. Liaise with travel agents on all matters pertaining to travel ensuring that most advantageous routings/fares are used and UNICEF rules and regulations are followed.  
2. Compile and review all information on travel requests, prepare travel authorizations for both local and international travel, prepare other necessary documentation and correspondence in respect of travel arrangements and related matters.
3. Determine applicable class of travel, calculate number of days in travel status and make the necessary computation of entitlements.
4. Provide advice and assist staff members and their dependants with processing requests for visas.
5. Advise staff of any new changes or revised procedures on Travel and practices, interpret and assess the impact of such changes and make recommendations for follow-up action in line with UNICEF rules.
6. Process all payments for all travel related expenses in a timely fashion.
7. Prepare statistical reports related to all travel issues.
Required Experience/Qualifications:

High School certificate supplemented by training in Business Administration/management or equivalent experience in related field plus a Diploma in Travel management. Possession of an advanced certificate in Travel management certified by IATA is a must.   

Five (5) years of progressive working experience in Administrative field particularly in travel management in a busy working environment.

Competencies: Good knowledge of Computer applications  and travel related applications like Galileo, Amadeus and OAG will be an added advantage; Good knowledge of Air Ticketing procedures and processes; Ability to work under pressure;  Tact, patience and flexibility.
Language(s):
Fluency in English and Kiswahili.  

Note:  Internal candidates should enclose copies of their last two Performance Evaluation Reports.  Interested and suitable candidates should ensure that their applications along with their curriculum vitae are sent to.   

The Human Resources Officer

UNICEF Kenya Country Office

P.O. Box 44145, Nairobi or kenyahrvacancies@unicef.org
Only short listed candidates will be contacted

Please indicate Reference No. “KCO/ADM/2009-25” on both Envelope and in the email subject.

“QUALIFIED FEMALE CANDIDATES ARE ENCOURAGED TO APPLY”


ZERO TOLERANCE FOR SEXUAL EXPLOITATION AND ABUSE  


UNICEF IS A SMOKE-FREE ENVIRONMENT

Save the Children UK (SCUK) is a leading international child rights organisation, fighting to improve the lives of children in the UK and 40 countries around the world. 

Currently SCUK is implementing nutrition, food security and livelihoods support program in the larger Mandera District including emergency nutrition interventions in Mandera central. Additionally the agency is part of a consortium implementing Hunger safety Net Program in the three districts of Mandera. Following high acute malnutrition revealed by recent surveys in Mandera, SCUK intends to scale up and improve coverage of integrated health and nutrition activities, food security and livelihoods interventions in Mandera. Moreover the agency intends to extend its health and nutrition activities to cover Wajir district in 2009. 

We are seeking qualified candidates to fill the position of Nutrition Coordinator based in our Wajir South field office.   

Job Purpose

To develop and coordinate Save the Children UK’s nutrition activities in the North Eastern province, including planning, implementation, management and support of Integrated management of acute Malnutrition (IMAM) activities, Integration of IYCF into SFP/OTP programmes, implementation of nutritional surveys including coverage surveys and other operational research, support to and building capacity of SCUK nutrition staff and MoH Health workers delivering services at the project sites, and the recruitment and training of staff.

To manage, supervise and monitor all aspects of the sub-office’s administration and human resources activities based on SCUK policies and procedures, to ensure that these functions are implemented efficiently and cost effectively, and that the services provided to the projects are adequate.

Key Responsibilities

Management and implementation of nutrition programmes

· Ensure that the all components of the SCUK nutrition programme are functioning properly, adhering to agreed national protocols and principles of good practice and are fully integrated with other initiatives by MoH and SCUK. 

· Manage and supervise the day to day activities of the nutrition programme. 

· Provide technical oversight and guidance to staff on IYCF, nutrition education and surveillance. 

· Provide technical support to Ministry of Health in providing care for the malnourished and build their capacity to ensure that key program components are supported in a sustainable manner.

· Facilitate the development and scheduling of activities and work plans for all the different program components and nutrition program staff. 

· Prepare field visit plans and supervision checklist in advance of trips 

· Facilitate internal and external reporting/documentation of activities ensuring that the reports are of high quality, accurate, reliable and available in a timely manner as per plan. 

· Coordinate and provide technical support for all trainings including development of training and counselling materials for IYCF and nutrition education. 

· Coordinate and participate in nutritional surveillance planning, implementation, analysis, interpretation and reporting. 

· Assist in the dissemination of the findings and results of surveys and ongoing analysis both within Save the Children and the wider community. 

· Lead in using the findings of surveys and ongoing analysis to ensure optimal programme performance and design modifications as appropriate. 

· Collaborate with and facilitate the activities of technical consultants engaged to support the nutrition programme. 

· Support the integration of the nutrition, health and food security & livelihoods programs. 

· Establish and follow up standard indicators to help monitor work progress, measure quality and impacts on the target population. 

Office administration and management

· Support the implementation of all administration and human resources activities to include but not limited to: assets, fleet management, lease agreements, compound maintenance, MIS, and human resource reporting. Ensure that all activities, reports and systems are implemented and managed to ensure adherence to policy and procedures and, cost effectiveness.

· Oversee the management, maintenance and usage of telephone, internet and email communication.

· Oversee the management of the field office administrative staff in the performance of their technical tasks and responsibilities as defined in their job description. Ensure the sub office and field office administrative and HR tasks are completed as per policy and procedures. Continuously monitor, analyze and follow up as required.

· Support the development and implementation of recommendations to reduce costs in the sub office administrative areas.

· The supervision of the security of the sub office and field offices. Also manage the sub office and field office compounds to ensure that the maintenance, repair, security and organization are effective and present a professional image.

· The development of sub office administrative AOP, and Individual work plans, oversee the annual performance appraisals for field administrative staff, in the operational area.
HR, staff mentoring and capacity building

· Participate in the recruitment of key programme staff. 

· Directly supervise key program staff and manage performance according to SCUK procedures (including conducting evaluation and appraisal of staff). 

· Ensure all nutrition program staff are adequately trained and supervised. Develop nutrition staff capacity to ensure that staff can. 

· Supervise and manage the storage and ordering of nutrition-related stocks and ensure accurate records are maintained. 

· Plan and implement nutritional surveys. 

· Monitor nutrition program performance against the protocols designed for the programme. 

· Ensure all staff are sensitized to child safeguarding policy and are aware of the reporting focal point. 

Fundraising and programme development

· Provide leadership in the development of program strategy & design, including the drafting of new project proposals and concept notes, in coordination with Field Office Manager.

· Ensure the achievement of program targets and objectives as per approved proposals and budgets (including to serve as “budget holder” and approve /monitor expenses related to nutrition program as required)

Coordination

· Represent the organization at district and provincial level with government officials and partners

· Network and collaborate with relevant agencies and government ministries at district and provincial levels in planning and implementing nutrition activities

· Coordinate and ensure flow of communication with technical manager in Nairobi

· Liaise with other implementing partners and local authorities to maximize collaboration and ensure proper coordination of nutrition activities 

· Attend relevant district coordination meetings as directed

Essential

· University degree in Nutrition, Public Health, or equivalent 

· Minimum 3 yrs work experience in nutrition programming , including monitoring and evaluation

· Experience in conducting nutrition assessments and solid understanding of nutritional surveillance and information systems

· Demonstrated personnel management and supervisory experience

· Ability to develop, plan and manage programs as well as mentor staff and teach skills

· Strong programme management and fundraising skills

· Leadership and teamwork skills

· Excellent report writing, computer and communication skills

· Experience and ability to represent SCUK in external meetings

· Willingness and capacity to be flexible and accommodating when faced with difficult and frustrating working conditions
· Prepared to live and work in harsh and occasionally insecure environment 
· Ability and willingness to frequently travel and stay in the field
· Ability to establish harmonious working relationships within and outside the organisation
· Commitment to and understanding of Save the Children’s aims, values and principles 

· Fluency in written and spoken English and Kiswahili.

Desirable Qualifications:

· Post graduate degree in nutrition

· Experience with IYCF and/or nutrition education
· Experience in emergency nutrition programs including CTC
· Experience with nutrition surveys using SMART methodology
· Borana /Somali language is an added advantage.
If you meet the above requirements, please send your detailed CV together with a cover letter and current contacts of three referees addressed to HR Manager Save the Children UK, Kenya Programme to jobskenya@scuk.or.ke not later than 19th August, 2009. Quote the job title on the subject line.

Only short listed candidates will be contacted.

Save the Children (UK) recruitment and selection procedures reflect our commitment to equal employment opportunities and the protection of children from abuse.
JOB ADVERTISEMENT

VSF-BELGIUM is an NGO working with disadvantaged communities to increase their standard of living and improve food security

through improved animal health and animal production. In East Africa, our programmes focus on community based animal health

services, training centres for mid-level animal health workers and sustainable natural resource utilisation.

Position Title FINANCE MANAGER

Duty Station Nairobi, Kenya

Duration: 1 year, (renewable)

Deadline For Application: 18/08//2009

Availability: August 2009

ROLE

The Finance Manager provides efficient financial support and ensures effective financial policies, systems and procedures are in

place and are in line with general VSFB policies, VSFB strategy, donor and legal requirements

MAIN RESPONSIBILITIES

Oversee all cash disbursements (cash, cheque and transfers); that they are in accordance with VSFB terms and conditions

Liaise with Project Managers and field locations on accounting queries

Planning of financial activities, production of annual final accounts

Assist with audit function, monthly reconciliations, enforcing internal controls

Regular reviews and updates of accounting and financial procedures and guidelines making recommendations as deemed

appropriate

Secure proper understanding of donor requirements and financial guidelines and procedures

Capacity build finance staff in financial management

Ensure that the asset database and depreciation chart are maintained

Participate in annual budgets preparation, supervise budget monitoring and monthly financial reporting

Prepare financial reports to the donors, in cooperation with the project managers

Participate in organizational Audits

Decentralization of the finance function to project areas

Ensure all the financial reports are checked prior to submission to the donor.

Essential or MINIMUM REQUIREMENTS

Education

University degree in Bachelor of Commerce – Finance option

Relevant accounting qualifications i.e. CPA (K) or ACCA equivalent

Knowledge and experience

At least 5 years financial management experience in a busy office.

At least 4 years of experience in a senior management position

Experience in managing and coaching a team.

Experience in developing and implementing systems

Experience of working in other countries and with an NGO will be an added advantage

Experience in the use of one or more accounting software packages and accounting in different currencies.

Knowledge of donor rules and regulations i.e. ECHO, USAID, EU

Knowledge and experience with the International Accounting Standards (IAS)

Skills

Excellent managerial, organizational and planning skills

Strong numerical skills and accuracy.

Good reporting skills

Computer literacy with very good advanced MS Excel skills and Word

Ability to work independently, under pressure and meet strict deadlines

Ability to prepare and present issues at all levels

Strong interpersonal and communication skills

Attitudes

Team player

Attentive to detail and result oriented

High integrity and initiative

Identify him/herself with the mission, vision and values of VSF-B

Display of intercultural sensitivity, respect in dealing with others

Willingness to travel to the field and remote locations.

Please send your application letter, CV and list of 3 references by e-mail (reference ‘Finance Manager ”) on or before 18/08/2009 to

recruitment@vsfb.or.ke
VACANT POSITION: ADVISOR- Reproductive Health Commodity Security (RHCS)

Competitive salary plus excellent benefits 

Fixed Term Contract, initially three years

IPPF is the strongest global voice safeguarding sexual and reproductive health and rights for people everywhere. IPPF has Member Associations (MAs) in 171 countries worldwide with 43 MAs in Sub-Saharan Africa forming the Africa Region.  

The RHCS Advisor will take the lead role in providing Technical Advice and oversight by ensuring quality and delivery of results in all programmes in the area of RHCS. The post is a multi-sectional and crosscutting in all issues affecting commodity security, system strengthening, supply management and ensuring accessibility and sustainability of RH commodities 

The Advisor will report to the Programmes Director with the following responsibilities

· To  provide Technical Assistance and strengthen provision of  Reproductive Health commodity  and Security management systems to MAs 

· To contribute to the  development of effective strategies for Reproductive Health Commodity Security by ensuring contraceptives and other RH commodities are available to women, youth and men

· To be responsible for the development of Supplies procedures and guidelines

· To be responsible for MAs commodity allocations, utilizations and budgetary issues and ensure that MAs adhere to IPPF Reproductive Health Management Policies and Procedures.

· To offer advisory services to MA’s on sourcing and procurement  of  supplies

· To be the focal person to liaise and advice the IPPF procurement Department in the Central Office in London.
Other Skills:

Excellent communication skills

Excellent training or facilitative skills

Ability to work well within a diverse team

Negotiation skills

With at least 5 years experience in both International health or development and managing logistics and reproductive health supplies, you must have a relevant post- graduate degree and a keen grasp of sexual and reproductive health and rights in Africa.  Sound cultural and political sensitivity along with excellent communication skills – verbal and written are essential.  Fluency French is essential.  Knowledge of Portuguese would be an added advantage.  

For further information and an application form, see our website www.ippfar.org or contact Human Resources, P.O. Box 30234- 00100 Nairobi, Kenya. Tel. (00 254) 20 2712672 or email hroffice@ippfaro.org  

Closing date: 25th August 2009 
World Concern International which is a Christian Relief and Development organization wishes to recruit a qualified and competent person for the following position within World Concern Africa Area Office:

Resource Development Assistant
Work Station:
Nairobi

The overall objective of this position is to provide administrative support to the resource development team, in building strong relationships with people, in an effort to better understand their interests in World Concern, and to move them into a larger commitment through providing personalized attention, appreciation, reports and information on programs of their interest. 

The incumbent will report to Donor Representative (functions) and Regional Administrator (Logistical in Nairobi).  The ideal candidate should be a self-starter, highly motivated and competent professional in the Donor Relations field.

Fundamental Expectations:

· Rationally express the love of Christ in Word and Deed

· Maintain a Godly and spiritual attitude in all work situations

· Maintain a lifestyle of integrity, personal prayer and discernment

· Adhere to all policies and procedures, which govern World Concern as an organization

· Agreement and support of World Concern’s Statement of Faith.

· Demonstrate living and maturing in a Christ-Centered life-style.

· Participate in staff meetings and team building forums

Qualifications:  (Minimum skills, education and experience required)

· Kenya Certificate of Secondary Education (KCSE) with minimum C+ grade with a Diploma level of education in Communication or Business Administration.

· Excellent oral and written communication skills in English Language.

· Excellent handwriting skills

· Comfort and familiarity with MS Office and the use of email/internet systems.

· Ability to work independently and take initiative as required and yet perform well in a team environment.

· Ability to be flexible and adaptable to position needs and demand without difficulty.

· Advanced sales and human relations skills including those relating to the telephone and verbal communication.

· Goal and task oriented

· Orderly in record keeping and managing information.
· Excellent communication skills in a multicultural environment

Essential Responsibilities:

· Write hand written and email messages of appreciation for gifts along with program updates to cultivate the relationship.
· Think proactively of how to grow this donor segment, being alert to new photos and 
stories that might be appropriate to their individual interests and donation commitments.

· Contact a targeted number of donors in a given day, week and month, keeping track of all communication and contacts made through donor database system.
· Update donor records for any changes in address, phone, e-mail or additional information learned about the donor into the CRISTA donor database system.

· Work closely with other team members in Donor Relations.

· Have a general understanding of all WC programs as well as giving and funding opportunities.

· Create project reports and summaries for donors.

· Generate reports as needed from donor database software.

· Provide internal communications support to the Africa Regional Office.

· Other duties as will be assigned from time to time.

Contract Length:  One year contract with possibility of renewal at the end of the period.

All application letters, testimonials and detailed CVs together with names of three referees (one of whom must be a Pastor) and daytime telephones, should reach the undersigned not later than 24th August, 2009.  Those who will not have heard from us by 15th September, 2009 should consider themselves unsuccessful.

ADDRESS:

Human Resource Manager

P.O. BOX 61333 – 00200, NAIROBI

worldconcernhr@gmail.com

Vacancy Announcement

	Organization 
	Horn Relief, www.hornrelief.org

	Position Title
	Fundraising and Information Coordinator

	Programme / Duty station
	Nairobi

	Duration
	1 year (renewable)

	Starting date
	Immediate

	Application deadline
	17th August, 2009.  Horn Relief will conduct interviews on an on-going basis.

	Vacancy contact
	Please send applications to vacancies@hornrelief.org - Horn Relief will only respond to short-listed applicants.

	Salary grade and range
	International Position; Grade D, USD 39,600 – 54,192 (net) annually, excluding additional benefits and allowances


ORGANIZATIONAL BACKGROUND

Horn Relief is an international African based development and humanitarian organization which focuses on increasing sustainable livelihoods for (agro-) pastoralists and coastal communities in Somalia as well as cross-border areas in neighboring countries. Presently it has programmes focusing on water & sanitation, food security, non-formal education, vocational training, cash based responses, as well as other humanitarian emergency interventions. The present donor portfolio includes European Commission, USAID, UNICEF, Netherlands Ministry of Foreign Affairs, Oxfam Novib, Oxfam Canada and others.

The Head Office in Nairobi is responsible for programme and policy development, project identification, planning and reporting, monitoring and, evaluation, logistical, personal and security support activities, recruitment, financial accountability, networking and fundraising.  The main purpose of the position is to develop new sources of income and to maximize funding for projects, through targeted relation building and a strong entrepreneurial approach to spotting and maximizing funding opportunities in the region. 

RESPONSIBILITIES

The Fundraising and Information Coordinator’s main responsibilities are:

· To build up and maintain a solid understanding of Horn Relief, its vision, mission, main sectors, cross-cutting themes and approaches, its programmes and projects, to actively contribute towards review and updating of these, and to optimize this knowledge in his/her daily fundraising activities;

· To advise the Senior Management Team, and take a leading role, on the formulation of funding strategies;

· To frequently review the funding and financial position of Horn Relief, both for projects as well as for administration, and contribute with ideas for opportunities or funding towards alleviating any shortfalls; 

· To identify fundraising opportunities with institutional donors for Horn Relief’s projects in the Horn of Africa through amongst others visiting donor agencies or their representations in the field;

· To build up and maintain a network of contacts with donors in the region, as well as where useful, with their head offices;

· To develop and maintain an open database with donor information, including donor names and contacts, funding opportunities and limitations, specific requirements, historical data; 

· To maintain up-to-date information on programme and projects on the Horn Relief website and through other forms of information dissemination such as annual reports, brochures, etc.  To produce and manage all communication tools in the organization;

· To draft press releases and manage communication with the media and other external contacts during major events

· To oversee the implementation of the Horn Relief communication strategy drafted by the external consultant

· In partnership with the finance department and the Executive Director, to ensure relevant elements of the Strategic Plan are implemented including the creation of an endowment and unrestricted funds for the organization.  

· To develop ideas for projects which could be funded externally and/or develop niches for external donors;

· To advise and provide guidance to the Senior Management and Programmes Department on the process of developing high quality project proposals that are relevant to Horn Relief and to the donors and meet with their conditions;

· To oversee the development and implementation of an effective internal information management system throughout the organization

· To ensure the documentation of lessons learnt and good practice, including case studies, for use internally but also externally in information tools disseminated.  

QUALIFICATIONS

· A proven track record in fundraising at the international level particularly in development and relief sectors.

· University degree in relevant discipline and  proven experience at this level 

· At least five years of senior work experience in the field of development cooperation preferably with an NGO;

· Experience with identifying fundraising opportunities preferably for NGOs;

· Strong oral and written communication skills in English;

· Experience with preparing project proposals and reports for institutional donors, including the European Commission, USAID/OFDA and UNICEF, as well as experience with main donors’ rules and regulations;

· Good knowledge of the Horn of Africa, preferably gained through experience in the field or through regular missions;

· Experience and knowledge of project cycle management, including monitoring, technical and financial reporting;
· Fair knowledge of maintaining website information;
· Good knowledge of publishing software and experience in the production of annual reports or newsletters, or other external communication tools is required;

· Good communication and coaching skills;

· Good knowledge of the NGO sector; 

· A natural networker with substantial experience of building relationships with (potential) donors; bringing a network of donor agencies is an asset;

· Having a relevant thematic specialization is an asset; 

· Knowledge of- or interest in humanitarian programmes, as well as a commitment to Horn Relief’s  mission and vision;

· Willingness to travel regularly, in particular within the region, provided that the security-situation permits.
APPLICATION PROCESS
Applications should be submitted by 17th August 2009. The selection committee will review all applications as they arrive. All applicants must meet the minimum requirements described above, and those unable to meet these requirements will not be considered. No phone calls please. Horn Relief is an equal opportunity employer. Female applicants are encouraged to apply.
Each application package should include the following:

· Cover letter with the applicant’s current contact information and salary history 

· Resume (including detailed work experience, education/degrees) 

· References (minimum of three, with complete contact information)

Applications not including all of the above information will not be reviewed.  Only short listed candidates will be contacted.  

All applications should be sent to Horn Relief at vacancies@hornrelief.org with the subject line: Fundraising and Information Coordinator.
VACANCY ANNOUNCEMENT

[image: image1.png].......................



Position:

Administrator and Logistic Manager

Line Manager:

Field Coordinator

Location:
Dadaab - Kenya 

Duration:
6 Months (with possibility of extension)

Closing date:
14th August 2009

Solidarités is an international humanitarian aid organization which provides assistance to populations who are victims of armed conflict or natural disaster. For 26 years, Solidarités has concentrated its action on meeting three vital needs: water, food and shelter. By carrying out emergency programs, Solidarités acquired experience end expertise in the fields of access to drinking water and sanitation.

In Horn Africa, Solidarités is currently implementing food security, water and sanitation project in Kenya, South Sudan and Somalia.

1/ Program description: 

Following an assessment mission in Oct-Jan 2007, Solidarités has decided to open an office in Dadaab to set up a cross-border Rapid Response Mechanism (RRM) for Internal Displaced People and conflict / drought affected population of South Somalia in the Afmadow district - Somalia. 

Main activities to be implemented are: distribution of non food items (NFI) to IDP, construction of latrines, hygiene promotion, rehabilitation of rain collectors, and rehabilitation of community facilities. 

2/ Objective of the position: 

Manage the field project logistics and administrative issues. Insure Solidarités’ logistics and administrative procedures are in place and applied properly by persons involved in the projects implementation. Insure transparency of the whole process and that support to the program is efficient (Finance, Human Resources, Logistic, Supplies …)

3/ Hierarchy:

Under the authority of the Field Coordinator

Collaborate with Administrative Coordinator and Logistic Coordinator (they are your technical referees respectively in Administrative and Logistics maters).

Collaborate with Program managers and field staff under order departments particularly Liaison Officer in Liboi, Field Officer in Dobley, Watsan Program Manager and Rehabilitation Program Manager in Dadaab.

Responsible of all locally recruited staff working in the Logistics and Administration department. 

Log Admin staffs at the present moment include: Administrator Assistant in charge of the cashbox (to be recruited), Logistics Assistant and Cleaner. 

4/ Keys responsibilities: 

Note1: this list gives the framework of your activities but it is not exhaustive. You may be asked to complete other duties.

Note2: Due to security constraints, the post holder is based in Dadaab-Kenya and performs responsibilities by remote-control from Dadaab office and regular meeting with local staff in Liboi-Kenya. 

5/ Tasks of this position

Human Resource 

· Insure the respect of Solidarités rules and regulations for the national staff

· Follow up the data base and issue monthly salary payslips

· Propose updates concerning HR package according to the needs (salaries, per diem, training, break, medical insurance  …)

· Insure that formats of contract of employment are relevant to the context and to Solidarités’ procedures.

· Insure that performance evaluations are conducted regularly and job descriptions are relevant and updated.

· Coach and build the capacity of local staff under his supervision

Finance 

· Responsible of the accountancy for Afmadow programs and the Liboi/Dadaab/Dobley bases.

· Organize the sending of field accounting files to Nairobi on a regular basis (maximum every two months)

· Ensure that accounting files are properly followed up, identified and voucherized

· Check field invoices to ensure Solidarités’ procedures are followed (BAP, signatures, …)

· Responsible of accounting cashbooks follow up

· Supervise the financial follow up (expenses, forecast, variations between lines, amendment needed, cash forecast, ...)

· Responsible to insure that donors rules and regulations are respected 

· Responsible to insure that cash flow between Nairobi and Dadaab / Dobley and properly organized, planned and that all payment made by the local transfer companies are duly documented.

Logistic follow up

· Responsible of the fleet management, , whether for passengers of freight
· Responsible of the base improvement (comfortable, practical, security, ..) through rehabilitation work, furniture and equipment set up, …

· Insure that the computer and all communication equipment are functional and properly used.

· Responsible to make sure that contracts of services or procurement are relevant according to Solidarités’ and donors procedures.

· Responsible to for the durable equipments and stock materials in the base. Monthly durable equipment and stock inventory.
Program

· Insure that the program received their needed inputs on the basis of timely order, appropriated transport and respect of Solidarités and donors regulations. This activity will be done in close coordination with the Logistic Coordinator based in Nairobi.

Reporting

· Prepare weekly report and submit logistic, administrative and financial inputs to the Field Coordinator.

· Prepare financial report for donors (interim and final reports).

· Send on monthly basis and to Nairobi: cash flow format, percentage of consumption per line of the budget, Budget follow up, accountability on Saga, …

· Send all logistics monthly follow up (park statement, asset list, inventories, fleet management, fuel follow up, IOF follow up…)

· Report any security incident to Field Coordinator immediately.

Management

· The log admin will directly manage 1 Logistician assistant, 1 Administrative Assistant, 1 cleaner. This management will include recruitment, training, regular evaluation, planning and supervision of the work.

Monitoring and Assessment

· Responsible to develop lessons learnt on strategic approaches in Dobley (procurement, payment, recruitment, …) 

Communication

· Share with the Field coordinator every information about security, activities, logistic or administrative needs

· Participate in the formulation of  weekly situation report
· Participate to the monthly general planning of the program
6/ Person Specification:
Experience & Qualifications:

- 2 year professional experience in the field of logistics and/or administration and finance in Humanitarian Action
programmes.
-Bachelor Degree in finance/ accounting or Business Management (minimum title of advanced technician).
- Field experience with other organizations or companies in a developing country as logistician.
- Experience of team Management.

Skills and competences:

· Understanding and interest in emergency humanitarian situations
· Knowledge and Understanding of the humanitarian actors
· Good communicator

· Team leader and coordination ability

· Ability to propose and put into action new ideas 

· Ability to negotiate

· Excellent writing capacity

· Fluency in English and Kiswahili

· Knowledge of French and/or Somali languages , an added advantage

· Excellent Computer skills (Word, Excel, Outlook)

· Knowledge of SAGA software is a plus
Personality traits:
· Kenyan nationality

· Diplomatic

· Strong working capacity

· Strong taste for very challenging situations

· Sense of initiative

· Ability to work in a multicultural team

7/ How to apply: 

Kindly send your cover letter, CV and contact details for 3 referees to the following email address:  jobapplication@solidarites-kenya-som.org
Please clearly indicate the position you are applying for in the title of your email. 

Only short-listed candidates will be contacted for an interview.
SOLIDARITéS IS AN EQUAL OPPORTUNITY EMPLOYER

VACANT POSITION: ADVISOR- Reproductive Health Commodity Security (RHCS)

Competitive salary plus excellent benefits 

Fixed Term Contract, initially three years

IPPF is the strongest global voice safeguarding sexual and reproductive health and rights for people everywhere. IPPF has Member Associations (MAs) in 171 countries worldwide with 43 MAs in Sub-Saharan Africa forming the Africa Region.  

The RHCS Advisor will take the lead role in providing Technical Advice and oversight by ensuring quality and delivery of results in all programmes in the area of RHCS. The post is a multi-sectional and crosscutting in all issues affecting commodity security, system strengthening, supply management and ensuring accessibility and sustainability of RH commodities 

The Advisor will report to the Programmes Director with the following responsibilities

· To  provide Technical Assistance and strengthen provision of  Reproductive Health commodity  and Security management systems to MAs 

· To contribute to the  development of effective strategies for Reproductive Health Commodity Security by ensuring contraceptives and other RH commodities are available to women, youth and men

· To be responsible for the development of Supplies procedures and guidelines

· To be responsible for MAs commodity allocations, utilizations and budgetary issues and ensure that MAs adhere to IPPF Reproductive Health Management Policies and Procedures.

· To offer advisory services to MA’s on sourcing and procurement  of  supplies

· To be the focal person to liaise and advice the IPPF procurement Department in the Central Office in London.
Other Skills:

Excellent communication skills

Excellent training or facilitative skills

Ability to work well within a diverse team

Negotiation skills

With at least 5 years experience in both International health or development and managing logistics and reproductive health supplies, you must have a relevant post- graduate degree and a keen grasp of sexual and reproductive health and rights in Africa.  Sound cultural and political sensitivity along with excellent communication skills – verbal and written are essential.  Fluency French is essential.  Knowledge of Portuguese would be an added advantage.  

For further information and an application form, see our website www.ippfar.org or contact Human Resources, P.O. Box 30234- 00100 Nairobi, Kenya. Tel. (00 254) 20 2712672 or email hroffice@ippfaro.org  

Closing date: 25th August 2009
Post Title:

Admin/Finance Assistant
Type of Contract:
SSA 
Duration:

11 Months 

Duty Station:

Nairobi

Date of Issue:

11 August 2009 


Closing Date:            24 August 2009
Organizational Context:

UNFPA, the United Nations Population Fund, is an international development agency that promotes the right of every woman, man and child to enjoy a life of health and equal opportunity. UNFPA supports countries in using population data for policies and programmes to reduce poverty and to ensure that every pregnancy is wanted, every birth is safe, every young person is free of HIV/AIDS, and every girl and woman is treated with dignity and respect.

Duties and Responsibilities:
Under the guidance and supervision of the Operations Manager and direct supervisor, the Admin/Finance Assistant provides financial and administrative support services ensuring high quality, accuracy and consistency of work. He/She promotes a client-oriented approach consistent with UNFPA rules and regulations.

He/She works in close collaboration with the operations, programme and projects staff in the Country Office and UNFPA Field Offices to exchange information and ensure consistent service delivery.

Summary of Key Functions:

· Implementation of operational strategies

· Accounting and administrative support
· Programme support
Ensures implementation of operational strategies focusing on achievement of the following results:

· Full compliance of financial/administrative processes and records with UN/UNFPA rules, regulations, policies and strategies.

· Input to the CO business processes mapping and elaboration of the content of internal Standard Operating Procedures in Finance in consultation with the direct supervisor and office management.
Provides accounting and administrative support to the Finance Unit focusing on achievement of the following results:

· Proper control of the supporting documents for payments and financial reports for UNFPA projects; preparation of all types of vouchers for projects and Field Offices; PO vouchers and payment execution.

· Maintenance of the internal expenditures control system which ensures that vouchers processed are matched and completed, transactions are correctly recorded and posted in Atlas; travel claims, MPOs and other entitlements are duly processed.
· Timely corrective actions on un-posted vouchers, including the vouchers with budget check errors, match exceptions, unapproved vouchers. 
Provides support to the Programme Unit focusing on achievement of the following results:

· Verify supporting documents for new vendors/partners before submission for approval; create vendor data base for Somalia Country Office.

· Liaise with relevant staff on verification of supporting documents for project payments and follow up REQ till submission of payment to UNDP.
· Take timely corrective actions on un-supported payment requests, including travel F10 claims, consultants fees, etc.
· Maintenance of the proper filing system for finance records and 
documents.
· Verify and ensure administrative practices are consistant with 
applicable rules and procedures.

·  Perform any other duties as and when required.
Core Competencies:

· Demonstrate commitment to UNFPA’s mission, vision and values
· Display cultural, gender, religion, race, nationality and age sensitivity and adaptability.
· Place UNFPA interests first and foremost, including resisting political and personal pressure. Demonstrate personal commitment to UNFPA’s mandate and vision.

· Show respect, tact and consideration for different cultures in all communications.

· Work collaboratively with colleagues inside UNFPA, as well as with UNFPA partners and other stakeholders.

· Remain calm, composed and patient, regardless of her/his own state of mind.  
· Avoid engaging in unproductive conflict.

· Set high personal standards and drive to achieve them.

Functional Competencies:
· Ability to plan, prioritise and deliver tasks on time; ability to participate effectively in a team-based information sharing environment; acceptance of additional responsibilities and capacity to work under pressure; high client service orientation; high initiative to solve problems; excellent analytical skills; excellent communication skills.
Knowledge Management and Learning:
· Shares knowledge and experience.
· 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 variety of standard tasks related to financial resources management, including screening and collecting documentation, financial data processing, filing, provision of information.
· Strong IT skills.
· Ability to provide input to business processes re-engineering, implementation of new system.
Leadership and Self-Management:
· Focuses on result for the client and responds positively to feedback

· Consistently approaches work with energy and a positive, constructive attitude.
· Remains calm, in control and good humoured even under pressure.
Qualifications and Experience Required:

· Education:

Secondary Education with specialized certification in Accounting and Finance. University Degree in Business or Public Administration desirable, but not a requirement.
· Experience:

3 to 5 years of relevant finance/administration experience at national or international level is required. Experience in the usage of computers and office software packages (MS Word, Excel, etc), and knowledge of spreadsheet and database packages, and experience in handling of web -based financial management systems,e.g. ATLAS.
Languages:

· A good command of the English language, both written and spoken.

Please send your curriculum vitae and P11 marked “Admin/Finance Assistant’ on the envelope by 24 August 2009 to: UNFPA Somalia, P.O. Box 28832, 00200, Nairobi, Kenya, or e-mail to:  Musyoka@unfpa.org
Women are strongly encouraged to apply.

UNFPA will only be able to respond to those applications in which there is further interest
JOB ADVERTISEMENT

VSF-BELGIUM is an International NGO working with disadvantaged communities to increase their standard of living and improve food security through

improved animal health and animal production. In East Africa, our programmes focus on community based animal health services, training centres for mid-level

animal health workers Rinderpest eradication, livelihood security programs, and livestock development initiatives.

Position Title : FIELD VET SUPERVISOR

Duty Station : Garissa, Kenya

Duration : 9 months

Deadline For Application : 22nd August 2009.

Availability : September 2009

ROLE

The Field vet supervisor will be:-

• Responsible for planning, implementation and monitoring of the field operations

of the emergency teams implementing livestock emergency activities in

Garissa under the supervision of the Project Manager

• Coordinate the logistics support required by the teams involved in emergency

project whenever possible in consultation with Project manager

MAIN DUTIES AND RESPONSIBILITIES

• Provide supervision support to field teams involved in the emergency

activities in Garissa

• Provide technical support services for field teams under emergency projects

• Support in Planning ,design and development of operational plans for field

emergency teams

• Supervise the data entry from field operations in the computer using excel

formats provided on emergency projects

• Support Project Manager in ensuring quality and the timely logistical support

to teams implementing field activities

• Any other duties allocated by the project Manager under the this project in Garissa

Essential or MINIMUM REQUIREMENTS

Education

• Degree in either veterinary science, livestock production or related field

• Diploma in community development, Social studies, supplies

management or logistics is an added advantage.

Knowledge and experience

• Minimum of 4 years work experience in busy livestock related emergency projects

• Experience in working in ASAL environment in East Africa or pastoralists

environment

• Working experience with an NGO/Government institution or private sector

will be an added advantage.

• Knowledge of the local languages and culture is important

• Dynamics of Community engagement and participatory methods and

monitoring field operations is a must

Skills

• Stores management and inventory control skills a must

• Proven computer skills and data entry a must

• Competent in use of Microsoft applications especially Excel and MS Word

• Excellent Interpersonal and communication skills

• Ability to work under pressure in remote environment and meet strict deadlines

• Ability to work independently

• Fluency in written and spoken English, Kiswahili and local language.

• Good report writing skills

• Pay special attention to accuracy

Attitudes

• Team player

• Flexible and outgoing when dealing with communities and their leaders.

• Proactive and takes initiative

• High integrity and results oriented

• Attentive to detail

• Respect in dealing with others irrespective of colour, religion, race, ethnicity

or culture.

• Presentable, identify with pastoralists and with a pleasant character

• Identify him/herself with the mission, vision and values of VSF-B

• Display of intercultural ,Multiethnic and multiracial sensitivity

Please send your application letter, CV and list of 3 references (one must be your

current employer) by e-mail (reference “ Field vet supervisor”) before 22nd

August 2009 to recruitment@vsfb.or.ke

Position Title : FIELD OFFICER

Duty Station : Garissa, Kenya

Duration : 9 months

Deadline For Application : 22nd August 2009.

Availability : September 2009

ROLE

The Field officer will:-

• Provide Administrative support services to the emergency project team

based in Garissa

• Provide logistics support to the teams involved in emergency project whenever

possible in consultation with Field vet supervisor and the Project manager

MAIN DUTIES AND RESPONSIBILITIES

• Support administrative services for field teams under emergency projects

• Maintain data bank for emergency teams operations

• Data entry in the computer using excel formats provided on emergency projects

• Support Project Manager in the timely logistical support to teams

implementing field activities

• Office filling for field returns for general documentation

• Support in store management and field supplies updates of inventory

Essential or MINIMUM REQUIREMENTS

Education

• Diploma in the field of livestock health and production

• Additional training in either business administration, supplies

management , logistics , community development

• Certificate in Emergency operations logistics is an added advantage .

Knowledge and experience

• Minimum of 3 years work experience in busy livestock related emergency projects.

• Experience in working in Northern Eastern Kenya or pastoralists

environment.

Skills

• Proven computer skills , data entry , office organization

• Competent in use of Microsoft applications especially Excel and MS Word

• Excellent Interpersonal and communication skills

• Ability to work under pressure and meet strict deadlines

• Ability to work in a team and show flexibility in tasks undertaken

• Fluency in written and spoken English and Kiswahili

• Good report writing skills

• Pay special attention to accuracy of instruction given

Attitudes

• Team player

• Flexible

• Proactive and takes initiative

• High integrity in management of resources

• Attentive to detail

• Respect in dealing with others irrespective of colour, religion, race, ethnicity or culture.

• Presentable, outgoing and with a pleasant character

• Identify him/herself with the mission, vision and values of VSF-B

• Display of intercultural ,Multiethnic and multiracial sensitivity

DESIRABLE requirements

• Knowledge of the local languages and culture is an advantage

• Stores management and inventory control skills is an added advantage

• Working experience with an NGO/Government institution or private sector

will be an added advantage.

Please send your application letter, CV and list of 3 references (one must be your

current employer) by e-mail (reference “ Field Officer”) before 22nd August 2009

to recruitment@vsfb.or.ke

.

Position Title : FIELD ASSISTANT

Duty Station : Garissa, Kenya

Duration : 9 months

Deadline For Application: 22nd August 2009.

Availability : September 2009

ROLE

• Provide field support services for the emergency project in Garissa field office

• Provide logistics support to the teams involved in emergency project whenever

possible in consultation with Field officer

MAIN DUTIES AND RESPONSIBILITIES

• Support field operations under emergency projects

• Maintain data bank for emergency teams

• Data entry in the computer using excel formats provided on emergency projects

• Support Project Officer in the implementation and monitoring of field activities

• Office filling for field returns and general documentation

• Support in store management and field supplies updates of inventory

• Any other duties allocated by the field vet supervisor Garissa

Essential or MINIMUM REQUIREMENTS

Education

• Diploma/Certificate in livestock production and Health services, Range

management.

Knowledge and experience

• Minimum of 2 years work experience in busy livestock related emergency projects.

• Experience in working in Northern Eastern Kenya or pastoralists community

is an advantage

• Working experience with communities in remote ASAL areas with

NGO/Government institution or private sector is a must.

Skills

• Proven computer skills and data entry a must

• Competent in use of Microsoft applications especially Excel and MS Word

• Excellent Interpersonal and communication skills

• Ability to work under pressure and meet strict deadlines

• Ability to work and follow instructions effectively

• Fluency in written and spoken English, Kiswahili and Somali language.

• Good writing skills

• Pay special attention to gender roles in the community

• Relevant logistical qualifications and community development is an added

advantage

Attitudes

• Team player

• Flexible and results oriented in service e delivery

• Proactive and takes initiative

• High integrity

• Attentive to detail

• Respect in dealing with others irrespective of colour, religion, race, ethnicity or culture.

• Presentable, outgoing and with a pleasant character

• Identify him/herself with the mission, vision and values of VSF-B

• Display of intercultural ,Multiethnic and multiracial sensitivity

Please send your application letter, CV and list of 3 references (one must be your

current employer) by e-mail (reference “ Field Assistant”) before 22nd August

2009 to recruitment@vsfb.or.ke

VSF Belgium is an equal opportunity employer. Only short listed candidates will be contacted. For more information: www.vsf-belgium.org
Vacancy No.:


VA/FPA/KEN/19/2009

Post Title: 


National Programme Officer, Reproductive Health/Humanitarian Response
Duty Station: 


Nairobi, Kenya
Category:


Service Contract - SB 4
Duration of Appointment: 
One year, renewable subject to need, availability of funds and satisfactory performance

Organisational Unit:
UNFPA Kenya Country Office

This position is open for interested Kenyan candidates, who should submit their applications to the undersigned by 24 August, 2009.  UNFPA reserves the right to support at the indicated or lower level and prior to the closing date.  Only short-listed candidates for the advertised position will be contacted. 

DUTIES AND RESPONSIBILITIES

Under the overall responsibility of the Deputy Representative and under the direct supervision of the Assistant

Representative, Reproductive Health (RH), UNFPA Kenya Country Office, the Reproductive Health/Humanitarian
Response Officer will be responsible for the following duties:

1. Developing emergency response strategies to new and ongoing crisis (IDPs/refugees, natural and man-made disasters -including drought, floods, and violence) with a focus on Gender Based Violence (GBV), Reproductive Health and Gender. 

2. Increasing partnerships with organizations to ensure better emergency response especially with the Kenya Red Cross, UNHCR,  Ministry of Public Health and Sanitation (Division of Emergency and Disaster Response, National HIV&AIDS Control Council and Division of Reproductive Health, Kenyatta University’s School of Public Health, Ministry of Medical Services, Civil Societies, Non-Governmental Organizations and the National Commission for Gender and Development.

3. Developing UNFPA’s  Contingency plan and ensuring  inclusion of UNFPA concerns within the country wide contingency plan

4. Representing  UNFPA at OCHA briefings, the Kenya Humanitarian Forum, other interagency meetings, and other fora on humanitarian issues, providing regular information on UNFPA humanitarian response initiatives and advocating for the integration of reproductive health and gender concerns into humanitarian response;

5. Ensuring the inclusion of RH and gender and the MISP within common standards for assessments and contribute to the monitoring and reporting on humanitarian programmes and needs issues (includes assessments and surveys) with a focus on gender and Reproductive Health needs.  

6.  Participating in advocacy and resource mobilization efforts of the Country Office and ensure the inclusion of the  MISP and gender / GBV in humanitarian funding appeals (CERFs, CAPs, Flash Appeals and other Emergency Responses Appeals)  

7. Promoting the use of the National Guidelines on the Medical Management of Rape and sexual violence, IASC GBV guidelines in emergencies, IASC HIV/AIDS Guidelines in emergencies and the RH refugee field manual.  

8. Providing technical support to the referenced Ministries, Civil Societies and Non-Governmental Organizations in coordination, implementation, monitoring and supervision of reproductive health/HIV&AIDS project activities in the supported districts and during humanitarian response and work closely with other Development Partners in Health.

· Participating in the formulation of various Reproductive Health/HIV&AIDS program documents for the referenced ministries and Non-Governmental Organizations and ensure humanitarian concerns are addressed.

· Collaborating with other institutions and organizations in the sharing of experiences and lessons learned;

· Helping create and document knowledge about current and emerging trends in RH/HIV&AIDS, GBV and gender issues, by analyzing programmes, projects, strategies, approaches and ongoing experience for lessons learned, best practices, and shares with management for use in knowledge sharing and planning future strategies.

· Facilitating and ensuring regular monitoring, supervision and continuous internal evaluation of regular and emergency response activities;

· Facilitating procurement of emergency RH/GBV commodities, equipment, and training materials and ensuring their appropriate and effective use during peace times and under humanitarian crisis ;

9. Assisting in any other appropriate tasks as may be required 

Qualifications/ experience:


A Masters Degree in social sciences, such as, Demography, Sociology, Masters in Public Health, Economic /Entrepreneurship and experience in the management of Reproductive Health/HIV&AIDS/STI and gender based violence under humanitarian crisis, or similar educational background.  Fluency in English and working knowledge in Kiswahili is desired. Most important is that the candidate is committed to population and development issues. Competency is use of MS-Office in vital.
Other competencies:

· The ability for advocacy and advancing a policy-oriented agenda;

· A track record in innovation and marketing of new approaches;

· Integrity, commitment and respect for diversity;

· Skills to manage relationships, communicate and develop people; and

· Ability for analytical and strategic thinking and results orientation.

Applications with a current CV should be addressed to:

The UNFPA Representative

UN Complex Gigiri, Block Q, Room 205

P.O. Box 30218, 00100 

NAIROBI, 

OR 

Email address: recruit.unfpa@undp.org
‘UNFPA provides a work environment that reflects the values of gender equality, teamwork, respect for diversity, integrity and a healthy balance of work and life.  We are committed to maintaining our balanced gender distribution and therefore encourage women to apply.’
Post Title:

Cleaner /Messenger (2 Positions)
Type of Contract:
SSA
Duration:

11 Months 

Duty Station:

Nairobi

Date of Issue:

07 August 2009 


Closing Date:            18 August 2009
Organizational Context:
UNFPA, the United Nations Population Fund, is an international development agency that promotes the right of every woman, man and child to enjoy a life of health and equal opportunity. UNFPA supports countries in using population data for policies and programmes to reduce poverty and to ensure that every pregnancy is wanted, every birth is safe, every young person is free of HIV/AIDS, and every girl and woman is treated with dignity and respect.

Duties and Responsibilities:
Under the guidance, direction and overall supervision of the Operations Manager, the incumbent will provide reliable quality support services to UNFPA guests and Country Office Staff. 

He/She will perform the following duties:
	· Responsible to do maintenance and cleanliness to the UNFPA offices and the surrounding area which includes floors, windows, door cup boards, filling cabinets, working stations, chairs, kitchen facilities and other UNFPA properties.

· See to it all bath rooms/toilet facilities are always clean. Regularly checks and provides toilet supplies when needed. Arranges to disinfect the toilet facilities when required.

· See to it that all office doors and windows are properly closed/locked.

· Make photocopies of document/reports as requested by staff.

· Deliver documents, mails and other related office supplies to the concerned staff members.

· In the absence of the Secretary, act as receptionist in the office; welcoming and directing visitors, receiving mail, answering phones.

· Assist in the preparation of Tea/Coffee during meetings.
· Assist staff with messengerial duties.



Core Competencies:
· Inspire confidence through personal credibility. Holds herself/himself accountable for actions taken. Takes initiative to report on deviations from established norms/practices.  

· Place UNFPA interest first and foremost, including resisting political and personal pressure. Demonstrates personal commitment to UNFPA’s mandate and vision.

· Take responsibility for personal learning and career development.

· Shows respect, tact and consideration for different cultures in all communications.

· Work collaboratively with colleagues inside UNFPA as well as UNFPA partners and other stakeholders.

· Remain calm, composed and patient, regardless of her own state of mind.  Avoids engaging in unproductive conflict.

· Sets high personal standards and drives to achieve them.

Functional Competencies:
· Organizes and prioritizes work schedule to meet client needs and deadlines.  Establishes, builds and sustains effective relationships within the work unit and with internal and external clients.  Anticipates client needs and addresses them promptly and diplomatically.

Qualifications and Experience Required:

· Education:

Preferably Secondary School Education

Experience:

· At least four years Cleaner/Messengerial experience, preferably part of it with an international organization like the UN.
Languages:

· A good command of the English language, both written and spoken.

Computer Skills:

· Proficiency in current office software applications would be an added advantage.
Please send your curriculum vitae and P11 marked “Cleaner/Messenger” by 18 August 2009 to: UNFPA Somalia, P.O. Box 28832, 00200, Nairobi, Kenya, or e-mail to:  Musyoka@unfpa.org
Women are strongly encouraged to apply.

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

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

(1)

OPEN TO INTERNAL AND EXTERNAL CANDIDATES

Vacancy Notice no: IOM/060/09

Duty Station: Nairobi, Kenya

Position title: Finance/Operations Assistant

Classification: Grade G4/01 (UN Salary Scale for GS staff)

Duration of Appointment: Six (6) months with possibility of extension

__________________________________________________________________

General functions:

Under the general supervision of the Regional Resource Management Officer for

East and Central Africa, and the direct supervision of the National Finance Officer in

MRF Nairobi, the incumbent will be responsible for the post-departure financial

functions of movements. i.e. verification of costs incurred for each movement and

costs input into MiMosa. Particularly he/she will:

Essential Functions:

1. Verify costs incurred for each movement and costs input in Migrant

Management Database (MiMOSA).

2. Verify documents in Proflight (PF) files.

3. Keep Proflight files in MiMOSA

4. Forward electronic departure notifications to Field Data and Statistics Unit in

Manila.

5. Receive and verify/certify airline invoices for local or Mission Payment

Requests.

6. Process payment of airline invoices through accounting system (SAP) and

clearing of vendor accounts once payment has been done by Treasury.

7. Monitor vendor accounts including follow up with airlines for relevant

documents for clearance of debtors.

8. Responsible for ticket control including receipt and verification of tickets,

Prepaid Tickets Advices and Miscellaneous Charge Orders for onward

dispatch to Nairobi Operations.

9. Update ticket status in I-Gator for files that have departed and tickets utilized.

10. Process and follow up with airlines on refund requests and credit notes.

11. Receive and verify/certify service invoices for local payments.

12. Check supporting documents versus those on the file for the type of services

requested eg. NAS airport services

13. Keep & maintain Staff Travel & workshop project files

14. Prepare Nominal rolls and Departure/Cost Notifications for each Proflight to

be used as supporting documents for invoice certification.

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
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15. Complete travel warrants for movements to Canada & maintaining the

relevant file(s)

16. Verify Promissory Notes for movements so as to ascertain they are correctly

prepared and preparation for dispatch of prom notes. Maintaining the

relevant files(s).

17. Keep, maintain and update sub-unit files including individual PF files.

18. Carry out monthly Proflight files audit.

19. Send monthly statistics/reports to project partners.

20. Perform other duties assigned as assigned from time to time

Qualifications:

1. Holder of a CPA I certificate, i.e. have completed Sections I and II.

2. Strong computer skills, specifically hands on experience with Microsoft Excel,

Word and Outlook

3. 2 to 3 years of work experience in accounting. Working experience in an

Airline accounts office would be an added advantage

4. Ability to pay close attention to details and work with minimal supervision.

5. Ability to work under pressure and meet deadlines.

6. Ability to work effectively and harmoniously in a team of colleagues.

7. Required IOM functional competencies: effective communicator, successful

negotiator, creative and analytical thinker, active learner, team player, and

cross cultural facilitator.

8. Proficient in Microsoft Office Applications and experience in accounting

software including SAP

9. Thorough knowledge of English and Kiswahili

Mode of Application:

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

International Organization for Migration (IOM)

Human Resources Department

PO Box 55040-00200 Nairobi

or send by email to hrnairobi@iom.int

Closing Date: 22 August 2009
Post Title:

General Maintenance Provider/Gardener
Type of Contract:
SSA
Duration:

6 Months 

Duty Station:

Nairobi

Date of Issue:

 7 August 2009 


Closing Date:            18 August 2009
Organizational Context:
UNFPA, the United Nations Population Fund, is an international development agency that promotes the right of every woman, man and child to enjoy a life of health and equal opportunity. UNFPA supports countries in using population data for policies and programmes to reduce poverty and to ensure that every pregnancy is wanted, every birth is safe, every young person is free of HIV/AIDS, and every girl and woman is treated with dignity and respect.

Duties and Responsibilities:
Under the guidance, direction and overall supervision of the Operations Manager, the incumbent will provide reliable quality support services to UNFPA guests and Country Office Staff. 

He will perform the following duties:
	· Watering of flowers and lawns as and when required.
· Pruning of plants and mowing of lawns.
· Check fuel/water for generator and other maintenance equipment and arrange for refill as and when necessary.
·  Switch on/off the generator as and when required.
· Arrange for re-supply of fuel for generator and other maintenance equipment.
· Arrange for periodical servicing of generator and other equipment.
· Ensure that office compound is always clean.
· Perform any other duties as and when required.



Core Competencies

· Inspire confidence through personal credibility. Hold herself/himself accountable for actions taken. Takes initiative to report on deviations from established norms/practices.  

· Place UNFPA interest first and foremost, including resisting political and personal pressure. Demonstrates personal commitment to UNFPA’s mandate and vision.

· Show respect, tact and consideration for different cultures in all communications.

· Work collaboratively with colleagues inside UNFPA, as well as with UNFPA partners and other stakeholders.

· Remain calm, composed and patient, regardless of her own state of mind.  
· Avoids engaging in unproductive conflict.

· Set high personal standards and drive to achieve them.

Functional Competencies

· Organizes and prioritizes work schedule to meet client needs and deadlines.  Establishes, builds and sustains effective relationships within the work unit and with internal and external clients.  Anticipates client needs and addresses them promptly and diplomatically.

Qualifications and Experience Required:

· Education:

Primary School Education

Experience:

· At least two years experience in gardening/maintenance.
Languages:

· A good command of the English language, both written and spoken.

Special Skills:

· Proficiency in running and maintenance of generator and office compounds would be an added advantage.
Please send your curriculum vitae and P11 marked “General Maintenance Provider/Gardener on the envelope by 18 August 2009 to: UNFPA Somalia, P.O. Box 28832 (or 00200) Nairobi, Kenya, or e-mail to:  Musyoka@unfpa.org
VACANCY
-
POSITION OF A HEAD OF PROGRAMMES

The African Network for the Prevention and Protection Against Child Abuse and Neglect is a Child Rights Organization that was registered in 1995 as a Non-governmental organization.  Our mission is to improve the lives of young children and provide them with opportunities to develop to their full potential.

PURPOSE OF THE POSITION

The job purpose entails the coordination of programs within ANPPCAN Kenya Chapter.  Guided by the vision, mission and objectives of ANPPCAN Kenya, the officer will develop and lead the implementation of ANPPCAN Kenya Strategic Plan and Projects.  The officer will be expected to monitor and evaluate all programmes as well as coordinate them to ensure that all projects are implemented efficiently.  He will be an ambassador for the organization, representing ANPPCAN Kenya to donors, government, the media, opinion leaders and Policy makers.  This will include ensuring proper coordination of the Project staff working on various programs.

EDUCATION / TRAINING / QUALIFICATIONS

· Minimum first Degree in Social Sciences, MA in Sociology, Psychology, (Law or development Studies will be and added advantage).

· Must have at least 5 years Programme experience in a busy NGO.

· Must have experience in a child Rights Organization.

· Knowledge in Project Planning, design and Implementation, Monitoring and Evaluation.

· Mobilization and Developing campaigns and Advocacy Strategies.

· Developing concepts notes, Proposal writing and Fundraising.

· Financial Management expertise and diligence in Accounting for and maximizing resources.

· Experience in Facilitation and Training skills including Team Building.

· A Team Player and ability to work in a multi-cultural environment.

· High proficiency in various computer applications (SPSS, MS Windows office).

· Effective verbal and written communication.

Candidates with above qualifications should send application letters and detailed CVs to:-

ANPPCAN Kenya Chapter,

P.O. Box 46516, 00100

Nairobi.

OR

e-mail: admin@anppcankenya.co.ke

Male candidates aged 28 – 35 years are encouraged to apply. Deadline for applications is on 13th August 2009

United Nations Development Programme

Vacancy Announcement

United Nations Development Programme (UNDP) is UN’s global development organization.

UNDP has a normative global mission as a pro-poor development agency to promote human

rights, gender and the Millennium Development Goals.

I. Position Information

Job Code Title: Operations Manager

Grade: National Officer Category C

Vacancy Number: 2009-008-001

Duty Station: Nairobi, Kenya

Type of appointment: Fixed Term Appointment

Organizational Unit: Operations

Closing Date: 19 August 2009

II. Organizational Context

Under the guidance of the Deputy Country Director Operations (DCD-O), the Operations Manager

acts as an advisor to Senior Management on all aspects of Country Office (CO) management

and operations. This includes strategic financial and human resources management, efficient

procurement and logistical services, ICT and common services consistent with UNDP rules and

regulations. The main role is to lead the operations, ensuring smooth functioning of the Country

office/programmes/projects operations, ensuring optimal performance on corporate scorecard for

operational areas, consistent services delivery and constant evaluation and readjustment of the

operations to take into account changes in the operating environment as and when needed. The

incumbent will act as the deputy to the DCD-O and officiate in his absence.

The Operations Manager leads and guides the Country Office Operations Team and fosters

collaboration within the team, with programme staff and with other UN Agencies and a clientoriented

approach. The Operations Manager works in close collaboration with programme and

project teams in the CO, operations staff in other UN Agencies, UNDP HQs staff and Government

officials to successfully deliver operations services.

III. Functions / Key Results Expected

Summary of Key Functions:

• Ensuring strategic direction of operations

• Financial resources management and supervision of the Finance team

• Human Resources Management and supervision of the HR team

• Efficient procurement and logistical services and supervision of the Procurement and Logistics

team

• Information and communication management and supervision of ICT team

• Common services organization and management, establishment of partnerships with other

UN Agencies

Please visit the UNDP Kenya website – http://www.ke.undp.org/jobconsultancies.htm for the

detailed post description.

IV. Recruitment Qualifications

Education:

Master’s Degree in Business Administration, Public Administration or related field. Additional

professional training in HR, Project Management, Accounting and Finance and/or Procurement

would be a distinct advantage.

Experience:

Minimum of 5 years of directly relevant experience at the national or international level in providing

management advisory services and/or managing staff and operational systems and establishing

inter-relationships among international organization and national governments. In addition,

experience in business re-organization and business processes mapping/re-engineering would be

an asset. Proficiency in the usage of computers and office software applications and in handling

of web based management systems.

V. Application Procedures

Interested and qualified persons are kindly requested to forward their applications and CVs - giving

details of education and professional experience, as well as names, addresses (both postal and

email) and telephone numbers of three referees, quoting the vacancy number for the specific post

applied for not later than 19 August 2009.

Applications should be addressed to United Nations Development Programme (UNDP),

P O Box 30218, GPO 00100, Nairobi, Kenya and sent to the following email address:

jobs.ke@undp.org

Internal candidates should submit an updated United Nations Personal History Form (P.11) and

their three most recent performance appraisals.

Kindly quote the vacancy number (No. 2009-08-001) on the subject line of the email message.

VI. Additional Considerations

• As this is a National Officer position, UNDP will only consider applications from nationals of

Kenya

• Applications received after the closing date will not be considered.

• Only those candidates that are short-listed for interviews will be notified.

“UNDP strives to achieve an overall balance in its staffing patterns”
VACANCY ANNOUNCEMENT

_____________________________________________________________________________________________

Vacancy No.:


VA/FPA/KEN/20/2009

Post Title: 


Information Technology (IT)/LAN Management Associate
Duty Station: 


Nairobi, Kenya

Category:


Service Contract - SB 3
Duration of Appointment: 
One year, renewable subject to need, availability of funds and satisfactory performance

Organisational Unit:
UNFPA Kenya Country Office

This position is open for interested Kenyan candidates, who should submit their applications to the undersigned by 24 August, 2009.  UNFPA reserves the right to support at the indicated or lower level and prior to the closing date.  Only short-listed candidates for the advertised position will be contacted. 

DUTIES AND RESPONSIBILITES

Under the overall guidance of the UNFPA Representative, Deputy Representative and the direct supervision of the Operations Manager; provide daily technical support to users of information management tools and technology infrastructure.  The IT Associate will work in close collaboration with the Programme and Operations staff and UNFPA HQ staff to resolve IT-related issues.  The IT Associate is mainly expected to provide support to the office in Information Technology but will also be assigned responsibilities in the area of finance and administration.  In this regard the IT Associate will specifically carry out following functions:

· Support Implementation of IT management systems and strategies:  ensure compliance with corporate information management and technology standards, guidelines and procedures for the Country Office (CO) technology environment; provide support to the use of Atlas (UNFPA’s implementation of ERP) functionality; provide inputs to the Country Office administrative business processes mapping and implementation of the internal standard operating procedures; and provide inputs to preparation of results-oriented work plans.

· Ensure effective functioning of the Country Office hardware and software packages:  Perform specific technical functions, including changing of hardware electronic components (discs, memories, network wiring, power sources, etc) and routine diagnosis and repairs of IT equipment with minimum external assistance, assist in the installation of commercial and in-house developed software and related upgrades, assist in upgrading patch and anti-virus programs on a timely basis; provide preventive maintenance and servicing of all IT equipment, monitor the file server traffic, usage and performance on a frequent and regular basis, support users in backing up and restoring their files, as well as in virus detection, removal and prevention. 

· Support networks administration: assist in trouble-shooting and monitoring of network problems; respond to user needs and questions regarding network access; assist in backup and restoration procedures for local drives; maintain backup logs; and assist in organizing of off-site storage of backups. 

· Provide administrative support:  maintain an up-to-date inventory of software and hardware; maintain a library of IT related reference materials; maintain  the inventory and stock of both consumable and non consumable inventory; extract data from various sources; research and retrieval of data from internal and external sources; prepare statistical charts, tables and reports as required; provide IT support to key events and when necessary to implementing partners. 

· Provide support to Programme staff:  provide IT support to the programme staff and assist in the maintenance of an up-to-date electronic inventory of all programme files, important documents and a library of published articles and videos. 

· Ensure facilitation of knowledge building and knowledge sharing in the Country Office: participate and assist in the organization of training for the Country Office staff on IT issues; contribute to knowledge networks and communities of practice; ensure UNFPA’s issues and concerns are represented in forums on  common or shared IT facilities.

Qualifications

We require a candidate who has A University Degree in Information Technology with other computer certification such as Microsoft Certified Professional (MCP) or equivalent.  He/she must have knowledge of electrical wiring  and have a minimum of 5 years of relevant working experience, including network administration, support to management of hardware and software platforms and telecommunications facilites, knowledge of Windows-based packages/applications. Good knowledge of PC/LAN operating systems, Microsoft Windows, corporate ICT security and viral protection systems as well as ERP is required. 

The candidate should be fluent in written and spoken English and have some level of training or experience in finance and administrative related work.  

Other competencies

· Extensive experience in the use of modern management information and data base systems

· The necessary business acumen for the position and a client approach to work

· Integrity, commitment and respect for diversity

· Skills to manage relationships, communicate and develop people

· An ability for analytical and strategic thinking and results orientation

· Good knowledge of database systems.

Applications with a current CV should be addressed to:

The UNFPA Representative

UN Complex Gigiri, Block Q, Room 205

P.O. Box 30218, 00100 

NAIROBI, 

OR 

Email address: recruit.unfpa@undp.org
‘UNFPA provides a work environment that reflects the values of gender equality, teamwork, respect for diversity, integrity and a healthy balance of work and life.  We are committed to maintaining our balanced gender distribution and therefore encourage women to apply.’
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