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OPEN TO INTERNAL AND EXTERNAL CANDIDATES

Vacancy Notice no: IOM/067/09

Duty Station: Nairobi, Kenya

Position title: Administrative Assistant

Classification: Grade G3/01 (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 Manager and under direct

supervision of the Program Support Assistant the incumbent is responsible for performing routine

administration duties including general project, procurement and logistic support for Nairobi and field

based offices. All these activities will serve to support the effective field implementation of the

Emergency Post Crisis Unit. In particular, he/she will perform the following duties.

1. Assist in maintaining project administration systems as established by the Project Manager,

including filing and general administration

2. Provide and maintain monthly work plan within the unit

3. Maintains good record of technical information including assessment tools and curricula.

4. Taking minutes in meetings and provide relevant documentation for the meetings.

5. Prepare Travel Authorizations (TA) and request for security clearance for the external

consultants and mission staff as required.

6. Maintains information for the monthly report to the Donor.

7. Prepares Payment Requests for authorization and coordinate with finance for payments.

8. Coordinates closely with Migration Health Department (MHD) for standardization of all finance

reporting related to project.

9. Ensures timely dispatch of accounting records as directed.

10. Requests for project materials and equipment and follow up with the procurement office for

delivery and ensure dispatch as required.

11. Assist and support on logistics and administrative planning of meetings and trainings in Nairobi

and field level as necessary.

12. Perform such other duties as may be assigned.

Desirable Qualifications (Educational experiences and competencies):-

1. Diploma in Business Administration or an equivalent

2. Minimum (3) three years of related experience in administrative, secretarial and/or logistics

work in the private sector/UN agencies/NGOs/IOs

3. Strong communication, organizational and interpersonal skills
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4. Hard working, dedicated and able to monitor and follow up pending matters

5. Ability to meet deadlines and work under pressure with minimum supervision.

6. IOM functional competencies required: effective communicator, successful negotiator, creative

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

7. High level of computer literacy especially MS Word, Excel, Access, PowerPoint

8. Fluency in English and Kiswahili languages

Mode of Application:

Submit Cover letter and CV including daytime telephone and email contacts to:-

The International Organization for Migration, Human Resources Department, P.O. Box 55040 – 00200,

Nairobi OR send by e-mail to HRNairobi@iom.int

Closing Date: 18 September 2009
INTERNAL/EXTERNAL  SEQ CHAPTER \h \r 1COMPETITION NOTICE
No. 2009-ADMIN-02

Notice is hereby given of a competition to staff the position of an Administrative Assistant [Property/HR] in the Management Program on an indeterminate basis. The staffing process will consist of a review of all applications and CVs to ensure that the applicants have demonstrated that they meet the screening requirements stated below and an interview to evaluate the candidate’s suitability for the position.  In addition, tests will be conducted prior to the interview to assist the selection board in assessing essential and desirable skills/qualifications.

Title:



Administrative Assistant [HR]
Section:


Management Services 

Level:



LE-05

Supervisor:


Second Secretary Human Resources [DMCO/HR]
Salary Range:

Kshs 1,128,356.00 ~ Kshs 1,805,264.00 plus social benefits

---------------------------------------------------------------------------------------------------------------------

Summary of Duties :
Under the general supervision of the Deputy Management Consular Officer/HR [DMCO/HR] provides administrative services and coordinates office services; performs various administrative functions for the Property and Human Resources programs; Collects, maintains and collates a variety of documentation. Performs other duties:

Screening Requirements:
Education:

University Degree in business administration OR an acceptable combination of education, training and work experience related to the duties and specific areas of competence required by the position.

Language:

ability to communicate fluently in English.  French an asset.
Knowledge: 

Knowledge of general administrative practices and procedures, knowledge of Inventory Management, knowledge of Computer Programs like Word Processors, Spreadsheets and related software.

Experience:

At least three years experience in an office environment. 

Rated Qualification:
Knowledge:

- of general administrative services 

- of the upkeep of electronic or hard copy files and records

- of data base, word processing and spreadsheet software

Capabilities:

- to  SEQ CHAPTER \h \r 1communicate effectively (verbally and in writing) in English and French.

-  SEQ CHAPTER \h \r 1strong organizational, planning and time management skills

- to prepare routine correspondence

- to keep files and records up to date

- to analyze data and information in order to make recommendations

- to plan and organize events and conferences

- to work independently and in a team

Personal Suitability:

- strong sense of client service

- effective personal relationships, tact and courtesy

- discretion

- good judgement

- flexibility

- sense of cooperation

- integrity

To Apply:

Candidates must demonstrate in writing that they meet the screening requirements by submitting their CV under a covering letter not later than 13h00, 18th September, 2009 to: 

HR Section

Canadian High Commission

P.O. Box 1013

00621- Nairobi
Email: nairobi.competitions-concours@international.gc.ca

Fax: (254-20) 366-3900
Ref:  2009-Admin-02

 SEQ CHAPTER \h \r 1 
JOB DESCRIPTION

CANADIAN HIGH COMMISSION

Program:


Management/Consular Program 

Position Title:

Administrative Assistant [HR/Property]


Location:


Canadian High Commission, Nairobi

Classification Level:
LE-05

Supervisor’s Title:

Deputy Management Consular Officer (Human Resources)

................................................................................................................................

 
GENERAL  ACCOUNTABILITY: 

Under the general supervision of the First Secretary (HR) provides secretarial services and coordinates office services; performs various administrative functions for the Property and Human Resources programs; Collects, maintains and collates a variety of documentation. Performs other duties:

SPECIFIC  ACCOUNTABILITY

A.
Provides secretarial services and coordinates office services for the D/MCOs HR and Property) by:





30% 
- 
gaining a comprehensive knowledge of office routines and procedures and a good knowledge of the functions of the Property and Human Resources  sections in order to respond to basic inquiries.
- 
typing reports, charts, tables, letters, memoranda, and other correspondence in English and French from notes and drafts for the Human Resources and Property sections.
- 
preparing and recommending correspondence format standards and secretarial standards for use by the Administration Program and ensuring that these standards are observed;
- 
proof reading and formatting typed material and correcting errors;
- 
drafting and responding to routine correspondence for signature of the supervisors, in English and French;
- 
translating English texts such as administrative notices, correspondence, and job descriptions into French both in writing and verbally;
- 
reviewing incoming correspondence including registered mail, date stamping and redirecting it to the appropriate officer in the Property and Human Resources sections;
- 
making photocopies and scan of material and making proper distribution as required;
- 
locating and extracting information from a number of specified sources for use by the Property and Human Resources sections in answering correspondence and telephone inquiries;
-
receiving and answering telephone calls by providing routine information, or by referring enquiries to the appropriate persons responsible;

- 
assisting in logistical arrangements for conferences and meetings;
-
maintaining a bring forward (B.F.) system so that pending issues are brought to the D/MCO (Property) and the D/MCO (HR)’s attention in a timely manner;

-
arranging business meetings and official hospitality functions, maintaining a schedule of engagements, producing invitations and guest lists for official hospitality functions for the D/MCO (Property) and D/MCO (HR); 

- 
receiving and distributing incoming, unclassified diplomatic mail and preparing outgoing, unclassified diplomatic mail for dispatch

B.
Performs a variety of administrative Support functions for the Property and Material Section







25%


- 
assisting the D/MCO (Property) in the preparation of the budget worksheets and financial statistical data;

- 
preparing draft standing offer agreements, service contracts and maintenance contracts for the D/MCO (Property) based on the standard Government format;

- 
assisting the D/MCO (Property) with updating the PRIME database records as necessary (i.e. new SQ occupant data, etc…);

- 
verifying invoices for payment from a variety of sources, in accordance with agreed services contracts, standing offers, quotations, etc…

C.
Performs a variety of administrative support functions for the Human Resource section by:







25%


- 
assisting in preparation of ad hoc and specialized reports to Ottawa, providing research and analysis or information from administrative files, conversations with local contacts and a general knowledge of local conditions;

- 
undertaking and coordinating surveys on a wide variety of subjects;

- 
advising the appropriate sections in Ottawa of staff arrivals and departure by filling out the appropriate Outlook form;

- 
advising AAR of incoming and departing Canada Based Staff by ensuring that the appropriate forms have been filled out by incoming staff to ensure immediate ambulance coverage;

- 
photocopying, filing, sending to Ottawa, and keeping track of CBS overtime forms;

- 
regularly updating Kigali and Nairobi’s Organization Charts;

- 
responding to prospective employees seeking employment and maintaining a database of resumés;

- 
updating and maintaining employee files with updated job descriptions, performance appraisals and other appropriate correspondence;

- 
assisting the Human Resources Officer in drafting routine correspondence in English and in French;

- 
acting as Petty Cash custodian;

D. Collects, maintains and collates a variety of documentation by: 
15% 


- 
organizing and maintaining a filing system for the Property and Human Resources sections according to established records management procedures, including diaries, records and reference material;

- 
classifying, photocopying, scanning and filing letters, memoranda, fax messages and general correspondence;

- 
assisting in the maintenance of the program's non-classified files, ensuring that proper procedures for receipt, maintenance and destruction of non-classified material are followed;

- 
maintaining files in appropriate physical condition and creating new volumes as required;

- 
maintaining a central directory of contacts;

- 
regularly updating and publishing telephone and address lists for the mission;

- 
researching or receiving information required for the completion of work or purchase orders and ensuring that copies of approved work orders are attached to invoices when received;

- 
ensuring material to be kept on file is attached to the appropriate record and removing obsolete material from the files;
E. Performs other duties as required





5%


- 
Replacing the receptionist/telephonist (according to the rotating duty roster);


- 
supporting mission activities during visits, receptions and meetings and assisting in arranging logistics;

- 
Relieving and acting as back-up for the Administrative Assistant [Material] and the Personnel officer during periods of their absences.

- 
Performing other duties as allocated by the DMCOs or the Counsellor
HR Section

Canadian High Commission

P.O. Box 1013

00621- Nairobi
Email: nairobi.competitions-concours@international.gc.ca

Fax: (254-20) 366-3900
	I. Position Information



	Title of Consultancy:
Central Data Repository for Somalia

Type of Contract:             SSA - Standard Service Agreement

Duration:

3 months 

Duty Station:

Nairobi

Date of issue:

08th September  2009

Closing Date:

23rd  September 2009

	


	II. Organizational Context 



	Since the collapse of the Government in Somalia in 1991, the institution responsible for managing statistical activities disintegrated leading to a vacuum in the collection, processing, analysis and dissemination of statistical data. This resulted in a critical shortage of data for planning interventions by UN agencies and other development partners. To fill the apparent vacuum, UN agencies in Somalia have been collecting data on a regular basis to meet their planning and operational needs. There has, however, been no coordinated arrangement for sharing and disseminating data collected by the agencies and this has led to poor utilization of the existing data among the UN agencies in Somalia. There is also likelihood for duplication of data, financial resources in the data collection as there is no common repository for all UN data in Somalia that can enable data producers and users to ascertain the available data. Currently, the sharing of existing data is facilitated either through the Statistical Working Group (SWG) or formal arrangements between agencies. This has the potential for inefficiency in using the large amounts of data existing within the UN agencies. This limits awareness of and access to existing data for planning interventions by organizations other than UN agencies and consequently results in underutilization of the available data.

When a national statistical agency is put in place, it will be necessary to hand over databases from surveys conducted over the years by the UN agencies to the existing administrations for policy formulation and planning. This will guarantee continuity of data collection activities and sustenance of institutional memory by the new administrations. It will be feasible for this to happen only if all the data has been pooled together into a single source.

Collection, processing and analysis of data are expensive undertakings involving enormous financial resources. It is important that data should be analysed and shared extensively to justify the large amounts of resources invested. Consequently there is justification to put all UN data into one repository which can be easily accessed by all interested users. 

In realization of the concerns above and the need to extensively and widely share and analyse existing data among the UN agencies, UNDP is working towards developing a repository for all UN data. The system will be a web-based database with capabilities to handle massive data and provide indicators online without requiring expert analytical training. REDATAM
(and REDATAM Plus GIS) has been identified as a suitable system for this facility. It will provide frequency distributions, cross-tabulations and other desired analytical results online. It will also support GIS functions hence enabling spatial display of indicators from the database in the form of maps. At the same time the integrity of the data will be protected from interference or modification by users as the system does not provide direct access to the database. 

The SWG has recommended that the REDATAM system be developed using data from all UN agencies to provide a reliable and efficient platform for disseminating and sharing data across the agencies, the administrations, the public and other interested users.  Data from all agencies will be collected and incorporated in this system.

Consequently, UNDP intends to hire the services of a consultant with sufficient experience in REDATAM in setting up an integrated management statistical data system.

	III. Functions / Key Results Expected


	Within the framework of the Terms of Reference of the Data Harmonization Task Force, the main objective of the consultancy is to develop a REDATAM database system for a repository for all UN Data in Somalia for effective access by all agencies, the administrations, local and international NGOs, University Scholars and researchers. The system should enable the users to produce tables from the data sets without expert knowledge on analysis of statistical data

This will involve the following tasks which will lead to the creation of a repository for the data sets: 

a) Develop a work plan for the implementation of the REDATAM system 

b) Demonstrate a working system developed using the REDATAM system

c) Review, clean and validate all the data sets for setting up the repository in REDATAM

d) Creates of the REDATAM database structures

e) Validate the REDATAM database for the data sets

f) Create the Web-server version of the REDATAM databases

g) Create final Integrated Web-server system

h) Test the system with domain experts

i) Train the responsible staff of UN on the use of the system developed in REDATAM

j) Test the system with a wider set of users


	IV. Monitoring and Progress controls 



	The consultant will work under the overall supervision of the Senior Economist but reporting directly to the Statistical Specialist for the day to day guidance. The consultant will also liaise with staff providing data from other UN agencies. Evaluation of the SSA contract will be made against the benchmarks and deliverables set for the assignment of the consultant at the end of the contract duration.

	V. Final Product/deliverable



	1. A validated repository with clean data 

2. A web-based REDATAM system running and with UN data uploaded

3. Trained UN staff in the use of the REDATAM system and counterparts

4. A user manual for the developed REDATAM system 


	VI: Review/approval time



	Payment shall be released based upon the completion of the milestones outlined below. The lump sum amount for the entire assignment period shall be apportioned according to the milestones. The last payment shall be released on successful completion of the final milestone.

Milestones for the assignment:

1. First month 

a) Data validated and cleaned for creation of the system

b) Structure for the integrated REDATAM database completed

2. Second Month

a) Data Uploaded onto the developed REDATAM system

3. Third Month. 

a) The REDATAM system hosted on the internet
b) User manual developed
c) UN staff and counterparts trained in using the system

	VII. Recruitment Qualifications


	The candidate should have an advanced degree in Statistics with experience of at least five years in statistical data modeling and computing. Candidates with a first degree in Statistics and experience exceeding 10 years may be considered. The candidate should have worked on the development of a REDATAM system for dissemination of survey and census data for a Central Statistical Office and should have demonstrated experience in the use of CSPro, SPSS or Stata statistical data analysis software.  

	VIII.  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 23rd  September 2009
Applicants are required to fill and sign a P11 Form and submit it together with Curriculum Vitae on the online application.

The P11 Form can be obtained from the link below:

http://sas.undp.org/Documents/P11_Personal_history_form.doc
Women & 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/)



United Nations Development Programme

Vacancy Announcement

“UNDP is an equal opportunity employer which strives to achieve overall balance in its staffing patterns”.

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.

Job Title: Programme Analyst

Category: National Programme Officer

Grade/Level: NOA (ICS-8)

Type of appointment: Fixed Term Appointment

Reporting to: Team Leader, Peace Building & Conflict Prevention Unit

Duty station: Nairobi, Kenya

Closing date: 22 September 2009

I. Organizational Context and Position Information

Under the direct supervision of the Team Leader and working together with other Unit staff, the Programme

Analyst analyzes political, social and economic trends and will participate in the formulation, management

and evaluation of programme activities for the project(s) assigned in UNDP’s area of practice namely, conflict

management, peace building and armed violence reduction.

In the context of the post-elections violence and implementation of the Kenya National Dialogue and

Reconciliation (KNDR) agreement the Programme Analyst will work on national and local peace building

interventions through the projects, Supporting Implementation of the Peace Agreements: A Programme

Framework for Dialogue and Reconciliation in Kenya in the Aftermath of Elections-related Violence and

Consolidating the Gains of the KNDR Process. Through these projects, he/she will engage with a variety of

partners at both the national and local levels to promote reconciliation, support the implementation of the

peace agreements, and foster inter-communal dialogue as a means to restoring trust and confidence in the

public space and contribute towards healing, reconciliation and peace building in the nation.

This involves, but is not limited to support to the following: contributions by key actors and parliamentarians

towards peace and reconciliation initiatives increased; new institutions mandated by the peace agreements

functionally established, and able to develop and implement effective frameworks and policies for addressing

the core issues behind post-electoral violence; local level conflicts resolved through mediation, dialogue

promotion, and reconciliation efforts by civic and inter-faith organizations; women in affected communities

successfully assisted in overcoming trauma and in playing visible and active roles in promoting peace in their

communities; youth in affected communities, including those participating in the activities of tribal militias and

other armed groups, actively engaged in the promotion of dialogue and reconciliation; and Capacities of UNDP

and partner agencies to support dialogue and reconciliation processes strengthened.

The Programme Analyst coordinates activities of the projects’ staff. He/she works in close collaboration with

the operations team, programme staff in other UN Agencies, UNDP HQs staff and Government officials,

technical advisors and experts, multi-lateral and bi-lateral donors and civil society ensuring successful UNDP

programme implementation.

2. Application Procedures

Interested and qualified persons may apply online through the UNDP Kenya eRecruitment website at

http://www.ke.undp.org on or before 22 September, 2009. Select “eRecruitment” from the “Operations”

menu to access the eRecruitment Portal. The detailed post description for this position can also be found at

this site. Applications received via other means will not be accepted.
CUSTOMER MARKETING MANAGER

Our client who is one of the world’s leading suppliers of fast moving consumer goods would like

to recruit a Customer Marketing Manager. The person will be responsible for developing and

implementing the activation plan that supports the objectives of their brands and the customer.

Further, they will lead the development and execution of brand solutions & customers focused

activities based on fully integrated, shopper, customer and channel insights.

Key Responsibilities

Develop customer & shopper insights and translate these insights into business building

opportunities within specific channels.

Use and leverage account specific category and shopper insights.

Build channel specific customer marketing plans to deliver brand objectives in conjunction

with Brand Marketing Plan and Customer Business Plan.

Integration of customer marketing plans with brand marketing plan and customer business

planning.

Work with Account managers to ensure excellence in in-store activation and delivery of

integrated Customer Business Plan and Customer Marketing Plan

Work with the Brand Managers to deliver activation plan efficiency and effectiveness.

Communicate the customer’s marketing and business strategy to the brand teams.

Develop strong relationships with Customers at marketing and activation level.

Manage total trade investments.

Ensure Brand standards for channels are adhered to e.g. consistent use of brand key visuals,

customer activation themes aligned with brand activation.

Lead execution of plans & activities including customized offerings (including special

packs, channel specific packs)

Analyze the Return on Investment of the marketing activities executed with the customer.

The client would like to discuss the above position with an individual who has a minimum of 2 to

3 years relevant experience in customer marketing. Brand building and customer identification

experience would be ideal. 2 to 3 years account management experience is an added advantage.

Send us your application, including an up to date CV, daytime telephone contacts and the names

of three professional referees. Your application should clearly highlight the extent to which your

experience matches our client's requirements and must reach us before 25th September 2009 to

the address below:

Adept Systems

MANAGEMENT CONSULTANTS

P O Box 6416, Nairobi, GPO 00100

Email: recruit@adeptsystems.co.ke

Web: www.adeptsys.biz

Only short listed candidates will be contacted. Visit our website for more vacancies!
DATA ANALYST

REPORTING TO: Project Manager

PROJECT DURATION: Fixed contract of 15 months subject to the Organization’s

normal personnel policies and procedures

Job Purpose

The Client is looking for a Data Analyst to handle all the monitoring and evaluation

aspects of the dissemination and research processes. He/she will be responsible for

the design and of research instruments, timely data collection, data capture into SPSS,

cleaning and analysis as well as development and implementation of the monitoring

plan.

INDICATORS OF GOOD PERFORMANCE OF THE JOB

The smooth and efficient implementation of the project Monitoring and

Evaluation activities under both Research and dissemination outputs of the

project.

Accurate and timely data collection, cleaning and analysis under research and

dissemination activities of the project.

Accurate and timely Data Capture into SPSS and ensuring primary and secondary

data safety and storage.

Design of research instruments in line with Research Activities of the project.

Efficient supervision of data collection and cleaning activities by personnel under

their direction.

Development and Implementation of the Monitoring Plan for Project activities.

KEY DUTIES

Generating sample frames and selecting samples

Recruitment (or assist in recruitment), training and supervision of enumerators and

Data Entry Clerk/s.

Planning and overseeing data collection and entry in the office and field

Designing research questionnaires in conjunction with Project Manager and

Research Director

Liaising with project partners on data collection

Establish data gathering mechanisms and consolidation of the data against research

objectives and project goals

Overseeing data entry and cleaning

Designing syntaxes for data cleaning

Analysing data

Generating reports from the data

Referring to the research questions of the project and suggesting how best they can

be addressed and answered.

Ensure proper and secure maintenance of data and storage of research /data

collection instruments

Any other duties that may reasonably be required by the Project Manager and/or

Research Director.

KNOWLEDGE/SKILLS/EXPERIENCE

At least a bachelor’s degree in business, accounting, finance, economics or

development studies.

Proficiency in using SPSS, Excel and Access

Excellent communication skills (Must be proficient in English and Kiswahili)

Experience in data collection, cleaning, Analysis and writing Research Reports.

(Experience working with a Financial or Research organizations will be an added

advantage).

Ability to work independently and deliver against strict deadlines

Must have a valid, clean driving license

How to apply

Send your application stating why you are suitable for the position, a detailed CV

highlighting relevant experience, a daytime phone contact, email address, the names

and telephone contacts of three professional referees and details of current and

expected salary to the address below by: 22nd September, 2009

Adept Systems

Management Consultants

P O Box 6416 – 00100 Nairobi

Email: recruit@adeptsystems.co.ke

Website: www.adeptsys.biz

Only short listed candidates will be contacted!
NGO SAFETY PROGRAM (NSP)

Position Description

Title:  Local Safety Assistant  
Location: Burco, Somaliland.  
Duration:  12 month renewable 
Background

NGO Safety Programme formerly NGO SPAS was established in 2004 by NGOs operating in Somalia. NGO Safety programme seeks to make a contribution by improving the delivery of much needed humanitarian and development assistance in Somalia.  NSP addresses the growing challenge of security in the NGO community through the provision of specialised, coordinated and focused security management support. The project recognizes the insecure operating environment all NGOs face in Somalia and the collective value of enhancing security preparedness and support. The project provides the NGO community with its own security focal point and tailored security support services through information gathering, analysis and reporting; coordination with relevant actors in the security arena; the upgrading of security preparedness through the provision of training and technical advice; and security assessment activities.  NSP projects are located in Hargeisa, Garowe, Merka, Beletwyne, Afmadow and Baidoa.
Purpose
This position of high dependability will function as the safety focal point for the aid community in the designated area of operations. The core responsibilities of this position will be, safety report writing, liaisons with appropriate authorities, NGO project facilitation through the provision of safety advice, NGO access facilitation, NGO safety development and any other tasked deemed necessary. The ability to interact with all such parties while maintaining and emphasizing a position of principled political neutrality and operational independence is paramount.
Key Responsibilities:

Safety Analysis and Advice
a) Act as the local focal point for safety co-ordination and information sharing between the relevant actors and NGOs within the area of operations.

b) Assist with the implementation of regional Safety plans including but not limited to Evacuation Plans as directed.

c) Collect analysis and report information of a NGO safety nature as directed.

d) Monitor the evolving situation in the area of operations in coordination/consultation with other actors as per guidelines set by the NSP program manager.
e) Facilitate NGO access and operations by the provision of dependable unbiased advice. 

f) Assist in training as required in Kenya and Somalia 
Reporting











a) Prepare and submit safety reports and trend analyses as required.
General Responsibilities

a) Any other reasonable duties as requested by the NSP program manager and or line management.
Reporting Arrangements
Directly reports to the NSP Northern Somalia Safety Coordinator. 

Posting details: 

· This position is Burco based with travel into the area of operations with this sector: 

· The position requires the holder to be available at all times (24hrs, 7 days).
· The position requires the holder to be able to access the duty location at all times 

· This position requires the incumbent to regularly travel to destinations within Somalia and Kenya. 
· The risk associated with dealing with the lives of NGO staff may place a lot of pressure on the position, whose scope of performance is determined by various indeterminate, external factors.

· Burco is a non family based work station 
Personal Specifications

Essential:
· Secondary school 

· Good investigative skills 

· Excellent reporting skills

· Thorough understanding of the environment in the area of operations.

· Fluent in English and Somali both written and spoken.
· Valid Passport 

· Computer literate 
Preferable:
· Any form of training in Security Management and or humanitarian employment
· Safety training desirable 
Terms and Conditions

In addition to basic salary, benefits i.e. Medical(Outpatient and inpatient), Insurances, termination benefit, Idd bonus, mission travel and per diem will be provided. 

Interested candidates who meet the requirements to forward their C.V. and Letter of Interest explaining why they are suited for the position.  The application bearing the subject heading “Local Safety Assistant   Burco” Somaliland should be forwarded via email only to vacancy@somaliangoconsortium.org  on or before 28th September 2009.  Only short-listed applicants will be notified. 
WORLD FOOD PROGRAMME

INTERNAL VACANCY ANNOUNCEMENT WFP 47/09

Date of issue: 09/09/2009

Deadline for application:  21/09/2009
Job Title:        Logistics Assistant

      

Duty Station:  Mombasa, Eldoret and various locations in Kenya
Post Grade:   G4 (Service Contract)

	Accountabilities:  Under the direct supervision of the Head of Field Office or Data Administrator or Logistics Officer as appropriate, the incumbent will be responsible for the following:

General Logistics:

· Support and advise the lead Non Governmental Organisation (NGO) at the Extended Delivery Point (EDP) regarding logistics issues arising from the Letter of Agreement between WFP and the lead NGO to ensure effective management of WFP provided food.

· Ensure that accurate and complete records of WFP-provided commodities (including commodities provided by the Government of Kenya to WFP) from the time commodities arrive at the warehouse until final delivery to the Final Delivery Points (FDPs) are maintained.
· Ensure that the lead NGO provides required reports (as per the Logistics guidelines) correctly and on time to the WFP Logistics Unit in Nairobi. 

· Ensure timely offloading of all primary transport by the lead NGO at the EDP and inform WFP Logistics Unit in Nairobi of any delays in the absence of the Logistics Assistant in charge of the warehouse.

· Execute training for logistics staff of lead NGOs in commodity handling, record keeping and reporting as per WFP guidelines, if and when required.

· Report all security incidents in the district to the Logistics Unit in Nairobi.

Commodity Tracking:

· Thoroughly check the information registered on the movement documents for clarity and correctness in accordance with the established procedures before data entry is performed.

· Post daily receipts and dispatches of WFP food commodities into the corporate CTS system, COMPAS, based on waybills and reports received from the Programme Unit and Cooperating Partners.

· Monitor the availability and correct use of waybills and other supporting documents as well as ensure that quantities dispatched to and received at the Sub-Offices are in accordance with the Programme distribution plans.

· Register and record transit and warehouse damages and losses as per documentation.  Ensure all data is captured in COMPAS.  Ensure reconstitution of damaged cargo is done immediately after receiving reports and all data is captured in COMPAS.

· Cross check any differences between the data entered into the system against the actual physical documents to maintain high recording standards as required by the organisation.

· Receive process and reconcile any and all invoices for EDP management and distribution as well as for secondary transport, if any.  Ensure that the Explanatory Note to be accompanied by each invoice is prepared and submitted to WFP Logistics Unit in Nairobi within 4 days upon receipt of invoice.

· Send/receive data transmissions on a daily basis to ensure availability of accurate and timely data at all levels of the organisation.

· Organise and execute systematic audits and reconciliation exercises to compare records against actual physical stocks on a weekly basis.

· Maintain proper filing systems and archiving of documents so that they may be retrieved promptly and efficiently when required.

· Process invoices for commodity movement and handling services in a timely and accurate manner.

· Perform any other duties as directed.

	Qualifications and Experience:   

Education:  Successful completion of secondary school education (KCSE).  Desirable: Diploma in Computer studies/ Statistics/ Logistics/ Transport/Accounts or other relevant field.
Experience:  A minimum of three years’ progressively responsible experience including at least one year in inventory management and record keeping; commodity reconciliation and stock recording; statistics, accounting, food stock handling, logistics operations or another related field.  Ability to work effectively in a multicultural team environment.  Willingness to travel and to work under difficult conditions, under pressure and outside normal working hours.  

Knowledge:

Computer literate and good working knowledge of Microsoft software applications (MS Word and Excel).  Comprehensive understanding of Microsoft Access.  

Critical Success Factors: 

Ability to review a variety of data, identify and adjust data discrepancies. Identify and resolve operational problems. Ability to maintain a high degree of accuracy and competency together with the ability to work methodically.  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/ work effectively in a multicultural team environment. Able to independently make critical and accurate judgments of situations and be flexible.

Languages:

Proficiency in written and oral English and good spoken Kiswahili.

Kenyan Nationals meeting the above qualifications are requested to submit a covering letter quoting Vacancy Announcement No. WFP 47/09 along with their current/detailed Curriculum Vitae, copies of certificates and name, address and e-mail address of three referees.  Envelopes should be marked:

CONFIDENTIAL:  WFP 47/09 and sent to:




 Human Resources Officer
                                                      World Food Programme 

                                                      B-223 Gigiri

                                                      P.O. Box 44482

                                                      NAIROBI 00100

Applications must be received by the deadline.  Late applications will not be considered.  WFP is an equal opportunities employer. 


VACANCY ANNOUNCEMENT 
  HIV AND AIDS PROGRAM OFFICER 
The Ecumenical Pharmaceutical Network is a Non Government Christian organization whose mission is to support churches and church health systems provide and promote just and compassionate quality pharmaceutical services.   The organization which is based in Nairobi , Kenya wishes to recruit a suitable candidate for the post of HIV and AIDS Program Officer.     

Key Responsibilities 

o         Develop and implement the organisation’s HIV and AIDS Program in line with the strategic plan including mobilising resources for program activity.   

o         Carry out relevant research and advocacy on issues around access to HIV and AIDS care and treatment. 
o         Undertake capacity building in the area of HIV and AIDS for Church Health Institutions, Drug Supply Organization, Church Leaders and others in the church health system 

o         Design interventions to increase the involvement of church institutions in the delivery of ART services. 

o         Provide advice and information to members and other partners on issues of HIV and AIDS. 

o         Identify, develop and distribute relevant, publications, manuals and other materials on HIV and AIDS. 
Qualifications and Experience 

o         Bachelor’s degree in medicine, pharmacy, or other health field.   Post graduate qualification in public health or equivalent will be an advantage. 

o         At least 3 years experience in HIV and AIDS program management and/or delivery of care and support to persons living with HIV and AIDS. 

o         Experience in preparing IEC materials, running training courses and conducting operational research in health programs. 

o         Working Language for the job is English but knowledge of French will be a significant advantage. 

o         Proficient with Microsoft Office Suite applications, including Word, Excel, and PowerPoint.   Familiarity with Microsoft Project a plus. 

Persons not citizens of or resident in Kenya would have to be willing to relocate and obtain appropriate visa and work permit.   No financial support can be provided for costs incurred. 

EPN is an equal opportunity employer.   To apply for this position, please send your CV and cover letter to:   jobs@epnetwork.org 
Deadline for submission of applications: 25 September 2009 
Executive Director 

Ecumenical Pharmaceutical Network (EPN) 
P. O. Box 749 - 00606 
Nairobi , Kenya 
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TERMS OF REFERENCE

Community Development Facilitator(s) in the Counseling and Conflict

Recovery Project in the Larger Trans Nzoia District

INTRODUCTION

Handicap International (HI) is a Non-governmental, humanitarian organization.

In North Rift Valley HI focuses on addressing HIV/AIDS, Diabetes, Sexual and

Gender Based Violence (SGBV) and post crisis response among communities of

youth, survivors and people living with HIV/AIDS across Trans-Nzoia and West

Pokot districts with disability as a cross-cutting theme at all points of project

implementation. HI promotes (disability) inclusive development and aims at

preventing and reducing disabling situations.

BACKGROUND AND JUSTIFICATION

HI Kitale is currently implementing a counseling and conflict recovery project

in Trans Nzoia East, Trans-Nzoia West, and Kwanza Districts. It is a multicultural

region composed of the Bukusu, Sabaoti, Ndorobo, Pokot, and

Marakwet as the pre-dominant tribes. The area is frequented with conflicts

linked to Cattle Rustling, insecurity due to availability and accessibility to

small arms and light weapons, and traditional land conflicts made worse with

the existence of a militia group in Mount Elgon (Sabaoti Land Defense Force-

SLDF). Cases of Sexual and Gender Based Violence have also been reported

and in an area where sexuality is hardly talked about, the culture of silence

makes survivors fearful to report cases. The 2007 general elections led to

destruction of community connectors like schools, churches, marketplaces

which traditionally provide an avenue for co-existence among people of

different ethnicity. Property loss has led to increased vulnerability to crime

especially among youth who lost their livelihood hence people still live in fear

and are suspicious of each other.

HI Counseling and Conflict recovery project has begun in April 2008 and has 3

inter-linked objectives:

1. building capacity of local counselors to provide psychosocial support to

affected community members in adopting coping mechanisms towards

community resilience

2. engage conflicting communities in conflict transformation and

community development (that is inclusive of all community components)
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3. engage youths to promote peace and positive individual development.

To realize the second objective (community development), HI seeks the services

of one or two experienced facilitator(s) to provide methodological support to

organized groups that have been referred by HI teams in the project area (6 to

10 communities) and that have already initiated some ideas of projects. These

groups are eligible to receive grants from HI upon well designed, feasible,

sustainable, gender sensitive and disability inclusive community projects. In

liaison with the HI Inclusive Community Development Officer, the facilitator(s)

will assist them in developing simple proposals and implementing strategies. HI

has the capacity to fund 8 to 12 projects for a maximum amount of 3,000,000

Kenyan shillings (average of KES 300,000 per project).

GENERAL OBJECTIVE FOR THE ENGAGEMENT

The Community Development Facilitator is to be hired to provide technical

support to the counseling and Conflict Recovery project, on the component of

inclusive development as a complement to foster healing and co-existence

amongst target communities in a post-conflict environment by supporting

alternative livelihoods and community connectors.

SPECIFIC OBJECTIVES OF THE ENGAGEMENT

In its duty to reach out to communities within the larger Trans Nzoia District

frequented by conflicts, HI has rolled out a counseling and Conflict Recovery

Project which seeks to support identified communities through Community

Development Projects as alternatives for livelihood and as strategies to foster

communal co-existence in the target regions. It therefore seeks the services of

experienced facilitator (s) on Community development projects to:

• support identification and prioritization of feasible projects that have

inclusion and community integration.

• Support formulation of community development projects in form of

simple project proposals for grant requests

• Mentor community groups on Community Development Project

implementation to include monitoring and evaluation.

OUTPUTS/DELIVERABLES

- 1 activity report on the identification/prioritization and projects formulation

phase

- 1 activity report on follow up during implementation phase

- 1 evaluation report after projects completion (or latest at the end of the year)

- 8 to 15 simple project proposals
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EXPECTED OUTCOMES

• 10 to 15 community groups will have sustainable development projects

formulated

• 8 to 12 community groups will have sustainable development projects

implemented by the end of 2009.

• 15 communities benefiting from inter community connectors on their

boundaries by November 2009.

• 15 Community development groups oriented on proposal development

and basic project management.

PLAN OF WORK AND REPORTING

The Community Development facilitator shall provide his/her services in

compliance with HI project objectives. In doing so, the facilitator(s) will be

reporting to the Senior Project Officer and work in liaison with the Inclusive

Community Development Officer, Field Coordinator, Project psychosocial

counselors.

TASKS FOR THE FACILITATOR(S) :

• Assist HI/Targeted communities in prioritizing on their ideas

and feasible projects with an aim of Community Integration and

Promotion of community empowerment to counter feelings of

helplessness and dependency on international aid.

• Provide assessment, analysis, mentoring, and technical support

to Communities/groups identified to develop proposals and run

Community Development Projects.

• Develop and write project proposals with and for targeted

communities for funding by HI.

• Develop separate monitoring plans for quality assurance of each

project to be developed with and for communities

• Ensure follow up support during implementation phase

• Write and submit end of Community development facilitation

report.

METHODOLOGY

The facilitator(s) will develop and propose a detailed methodology and work

plan that ensure strong participatory and capacity building approach at

grassroots level.
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TIME FRAME

This is a professional service requested for 60 working days spanned between

18 September to 18 December 2009.

Qualifications

The facilitator(s) should have:

• A Degree or relevant training in community development or sociology.

• Competence with qualifications, knowledgeable with practical experience

of at least 5 years in consultancy services in rural Community

Development Projects

• Extensive knowledge and experience in facilitation of participatory

approaches at community level that help ensure activities are relevant

and responsive to local conditions and meet the real needs of the

beneficiaries, within post-conflict localities.

• Background with academic and hands-on experience in project cycle

management

• Knowledge of the cultural dynamisms as well as conflict scenarios.

• Ability to speak English and Swahili fluently

• Disability background/skills will be an added advantage.

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 community development project work; their budget and

updated CV(s) before 17th September 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 : “Application for Community

Development Facilitator(s) - CCR project”
� REDATAM is the abbreviated form of REtrieval of DATa for small Areas by Microcomputer, and REDATAM Plus GIS (R + GIS) is a later version of REDATAM for use with geographic information systems such as ARC INFO. Both REDATAM and REDATAM Plus GIS were developed and are maintained by ECLAC CELADE.





Applications are being developed in collaboration with the University of Waterloo with support from IDRC. To date, 728 copies of REDATAM Plus GIS have been distributed to institutions in Africa (29), Europe (16), Caribbean (50), Latin America (572), North America (43), Asia and Pacific (17), and West Asia (1). ARC INFO is the trade name for a geographic information system, a software package compatible with REDATAM.





