CARE INTERNATIONAL IN KENYA

Vacancies Announcement 

CARE International in Kenya seeks to recruit the following positions for its Emergency and Refugee Operations in Dadaab Refugee Camp in North Eastern Province.

1. Assistant Administration Officer – Logistics (3 Positions) REF: HR2009/09/16
Job summary:

Reporting to the Logistics Officer, the Assistant Administration Officer - Logistics is responsible for coordination of project warehouse operations activities including; issuance and receiving, coordinating stock movement, documenting warehouse transactions, maintaining stores records, and overseeing storage of surplus property for the project. The post holder is expected to take part in routine distribution of food and non food items to the refugees.

Key duties and responsibilities:

· Oversees the daily operations of the projects warehouses and stocks i.e. receipts and issuance while maintaining up-to-date records. 

· Receives and inspects all incoming materials and reconciles with purchase orders; processes and distributes documentation with purchase orders, reports, documents and tracks damages and discrepancies on orders received.

· On a regular basis, advice Logistics Officer on warehouse delivery and intra- and inter-camp issuance of requested surplus project materials. 

· Responsible for maintaining the accuracy of stores records.

Required Qualifications/Skills:

· Diploma in Stores/ Supplies Management or Accounts option.

· Two years working experience with a reputable organization in a similar capacity. 

· Computer literate in Microsoft applications (word and excel - spread sheet package).

· Understanding of warehousing practices in emergency program implementation will be crucial. 

· Possesses good leadership skills, problem solving skills, organizational and planning skills.

· Person of high moral character and professional integrity.

2. Project Officer – Vector and Pest Control: HR2009/09/17

Job Summary:

The position is based in Dadaab and the candidate will report to the WatSan coordinator. The officer will provide technical support in planning and implementation of vector & pest control activities, waste based income generating groups, research on effective control measures that are environmental friendly and build the capacity of refugees. 

Key Responsibilities:

· Ensure that chemical storage, handling and dispensation is as per the laid down government rules and regulations.

· Ensure that stores are inspected and CARE duly licensed by PCPB and license renewed in a timely manner.

· Coordinate IRS in the camps and agency compounds.

· Determine the efficacy and effectiveness of chemicals in use and pests/vector resistance.

· Oversee and lead in research into innovative ways of income generation from waste.

· Vector and pest control staff capacity building. 

Qualification:

· Bachelors’ degree in applied sciences, entomology, health or related fields. Diploma holders in any of the above disciplines with 5 years proven working experience in relief/ development work.

· Experience in Project Planning and Coordination.

· Innovative, creative, a team player with good assessment and analytical skills.

· Excellent written and oral communication skills, good inter personal relations.

· Must be culturally sensitive and embrace diversity.

3. Assistant Education Officers (5 positions): HR2009/09/18
Job Summary:

Reporting to the respective Head Teachers, the suitable candidates will be responsible for providing quality education in accordance with the Ministry of Education standards through: - curriculum implementation in line with the Kenyan secondary schools curriculum, take lead in co-curricula activities, participating in teacher training programs for refugee teachers, and fostering strong student, parent participation in the school management.  

 

Key Tasks and Responsibilities:

· Quality curriculum instruction within subject of expertise. 

· Preparation, administration, marking and review of regular continuous assessment tests and end of term examinations. 

· Participation in regular curriculum reviews and leading co-curricula activities in accordance with the Ministry of Education timetable and other programme events as required. 

· Lead teacher training sessions for refugee teachers and other capacity building initiatives for stakeholders in school management as required. 

· Facilitate community mobilization for effective school management and other support. 

Required Skills and Qualifications:

· A degree / Diploma in Education with at least one year teaching experience in a secondary school with expertise in the following subjects: - Mathematics/Physics, Biology/Chemistry, English/Literature.

· Able to work in a harsh environment with minimal supervision.

· Possess analytical and problem solving skills.

· Computer literate in MS word and Excel.

· Good inter- personal skills.

4. HYGIENE PROMOTION OFFICER: HR2009/09/24
Job Summary

The officer will be responsible for all aspects of environmental sanitation and community health in the refugee camps.  This will be through the enforcement of public health regulations, monitoring and designing of sanitary technical installations, community mobilization, training and monitoring of staff.

Key Responsibilities

· Mobilization and coordination of stakeholders’ capacity building on public health promotion using integrated knowledge and skill transfer module.

· Develop water and sanitation related diseases’ surveillance and prevention master plan with stakeholders.

· Organize and supervise annual KAP surveys on public health promotion.

· Plan and coordinate behaviour change activities on target practices

· Develop training packages and modules for stakeholders’ skill transfer in hygiene promotion

Qualification

· Bachelors’ degree in environmental health/public health or related fields. Diploma holders in any of the above disciplines with 5 years proven working experience in relief/ development work.

· Two years experience in Project Planning and Coordination.

· Innovative, creative, a team player with good assessment and analytical skills.

· Excellent written and oral communication skills, good inter personal relations.

· Must be authorized by the government to enforce the Public Health Act
Must be culturally sensitive and embrace diversity.
Applications:

If you feel that you are the right candidate for the advertised position, kindly send your application indicating the reference number and title of the position applied for along with an up-to-date CV with telephone contacts for three professional referees and copies of academic and professional certificates to: The Human Resources & Development Manager, P.O. Box 43864-00100, Nairobi or by email to: vacancies@care.or.ke so as to reach not later than by  9th October, 2009.  Only short listed candidates will be contacted. 

CARE is an equal opportunity employer
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CONSULTANCY VACANCY NOTICE

(Re- advertised)

IOM/068/09

Title: Consultant

Duration: 3 months

Consultancy Type: Development of the Border Procedures Manual

Duty Station: Nairobi and Somalia

_____________________________________________________________________________

1.0 Introduction

Development of Border Procedures Manual is one of the main activities within the

framework of the implementation of the project on “Support to Individuals, State and

Non-State actors to manage Migration and Refugee flows across the Somalia/Yemen

gap” financed by EC within its Aeneas programme aimed at “Financial and technical

assistance to third countries in the field of migration and asylum”.

Te following describes the task to be undertaken by the selected Consultant for the

International Organization for Migration (IOM), on development of the Border

Procedures manual for immigration authorities of Puntland State of Somalia.

2.0 Objective, Goal and Strategies

2.1 OBJECTIVE: To develop Border Procedures manual stipulating the main

responsibilities of the immigration authorities while carrying an immigration

control on base of existing or newly developed procedures as well as the risk

management concept providing the necessary balance between the issues of the

national security and protection of migrants rights.

2.2 GOAL: The main goal is establishment an efficient border and immigration control

mechanism to facilitate the travel of genuine people while preventing the

irregular migration.

2.3 STRATEGIES

2.3.1 To apply the modern experience and practices;

2.3.2 To consider local peculiarities and expertise while implementing the

activity;

2.3.3 To develop strategy for possible replication of the practices introduced in

Puntland through implementation of this activity to other parts of Somalia

3.0 Scope of activities

The Project would encompass four phases:
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3.1 FIRST PHASE (Duration first two weeks upon engagement): The first phase would

consist of data collection and the identification of and consultation with key

interlocutors. In this phase, the consultant would prepare and forward to IOM a

survey to facilitate the collection of data for the project. The consultant would

collect, collate and analyze relevant open source material and material from

previous country studies (e.g. Baseline Assessment Report, 2009). The

information on current border/ immigration control system to be collected would

include the following:

Border/immigration policy

Legislation, procedures, terms of references, regulations, instructions other

normative acts;

Entry/exit statistics;

Current border/immigration control techniques

Existing immigration data systems and systems linkage;

Statistic and types of the border violations frequently faced by immigration

authorities

Identification of the main constrains.

3.2 SECOND PHASE (3rd to 4th week upon engagement): The second phase would be

one of project development. IOM relevant staff in consultation with the

consultant would negotiate specific objectives of this activity with the Puntland

government to get its commitment in providing of necessary support for

successful implementation of the activity. In the meantime, the consultant would

continue analysis of the data collected in phase one, draft recommendations and

work plan for consideration and eventual implementation.

3.3 THIRD PHASE (5th to 6th weeks upon engagement): The third phase would

consist of reaction, evaluation and drafting of the Border Procedures Manual

covering following issues.

3.3.1 Necessity of enhancement of the immigration control capacity of the

Puntland authorities through development and introduction of new

border/immigration control procedures and improvement of the

immigration policy meeting contemporary migration, passport control

and travelers processing challenges.

3.3.2 Development of the Border Procedures Manual.

3.3.3 Description and mechanisms of effective application of new

immigration/border procedures to help better control trafficking,

smuggling and irregular migration in general to, from and through

Puntland and to maximize opportunity for the facilitation of legitimate

visitors.

3.3.4 Necessity of organization of the training on Border Procedures Manual

for the relevant officials.

3.3.5 Elaboration of concrete recommendations on process and procedures

required for immediate introduction of new border/immigration

procedures for improvement of the entry/exit control process, applying

risk management practices;

3.3.6 Development of Work Plan with clear timeframe to promote and facilitate

the implementation of the recommendations from this and previous

migration management assessments undertaken by IOM in Puntland State
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of Somalia through development of a better understanding of the concepts

outlined in those reports.

3.3.7 Throughout third phase the consultant would provide ongoing advice to

IOM regarding plan of actions. At the end of this phase the consultant

would analyze and evaluate the responses and plan of actions. Then

he/she would draft and submit to IOM a “Border Procedures Manual”,

including a critical path to outline a method for implementation of the

recommendations

3.4 FOURTH PHASE (from 7 to 10 weeks upon engagement): The fourth phase would

include development of the training curricula on new “Border Procedures manual”

and delivery of actual training programs on base of the curricula for immigration

officers:-

3.4.1 Development of the training curricula for training on new “Border

Procedures Manual”;

3.4.2 Drafting of the selections criteria for training participants;

3.4.3 Actual delivery of training on base of the training curricula;

3.4.4 Development of the report on the results of training activity.

3.5 COMPLETION OF FINAL REPORT (from 11 to 12 Weeks upon engagement)

4.0 Qualifications

1. Advanced university degree in political science, international relations or any other

relevant specialized professional experience on security documents.

2. Previous experience in drafting of the border/immigration procedures;

3. Ten years international experience of working with border and immigration procedures.

4. Proven ability to develop and implement operational guidelines for e-passport issuing

structures.

5. Capacity to collaborate with stake holders of diverse backgrounds and levels of

expertise.

6. Excellent communications, both verbal and written

7. Ability to work independently with minimum supervision

8. Ability to work under time pressure and challenging circumstances.

5.0 Methodology

The consultant would prepare a data collection survey, evaluate, collate and analyze the relevant

data collected by the IOM and prepare reports and presentations using the data. The consultancy

will include visits to Puntland, meetings and on-site consultations and round-table discussions

with relevant authorities and IOM staff.

6.0 Expected Output (Report)

As a result of the implementation of this project the Consultant should come up with the final

document covering following issues:

6.1 Assessment of current border and specificity immigration control system

6.2 Assessment of current immigration and border control related law

6.3 Recommendations on improvement of both immigration laws and procedures with

concrete implementation time frame
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6.4 Development of the Border procedures manual

6.5 Facilitation of the workshop with participation of the relevant authorities to present

the Border procedures Manual

6.6 Development of training curricula on developed Border Procedures Manual

6.7 Facilitation of three trainings on Border Procedures Manual for 36 immigration

officers (3 trainings each with 12 participants over 2 days)

6.8 Implementation of this activity will be managed by the IOM Project staff in Puntland

in close coordination with relevant departments at MRF Nairobi

7.0 Deliverables

7.1 Submission of the Completion Report for Phase 1 to 3 within 2 weeks upon

engagement.

7.2 Border Procedures Manual within 2 weeks upon engagements

7.3 Submission of a Training Curricula on Border Procedures Manual within 10 weeks

upon engagement

7.4 Submission of a Concept Paper for the Workshop on presentation of the “Border

Procedures Manual” within 11 to 12 weeks upon engagement

7.5 Submission of Report on outcomes of the Workshop within 11 to 12 weeks upon

engagement.

7.6 Submission of the final report on implementation of this activity with

recommendation on improvement of the existing border/immigration procedures

within 11 to 12 weeks upon engagement.

Mode of Application:

Applicants are expected to provide a cover letter motivating their application, a CV, recent

examples of their own written work, and contact details of three referees to:

International Organization for Migration (IOM)

Human Resources Department

PO Box 55040-00200 Nairobi

or send by email to hrnairobi@iom.int

Closing Date: 16 October 2009
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CONSULTANCY VACANCY NOTICE

(Re- advertised)

IOM/068/09

Title: Consultant

Duration: 3 months

Consultancy Type: Development of the Border Procedures Manual

Duty Station: Nairobi and Somalia

_____________________________________________________________________________

1.0 Introduction

Development of Border Procedures Manual is one of the main activities within the

framework of the implementation of the project on “Support to Individuals, State and

Non-State actors to manage Migration and Refugee flows across the Somalia/Yemen

gap” financed by EC within its Aeneas programme aimed at “Financial and technical

assistance to third countries in the field of migration and asylum”.

Te following describes the task to be undertaken by the selected Consultant for the

International Organization for Migration (IOM), on development of the Border

Procedures manual for immigration authorities of Puntland State of Somalia.

2.0 Objective, Goal and Strategies

2.1 OBJECTIVE: To develop Border Procedures manual stipulating the main

responsibilities of the immigration authorities while carrying an immigration

control on base of existing or newly developed procedures as well as the risk

management concept providing the necessary balance between the issues of the

national security and protection of migrants rights.

2.2 GOAL: The main goal is establishment an efficient border and immigration control

mechanism to facilitate the travel of genuine people while preventing the

irregular migration.

2.3 STRATEGIES

2.3.1 To apply the modern experience and practices;

2.3.2 To consider local peculiarities and expertise while implementing the

activity;

2.3.3 To develop strategy for possible replication of the practices introduced in

Puntland through implementation of this activity to other parts of Somalia

3.0 Scope of activities

The Project would encompass four phases:
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3.1 FIRST PHASE (Duration first two weeks upon engagement): The first phase would

consist of data collection and the identification of and consultation with key

interlocutors. In this phase, the consultant would prepare and forward to IOM a

survey to facilitate the collection of data for the project. The consultant would

collect, collate and analyze relevant open source material and material from

previous country studies (e.g. Baseline Assessment Report, 2009). The

information on current border/ immigration control system to be collected would

include the following:

Border/immigration policy

Legislation, procedures, terms of references, regulations, instructions other

normative acts;

Entry/exit statistics;

Current border/immigration control techniques

Existing immigration data systems and systems linkage;

Statistic and types of the border violations frequently faced by immigration

authorities

Identification of the main constrains.

3.2 SECOND PHASE (3rd to 4th week upon engagement): The second phase would be

one of project development. IOM relevant staff in consultation with the

consultant would negotiate specific objectives of this activity with the Puntland

government to get its commitment in providing of necessary support for

successful implementation of the activity. In the meantime, the consultant would

continue analysis of the data collected in phase one, draft recommendations and

work plan for consideration and eventual implementation.

3.3 THIRD PHASE (5th to 6th weeks upon engagement): The third phase would

consist of reaction, evaluation and drafting of the Border Procedures Manual

covering following issues.

3.3.1 Necessity of enhancement of the immigration control capacity of the

Puntland authorities through development and introduction of new

border/immigration control procedures and improvement of the

immigration policy meeting contemporary migration, passport control

and travelers processing challenges.

3.3.2 Development of the Border Procedures Manual.

3.3.3 Description and mechanisms of effective application of new

immigration/border procedures to help better control trafficking,

smuggling and irregular migration in general to, from and through

Puntland and to maximize opportunity for the facilitation of legitimate

visitors.

3.3.4 Necessity of organization of the training on Border Procedures Manual

for the relevant officials.

3.3.5 Elaboration of concrete recommendations on process and procedures

required for immediate introduction of new border/immigration

procedures for improvement of the entry/exit control process, applying

risk management practices;

3.3.6 Development of Work Plan with clear timeframe to promote and facilitate

the implementation of the recommendations from this and previous

migration management assessments undertaken by IOM in Puntland State
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of Somalia through development of a better understanding of the concepts

outlined in those reports.

3.3.7 Throughout third phase the consultant would provide ongoing advice to

IOM regarding plan of actions. At the end of this phase the consultant

would analyze and evaluate the responses and plan of actions. Then

he/she would draft and submit to IOM a “Border Procedures Manual”,

including a critical path to outline a method for implementation of the

recommendations

3.4 FOURTH PHASE (from 7 to 10 weeks upon engagement): The fourth phase would

include development of the training curricula on new “Border Procedures manual”

and delivery of actual training programs on base of the curricula for immigration

officers:-

3.4.1 Development of the training curricula for training on new “Border

Procedures Manual”;

3.4.2 Drafting of the selections criteria for training participants;

3.4.3 Actual delivery of training on base of the training curricula;

3.4.4 Development of the report on the results of training activity.

3.5 COMPLETION OF FINAL REPORT (from 11 to 12 Weeks upon engagement)

4.0 Qualifications

1. Advanced university degree in political science, international relations or any other

relevant specialized professional experience on security documents.

2. Previous experience in drafting of the border/immigration procedures;

3. Ten years international experience of working with border and immigration procedures.

4. Proven ability to develop and implement operational guidelines for e-passport issuing

structures.

5. Capacity to collaborate with stake holders of diverse backgrounds and levels of

expertise.

6. Excellent communications, both verbal and written

7. Ability to work independently with minimum supervision

8. Ability to work under time pressure and challenging circumstances.

5.0 Methodology

The consultant would prepare a data collection survey, evaluate, collate and analyze the relevant

data collected by the IOM and prepare reports and presentations using the data. The consultancy

will include visits to Puntland, meetings and on-site consultations and round-table discussions

with relevant authorities and IOM staff.

6.0 Expected Output (Report)

As a result of the implementation of this project the Consultant should come up with the final

document covering following issues:

6.1 Assessment of current border and specificity immigration control system

6.2 Assessment of current immigration and border control related law

6.3 Recommendations on improvement of both immigration laws and procedures with

concrete implementation time frame
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6.4 Development of the Border procedures manual

6.5 Facilitation of the workshop with participation of the relevant authorities to present

the Border procedures Manual

6.6 Development of training curricula on developed Border Procedures Manual

6.7 Facilitation of three trainings on Border Procedures Manual for 36 immigration

officers (3 trainings each with 12 participants over 2 days)

6.8 Implementation of this activity will be managed by the IOM Project staff in Puntland

in close coordination with relevant departments at MRF Nairobi

7.0 Deliverables

7.1 Submission of the Completion Report for Phase 1 to 3 within 2 weeks upon

engagement.

7.2 Border Procedures Manual within 2 weeks upon engagements

7.3 Submission of a Training Curricula on Border Procedures Manual within 10 weeks

upon engagement

7.4 Submission of a Concept Paper for the Workshop on presentation of the “Border

Procedures Manual” within 11 to 12 weeks upon engagement

7.5 Submission of Report on outcomes of the Workshop within 11 to 12 weeks upon

engagement.

7.6 Submission of the final report on implementation of this activity with

recommendation on improvement of the existing border/immigration procedures

within 11 to 12 weeks upon engagement.

Mode of Application:

Applicants are expected to provide a cover letter motivating their application, a CV, recent

examples of their own written work, and contact details of three referees to:

International Organization for Migration (IOM)

Human Resources Department

PO Box 55040-00200 Nairobi

or send by email to hrnairobi@iom.int

Closing Date: 16 October 2009
POSITION:

FINANCIAL ANALYST 

LOCATION:

ACORD HEADQUARTERS, NAIROBI-KENYA 

RESPONSIBLE TO: HEAD OF FINANCE 

Background 
ACORD (Agency for Cooperation and Research in Development) is an Africa-led international alliance working for Social Justice and Development in Africa. ACORD has offices and programmes in 18 African countries and delivers development programmes on livelihood, conflict, gender and HIV & AIDS. ACORD is also implementing a Pan-African advocacy programme focused on food sovereignty. 

ACORD’S response to the challenges of Africa is firmly based on a belief that people themselves are the agents of change and actors of their own development. People’s ability to take action on the causes of poverty is what will transform Africa’s future. This belief underpins ACORD’S practical work, its research methodologies and policy advocacy. ACORD works in partnership with local civil society associations and communities and in alliance with likeminded organizations in Africa and the rest of the world. 

JOB SUMMARY 

Under the supervision of the Head of Finance, the Financial Analyst is mainly responsible for supporting sound financial management and reporting systems as well as financial management capacity across the organisation enabling adequate financial planning and monitoring. 

He/She will coordinate internal and external audit processes across ACORD Programs and monitor timely and sustainable implementation of post-audit plans. 

He/She shall advise Managers at Headquarters and Program level in respect with organization’s audit requirements and work with them to strengthen internal control systems ensuring sound financial management. 

SPECIFIC RESPONSIBILITIES 
I. FINANCIAL ANALYSIS 

1. Support the Head of Finance in reviewing and analyzing management accounts on a monthly, quaterly and annual basis;

2. Contribute to financial planning by undertaking trends analysis on financial projections and financial risks;
3. Support the Head of Finance in the standardization of financial management and reporting systems and the enhancement of financial management capacity and skills across the organization;
II. INTERNAL AND EXTERNAL AUDIT 
1. Plan and coordinate internal audit processes across the organization and produce high quality internal audit reports;

2. Coordinate external audit processes for ACORD Programs across Africa and monitor timely and sustainable implementation of post-audit plans with relevant managers; 

3. Support the Head of Finance in the coordination of the organizational statutory audit at Headquarters level;

4. Undertake a stock taking and review of operations systems and make recommendations of adjustment in line with changing business requirements;

5. Promote internal control systems ensuring sound financial management and enabling early detection of fraud or mismanagement across the organisation. 

6. Recommend internal control self-assessment tools and mechanisms; 

7. Undertake any other tasks which may be assigned by the Head of Finance. 

SUPERVISION AND COLLABORATION  
The financial analyst is under direct supervision of the Head of Finance.

He/She will work closely with other colleagues in the Finance Department, the Programming Director, Programs Operations Manager, the M/E and Knowledge Management Coordinator, the Human Resources and Administration Manager and the Partnership Development Manager.  

QUALIFICATION AND EXPERIENCE 

· Bachelor’s Degree in Financial Management/Business Administration; 

Professional qualification: Certified Public Accountants (CPA), Association of chartered certified accountants (ACCA) or equivalent;  

· 5 years work experience (minimum) as financial analyst with experience in auditing within the International Non-Governmental Organization’s (INGO) sector; 

· Good knowledge of International financial management systems and practices and knowledge of audit processes;

· Computer literacy: conversant with the SUN SYSTEM accounting system or other relevant accounting systems ; Microsoft Excel and Word;

· Strong Information Management Systems skills; 

· Bilingual English-French spoken and written is an essential requirement for this position; trilingual: English-French-Portugese would be an advantage. 

REQUIRED COMPETENCIES
· Strong Planning and organizing skills;
· High level conception and analytical capacity;
· Decision-Making skills;
· Communicate with impact with various stakeholders;
·  Good interpersonal skills: team player;
· Good problem solving skills;
· Willingness to travel to ACORD Programs across Africa 
Save the Children UK (SCUK) is a leading international child rights organization, fighting to improve the lives of children in the UK and 40 countries around the world. Together with children, we are helping to build a better world for present and future generations by making a reality of children’s rights.

Save the Children UK launched an emergency programme in Kenya in response to the devastating floods in November 2006. Large-scale distributions of non food items took place in the north eastern region to families most affected by the floods, as a measure to counter the growing threat from malaria and water borne diseases. 

Save the Children UK has established a programme to respond to the situation of 170,000 refugees in 3 camps in Dadaab, northern Kenya, stemming from the immediate consequences of the recent floods and addressing long term issues affecting the care and protection of refugee children at risk of abuse, exploitation, neglect and violence in the camps. The project aims to stimulate and develop a network of children and adult structures in the camps; (has established a network of children and adult structures and aims to support the capacity building of government, intergovernmental and civil society actors to enhance coordination and response; and to develop system for monitoring and advocating on wider child protection issues affecting the refugee populations and host communities. 

We are seeking qualified candidates to fill the position of Child Protection Coordinator based in our Dadaab office.
Job Purpose

The Child Protection Coordinator will assist in the management of the Child Protection Programme, supporting the Child Protection Programme Manager in ensuring the effective development, implementation, monitoring and evaluation of the Child Protection Programme. The Coordinator will be responsible for field level implementation, inter-camp coordination and monitoring of activities as well as providing leadership and guidance to the Child Protection Officers and Community Child Protection Workers. 

This will include the development of child protection analysis correlating information from the three camps, supporting the implementation of child protection strategies according to best practise, and the direct management of the Child Protection Officers, including staff development.  The position holder will link with partner agencies and Government institutions at the field level, ensure compliance with legal and institutional frameworks, and promote the sustainability of initiatives undertaken. The post holder will represent SCUK at different forums in Dadaab in the absence of the Child Protection Programme Manager.

Key Responsibilities

· Support staff recruitment and training; including developing effective systems for supervision and mentoring of staff and the network of children and adult community structures

· Support the development and implementation of a programme of training and capacity building for staff, and community based groups, ensuring that training needs are proactively assessed and built within ongoing design

· Providing relevant inputs for the development of strategic and operational plans made in close collaboration with the Child Protection Manager and partner agencies

· Support ongoing assessments on the situation of refugee children to further inform programme development

· Produce timely progress reports collating reports received from the field sites

· Support and foster interagency coordination on child protection at the camp level

· Ensure effective management of programme resources

· Document programme learning, ensuring it contributes to organisational advocacy.

· Participate in the development of emergency strategies for the wider child protection programme in Kenya

· Identify and build links with other programme sectors, ensuring that issues for child protection are raised and addressed

· Comply with all relevant Save the Children policies and procedures with respect to child protection, health and safety, equal opportunities and other relevant policies.

· Ensure staff adherence to the Child Safeguarding Policy and reporting procedures.  
Person Specification

Essential

· Graduate degree in social work / social sciences or equivalent with preferably 2 years of work experience with development-related organisations

· Solid knowledge base and practical experience in community based child protection approaches, including experience in participatory approaches (PRA/PLA) and child participation methodologies.

· Demonstrable experience of working on child protection issues in the Kenyan context including knowledge of international and national legislation and policies 
· Good communication skills with fluency in written and spoken English and Kiswahili 

· Experience in designing and conducting trainings for a variety of actors

· Strong self-starter with demonstrable ability to adapt to changing programme priorities and emergency priorities that may arise

· Demonstrable experience in project management with good planning and strategy development skills

· Positive attitude towards community work with emphasis on the ability to learn from communities and support innovative approaches to problem solving

· Experience and skills in management of staff from different backgrounds

· Commitment to Save the Children’s Child Safeguarding Policy

Desirable

· Knowledge of Kisomali 

· Understanding of the East Africa and the dynamics of the conflict 

· Experience in working in an insecure environment 

· Experience of working on child protection issues in complex emergencies including work with refugee children, children associated with fighting forces, separated children and GBV issues.

· Experience of working with separated and unaccompanied children and knowledge of the Inter-agency Guiding Principles

· Knowledge of and participation in the Action on the Rights of the Child (ARC) training series

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 10th October, 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.
  Save the Children UK (SCUK) is a leading international child rights organization, fighting to improve the lives of children in the UK and 40 countries around the world. Together with children, we are helping to build a better world for present and future generations by making a reality of children’s rights.

Save the Children UK launched an emergency programme in Kenya in response to the devastating floods in November 2006. Large-scale distributions of non food items took place in the north eastern region to families most affected by the floods, as a measure to counter the growing threat from malaria and water borne diseases. 

Save the Children UK has established a programme to respond to the situation of 170,000 refugees in 3 camps in Dadaab, northern Kenya, stemming from the immediate consequences of the recent floods and addressing long term issues affecting the care and protection of refugee children at risk of abuse, exploitation, neglect and violence in the camps. The project aims to stimulate and develop a network of children and adult structures in the camps; (has established a network of children and adult structures and aims to support the capacity building of government, intergovernmental and civil society actors to enhance coordination and response; and to develop system for monitoring and advocating on wider child protection issues affecting the refugee populations and host communities. 

We are seeking qualified candidates to fill the position of Child Protection Officer Team Leader (3 posts) based in our Dadaab office.
Job Purpose

The Child Protection Officer Team Leader has responsibility to manage all day to day programme activities at camp level. The management role will extend to personnel and budget management at camp level. The Child Protection Officer Team Leader will be responsible for coordinating the work of and providing guidance to the Child Protection Officers and ensuring integration of daily programme activities. The post-holder will report to the Child Protection / BID Coordinator. 

Key Responsibilities

· Provide leadership and represent Save the Children at all levels in the camps

· Plan and manage programme activities ensuring smooth integration of all sectors at camp level

· Maintain a close and professional monitoring of child protection issues and activities at camp level.

· Attend monthly SMT at Dadaab main office

· Call regular camp level staff meetings

· Disseminate information to camp staff regarding management / programming decisions

· Address camp level HR issues with support / guidance from Dadaab and country office

· Prepare and submit monthly activity work plans as requested by line manager.

· Submit monthly reports as required

· Promote staff development through on the job training initiatives

· Prepare monthly master rolls and distribute staff salaries

· Represent Save the Children in camp level coordination meetings, meetings with stakeholders and community leaders. 

· Ensure performance management systems are implemented, documented, and transparent for all staff at camp level

· In consultation with management at Dadaab develop a comprehensive staff induction plan and ensure staff recruited at camp level are inducted.
· With active problem solving initiative, resolve camp level problems with guidance from Dadaab level management

· Ensure strict adherence to SC UK Child safeguarding Policy

· Ensure staff develop monthly workplans by objective

· Coordinate activities that are cross cutting over departments ensuring activities are completed by expected deadlines.

· Ensure direct reports and establish weekly activity goals/targets

· Provide management support to junior management staff

Person Specification

Essential

· Strong leadership and problem solving skills

· Good communication skills with fluency in written and spoken English and Kiswahili 

· Graduate degree in social work / social sciences or equivalent with preferably 1 year work experience in social work or with development-related organisations

· Knowledge of community based child protection approaches, preferably including experience in participatory approaches (PRA/PLA) and child participation methodologies.

· Good IT skills including the use of Word and database software

· Demonstrable ability to adapt to changing programme priorities and emergency priorities that may arise

· Strong self starter, able to take initiative and adapt to changing circumstances and priorities

· Display 5 managerial behaviour traits: visionary, strategic, building a high performance team, managerial courage, delivery of results, as per management performance management policy

· Positive attitude towards community work with emphasis on the ability to learn from communities and support innovative approaches to problem solving

· Commitment to Save the Children’s Child Safeguarding Policy

Desirable

· Experience and skills in management of staff

· Experience in designing and facilitating training sessions

· Experience in working in an insecure environment

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 10th October, 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
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 HR & Admin Officer based in our Elwak field office.   

Job Purpose

The purpose of the position is to coordinate and manage all human resources requirements for Save the Children (UK) – El Wak sub office and implement national policies in accordance with Save the Children (UK) policies and practices.

Key Responsibilities

· Supervise closely staff leave status, manage, monitor and coordinate local staff recruitment and selection process.  Prepare local employment contracts for El Wak staff upon appointment and maintain an effective contract planning mechanism, ensuring staff are issued with extension letter where required and liaise with the HR Manager.

· Manage El Wak staff employment contracts records; liaise with the HR Manager to ensure timely renewal.

· Facilitate and Administer staff medical insurance, ensuring employee insurance eligibility list is current.

· Line management of field support staff.

· Update and maintain SCUK El Wak staff contact list and organizational chart  and send to HR Manager in Nairobi on a regular basis.  

· Assist in the development of induction plans and processes; ensure that staff are aware of policies and best practices relating to their employment. Follow up induction evaluation procedures for monitoring the effectiveness of the induction processes and feedback to line managers and HR Manager.

· Manage staff leave i.e annual leave, sick leave, compassionate leave, paternity/maternity, TOIL and R&R for the El Wak team.  Ensuring regular updating of the leave database and status report sent out to line managers, track leave in coordination with the HR Manager in Nairobi and advice accordingly.

· Together with others monitor staff movements between field offices and advise NBO accordingly

· Support the field office manager in providing HR advice and assistance with recruitment and training, ensuring the correct processes are followed. 

· Provide support to supervisors and staff on objective setting, performance development plans and performance review therefore ensuring that it is happening in a timely and effective way.

· Manage the workload of the Administrative Assistant in terms of their human resources and administrative duties. 

· Comply with all relevant Save the Children policies and procedures with respect to child protection, health and safety, security, equal opportunities and other relevant policies.

· Perform any other duties requested by the line manager

Person Specification

Essential

· Diploma in Office Administration and/or Human Resource Management 

· At least two year’s relevant experience in HR/Admin within a busy organisation

· Good communication skills

· Proficiency in working with computers particularly spreadsheets and word processing

· Experience of working within a team and team building
· Ability to work within a multi-cultural setting

Desirable

· NGO experience

· Basic financial skills especially in budgeting

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 14th October, 2009. Quote the job title on the subject line.

“Please note that due to the urgency to fill this position, short listing will be done as applications are received and interviews may be done before the expiry of the deadline”  
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.
Save the Children UK (SCUK) is a leading international child rights organization, fighting to improve the lives of children in the UK and 40 countries around the world. Together with children, we are helping to build a better world for present and future generations by making a reality of children’s rights.

Save the Children UK launched an emergency programme in Kenya in response to the devastating floods in November 2006. Large-scale distributions of non food items took place in the north eastern region to families most affected by the floods, as a measure to counter the growing threat from malaria and water borne diseases. 

Save the Children UK has established a programme to respond to the situation of 170,000 refugees in 3 camps in Dadaab, northern Kenya, stemming from the immediate consequences of the recent floods and addressing long term issues affecting the care and protection of refugee children at risk of abuse, exploitation, neglect and violence in the camps. The project aims to stimulate and develop a network of children and adult structures in the camps; (has established a network of children and adult structures and aims to support the capacity building of government, intergovernmental and civil society actors to enhance coordination and response; and to develop system for monitoring and advocating on wider child protection issues affecting the refugee populations and host communities. 

We are seeking qualified candidates to fill the position of Transport Clerk based in our Dadaab office.
Job Purpose

The Transport Clerk will, under the supervision of the Logistics Officer, ensure the efficient operation of Save the Children UK vehicle fleet in Dadaab. 

Key Responsibilities

Team Management

The Transport Clerk will manage drivers and hire vehicles on a daily basis especially:

· Liaison with programme staff to support vehicle needs for activities within the camps and host community

· Allocate vehicles based on programme needs and maintenance requirements

· Ensure drivers and hire vehicles adhere to Save the Children Code of Conduct at all times

· Manage drivers annual leave / R&R / Toil to ensure minimal disruption to programme productivity, whilst ensuring staff rest effectively to ensure maximum safety of assets and passengers

· Ensure all log books are filled correctly and display all relevant information authorized by the correct passenger

· Ensure staff respect rules that drivers are bound by with regard to safety and security of passengers

· Ensure drivers do weekly vehicle checks of standard items as per vehicle weekly checklist

· Ensure regular coordination and planning meetings with your team.

· Establish monthly workplans with drivers

· Ensure contracts for hire vehicles are signed prior to engagement and hire vehicles are disengaged or reengaged upon expiry of contract

· Ensure driving rules and regulations / radio communications protocols are adhered to by all drivers

· Ensure indemnity forms are filled for all non SCUK staff traveling in vehicles

· Monitor personal use of vehicles and ensure costs are recovered and returned to programme as per SCUK Kenya programme standard recovery costs

Reporting

· Report all vehicle defects / health and safety issues within the vehicle fleet

· Submit monthly vehicle performance reports to the logistics officer including fuel/maintenance/utilization etc..

· Submit monthly fuel consumption reports

· Filing of reports and contracts relating to vehicle management

· Generation of weekly staff movement plans for dissemination to all programmes and departments

Project quality

· Ensure that planning of activities is realistic to support programme requirements

· Facilitate vehicle allocation to ensure most effective programme implementation

Representation

· Establish and maintain good working relationships with relevant INGO/UN partners to share passengers and utilize each others facilities to ensure cost effective vehicle management.

· Ensure smooth and transparent flow of information from DMO to Camps / Host Community regarding vehicle allocation and availability 

· Participate in staff meetings and workshops related to driver/radio/code of conduct/safety trainings.

Other duties

· Assist in other relevant duties as identified and assigned by the logistics Officer

· Comply with all relevant Save the Children UK policies and procedures with respect to child safeguarding, code of conduct, health and safety, security, equal opportunities and other relevant policies

Person Specification

Essential

· Experience of working with communities training and developing community capacity

· Minimum of Three years experience working in insecure environments with vehicles

· Experience in basic vehicle repair and maintenance 

· BCE drivers licence 

· Knowledge of use of HF and VHF radio equipment

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

· Good IT skills including the use of word excel

· Demonstrable ability to adapt to changing program priorities and emergency priorities that may arise

· Strong self starter, able to take initiatives 

· Exhibits strong leadership skills

· Commitment to save the children policies

Desirable:

· Experience and skills in planning and reporting

· Experience in staff management

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 10th October, 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.
Care International in Kenya

Vacancies Announcement

CARE International in Kenya in Partnership with Plan International Kenya has received financial support from Barclays Bank for the expansion of Group Savings and Loan (GS&L) program in Kenya. In the long journey to financial inclusion, the Banking on Change Project will be implemented in Kisumu West and Homabay districts of Nyanza Province, Mbeere and Embu districts of Eastern Province. 
CARE International in Kenya is looking for qualified persons to fill the following positions:
1. Project Manager: HR2009/09/19
The Project Manager will be reporting to the GS&L Specialist and will based in Kisumu office with frequent visits to the field.

Key Responsibilities:

· Plan, lead, organize, direct and evaluate the Banking on Change project implementation in accordance with Group Savings and Loans (GSL) methodology, project objectives targets and delivery channels.

· Ensures compliance with CARE K performance management system for self and supervisees.  

· Provide technical and administrative supports to the technical project staff. 

· Supports project budget development and reviews as may be required from time to time.

· Work closely with the GS&L Specialist, consultant, Project Coordinator and key partners in developing appropriate in products that will enhance the GS&L groups and Barclays bank linkage.

Skills and Qualifications:   

· Recognized expertise and experience in Community Led Micro finance methodologies / approaches suitable for low-income earner households who cannot be served by formal banking system.

· Masters in Business administration, Sociology, and with 5 years of relevant working experience in GS&L, MFIs or in the banking sector.

· At least 3 years in Project Management Position

· Must be computer literate.

2. Project Officers (2 Positions) :HR2009/09/20
The Project Officers will be reporting to the Project Manager and one position will be based in Embu, while the other position will be based will based in Homabay office.

Key Responsibilities:
· Plan, lead, organize, direct and evaluate the Banking on Change project implementation at the districts level in accordance with Group Savings and Loans (GSL) methodology, project objectives and targets. 

· Assists the Project Manager in budget development, reviews, and review of project expenditure, as may be required from time to time.

· Continuously monitor the GS&L activities

· Ensure project staff /VAs attends savings and loaning sessions.

· Ensure staffs develop and apply effective participatory and adult training techniques for all modules, and that the staff arable to roll out the trainings to the identified Village Agents. 

· Provide input to the review and development of training materials.

· Monitor groups’ self-management maturity and transition as guided by the group objectives and targets, and work closely with the VAs to ensure that bank linkage is piloted in the districts.

· Monitor the application of Selection, Planning, and Management skills 

Skills and Qualifications:   

· Recognized expertise and experience in community savings and loan methodologies / approaches suitable for low-income earner households who cannot be served by formal banking system.

· Experience in community mobilization.

· Degree in Business administration, sociology, or community development/ cooperatives development with 5 years of relevant working experience.

3. Field Officers (7 Positions): HR2009/09/21

 The Field Officers will be reporting to the Project Officers in the respective regions. The positions will be based in Homabay, Kisumu West, Mbeere and Embu districts. 
Key Responsibilities:       

· Conduct rapid survey in collaboration with the Provincial administration to           determine the GS&L training needs within area of assignment

· Identify key partners in project implementation.

· Identification and training of FBOs, Franchisees, and resourceful persons as GS&L Village Agents for GS&L implementations in their areas.
· Through the VAs initiate client contact and facilitate formation of Savings and Loan (GS&L) groups.

· Closely supervise the VAs in all the delivery channels in the areas of operation.
· Ensure that the VAs monitor GS&L groups as per phase requirements and provide monthly/ quarterly progress reports.

· Prepare progress reports (quarterly) on Banking on Change activities to the relevant authorities.

Skills and Qualifications:

· Demonstrated capacity in Community -managed savings and loan approaches.

· Demonstrated capacity in community mobilization

· A minimum of 3 years doing similar work

· Good report writing skills

· Relevant degree in social sciences, diploma in Community Development, or a Diploma in Co-operatives Development.

4. Administration Assistant (2 Positions) : HR2009/09/22
 The Administration Assistants will be reporting to the Project Officers/Project Manager in the respective regions. The positions will be based in Kisumu and Embu offices 
Key Responsibilities:  
· Manage day-to-day administrative functions/operations for the Banking on Change GS&L Project.

· Ensure effective and efficient documentation and correspondence 

· Arrange for meetings and take minutes during staff meeting 

· Make logistic arrangements. 

· Ensure proper filing is done for the program office in both soft and hard copy.

· Liaise with procurement for project related purchase needs.


· Make hotel accommodation arrangements for all visitors/staff for the Project.

Skills and Qualifications:

· Diploma in Business Administration. 

· A minimum of 3 years experience in an Administrative position.


· Good organizational skills.

· Exemplary computer skills with proficiency in MS office and Spreadsheets.

· Good communication skills.

Applications:

If you feel that you are the right candidate for one of the advertised position, kindly send your application indicating the reference number and title of the position applied for along with an up-to-date CV with telephone contacts for three professional referees and copies of academic and professional certificates to: The Human Resources & Development Manager, P.O. Box 43864-00100, Nairobi or by email to: vacancies@care.or.ke so as to reach not later than by  9th October, 2009.  Only short listed candidates will be contacted. 

CARE is an equal opportunity employer
CARE INTERNATIONAL IN KENYA

Vacancy Announcement 
Technical Medical Coordinator, Prevention of Mother to Child Transmission Program, Siaya District

CARE International in Kenya with support of Centre for Disease Control and Prevention (CDC) has been supporting the Government of Kenya in the provision of Prevention of Mother to Child Transmission (PMTCT) services. CARE is recruiting a Technical Medical Officer for the PMTCT program in Siaya District. 

Job Summary

Reporting to the PMTCT Program Manager, the incumbent will provide technical support to the program to deliver and support the health care staff in implementing quality assured clinical components of the PMTCT Program. The success of the position will be measured by a demonstrable increase in the numbers of beneficiaries accessing PMTCT services in the various levels of interventions as well as the number of children accessing early infant diagnosis, linked to care and treatment. 
Duties and Responsibilities

· Provide technical support and advisory services and give periodic medical updates to the Health Care staff, CARE’s  PMTCT program staff while supporting the development of holistic and intergrated program at facility and community levels. These include providing technical assistance to the key areas of ART treatment regime offered to clients including prophylactic drugs and ARVs, HIV/AIDS prevention, care and impact mitigation; infant and young child feeding in the context of HIV&AIDS.

· Support integration of sexual and reproductive health services including family planning in PMTCT set up

· Organization and supporting facilitation of technical workshops for capacity building in all PMTCT and pediatric components of the program.  

· Review of data on technical components of the program and report writing 
· Participate in project evaluation and assessments, documenting achievements and generating reports, lessons learnt and promising practices, networking and dissemination.

· Support the development and implementation of effective strategies and maintain high standards of program quality 
· Represent the project in PMTCT technical briefing, and lessons learning sessions and related forums 
Qualifications and competencies 

Degree in Medicine with a minimum of three years of experience in maternal and child health development programs and in technical or supervisory capacity. Holders of Diploma in Clinical Medicine with over 5 years experience will be considered.

Trained and demonstrable experience in PMTCT programs essential, 
Experiences in PEPFAR programs, sexual and reproductive health programmes, and experience in health and behavioural change programs will be an added advantage

Trained, experience and ability in monitoring and evaluation/data management will be an added advantage 

Excellent inter-personal, people management and team building and facilitation skills

Applications:

If you feel that you are the right candidate for one of the advertised position, kindly send your application indicating the reference number and title of the position applied for along with an up-to-date CV with telephone contacts for three professional referees and copies of academic and professional certificates to: The Human Resources & Development Manager, P.O. Box 43864-00100, Nairobi or by email to: vacancies@care.or.ke so as to reach not later than by  8th October, 2009.  Only short listed candidates will be contacted. 

CARE is an equal opportunity employer
NATIONAL DIRECTOR POSITION

	Job Title
	National Director

	Job Location
	Nairobi, with regular travel to the Kids Alive Homes around Kenya

	Essential
	Desirable

	A Bachelors Degree in a subject relevant to the work of the ministry, such as child development, psychology, management, business or education. 
	A Masters Degree in a subject relevant to the work of the ministry, such as child development, psychology, management, business or education.

	A committed evangelical Christian with a heart for serving children-at-risk.

A person of integrity, a servant leader, and able to lead by example.
	

	Ability to contribute towards encouraging the spiritual growth of staff and children.
	Experience of working in a pastoral / teaching role within a church setting.

	Previous experience of working with children. 

Able to demonstrate an understanding of child-development issues.

Able to demonstrate an understanding of current issues affecting Children-at-Risk in Kenya.
	Experience of working with children in Children’s Homes, Care Centers or schools, or in another project with ‘at-risk’ children. 

Experience of leading and managing a programme working with children.

	The ability to construct, interpret and monitor budgets and expenditures.
	Knowledge of computer based accounting (especially QuickBooks) and experience of handling multiple budgets.

	Fully conversant with MSExcel, MSWord, MSPowerPoint.
	Experience of desk top publishing.

	Strong leadership skills, a flexible approach and the ability to manage and champion change.
	

	Excellent communication skills, the ability to liaise with a range of audiences, and work with people from different cultures and church denominations.

Confidence and ability to deal diplomatically with church leaders, senior management in partner organisations and government officials.
	

	Excellent administrative skills, ability to work under pressure, and be able to ‘multi-task’ effectively.
	

	Experience of leading a team of people, mentoring team members, and coordinating staff development and training.
	Ability to assemble and deliver staff training seminars.

	Experience of developing written fundraising proposals, project reports, policies, and developing strategic and operational plans.
	Proven experience in the development and writing of project proposals for submission to donors.

	Understanding of current educational issues and school management.
	A teaching qualification and experience.

	Able to work flexible hours including evenings /weekends as necessary.
	

	A high standard of written and spoken English.
	

	Key Duties:

	· Oversee the effective management of all Kids Alive Kenya programs (Homes, Schools, Community Projects, and Care Centres);

· Ensure that the policies for Kids Alive Kenya, as set out in the policy manuals, are being adhered to, and reviewed regularly;

· Oversee Discipline and Child Protection procedures in all KAK Programs;

· Oversee the Education Programs operated by Kids Alive Kenya and ensure that children are adequately prepared for independent living when they leave the program;

· Report and contribute to the work of the KAK Board;

· Advertise for key management staff positions and interview suitable applicants in consultation with the KAK Board and KAI;

· Oversee the development of the Staff Training Program;

· Work with Kids Alive International and KAK Board to promote the work of Kids Alive Kenya both locally and abroad;

· Work with the Finance Manager to oversee the Ministry’s finances and accounting Procedures;

· Supervise the work of the Program Manager, Finance Manager, Sponsorship Coordinator and other staff members at the Nairobi office to ensure that the objectives, regulations and legal requirements of KAK programs are adhered to;

· Advise the KAK Board and Kids Alive International of events in the ministry;

· Work with the KAK Board and Kids Alive International to implement the Strategic Plan for Kids Alive Kenya; 

· Undertake any reasonable additional responsibilities under the direction of the Kids Alive International Vice President of Operations and KAK Board.

Reporting to:
              KAI Vice President of Operations
Contract Length:  
Initially for twelve months; renewable with the approval of KAI

                                         and the KAK Board.
Start Date:
             January 2, 2010



	Applications to be made to: kidsalivekenya@kidsalive.org by October 9, 2009


SENIOR ACCOUNTANT

Our client is an international organisation in the service sector with country-wide operations. It is involved in the importation, installation

and maintenance of specialist equipment. The Senior Accountant will report to the Finance and Administration Manager

and will take charge a range of financial, administrative and reporting duties to ensure smooth running of the department

and accurate, timely production of its financial reports in accordance with the reporting requirements.

Specific duties

1 Ensure up-to-date maintenance of the books of accounts in Pastel including receipts, payments, local and foreign invoices,

etc and take charge of the appropriate reconciliations

2 Ensure that supplier statements are reconciled before preparing the monthly remittance advises in Pastel.

3 Prepare the Monthly Invoices for existing contracts

4 Ensure that the invoicing schedule is updated for new jobs and changes in prices and addresses as they arise.

5 Run the organisation’s monthly payroll including making the statutory returns.

6 Ensure that a proper filing system is maintained for the department as well as back-ups for the computer files

7 Manage the Petty Cash for the office.

8 Update the Fixed Assets register in Pastel monthly.

9 Renewal of company licences including motor vehicles, business licences, etc.

10 Prepare management and other reports for Head Office monthly:

11 Assist in preparation of the Final accounts at the year end as well as Audit schedules.

12 In charge of messengerial and office cleaning services

Requirements

1 Bachelor’s degree in Commerce or related field

2 CPA (II) and above

3 2-3years accounting experience

4 Computer literate and working knowledge of Pastel Accounting software

Send us your application, including an updated 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 12th October 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!
Consultant for Data Collection in Sudan and Uganda for 

UNIFEM Compendium on ‘Women, Peace and Security Interventions’

UNIFEM is the United Nation’s Development fund for Women with the objective of providing financial and technical assistance to innovative programs and strategies that promote women’s rights, political participation and economic security. UNIFEM East and Horn of Africa Regional Office invites applications from suitably qualified persons for the above position.

Type of Appointment:
 
Service Contract

Post Level:


SSA



Post Number:
 




Duty Station:


Nairobi, Kenya with travel to Sudan and Uganda
Starting Date:


November, 15, 2009

Duration:


3 months


Application deadline:

October 15, 2009

Background and Objective of the Assignment

The UNIFEM Regional Office for East & Horn of Africa is seeking the services of one consultant for data collection for the UNIFEM Compendium on ‘Women, Peace and Security Interventions’. The consultant will focus on data collection from Sudan and Uganda.

The populations of the East& Horn of Africa region have been experiencing severe conflicts. Women have been subject to significant violations of their rights in those conflict zones, in many cases with no access to mechanisms for redress. Even in peaceful countries women do experience violence or/and violations of their rights. Furthermore, they are subject to local level conflicts, and they do suffer from lack of access to justice and security. UNIFEM’s history in the region is closely related to the attempt to integrate women in peace initiatives after conflict. The program on ‘African Women in Crisis’, which started in 1993, was the first focus on women in conflict, covering countries like Rwanda, Burundi, Somalia, Sierra Leone. It contributed significantly to the development of a regional UNIFEM peace program. 

Given the need to respond to the various conflicts and post-conflict scenarios in the East & Horn of Africa region, UNIFEM is planning to develop a comprehensive strategy to guide its interventions on women, peace and security. In aid of the development of such a strategy, UNIFEM’s Regional Office for East & Horn of Africa is proposing the compilation of a compendium of current and past activities in the ‘women, peace and security’ field, which were implemented by UNIFEM directly or by its partners. The planned compendium of projects will provide an overview of different thematic areas covered in project interventions on women, peace and security, and will provide an analysis of outputs, best practices, challenges, cost efficiency, main partners, and other indicators. This will help to understand if past investments were strategic and cost-efficient, and what specific elements contributed to success or general challenges. It is aimed to publish the compendium for the 10th anniversary of SC Resolution 1325, in 2010, in order to inform the ongoing debate on the implementation of the resolution.
In addition, special case studies will be implemented, based on selected interventions. As a first study, it is proposed to assess the integration of women in the peace process between the Lord’s Resistance Army in Northern Uganda and the Government of Uganda.
Key Duties and Responsibilities 

The consultant for data collection will work closely with UNIFEM’s Regional Women, Peace and Security Adviser. The main duties and responsibilities of the consultant will be:

· Review UNIFEM and partners’ project documents on women, peace and security interventions;

· File, organize and compile relevant data for compendium;

· Review other related documents;

· Conduct follow-up interviews with partner organisations and UNIFEM staff;

· Identify and obtain relevant documents for compendium;

· Administer questionnaire for UNIFEM staff and partner organizations;

· Undertake field research for data collection for the special case study;

· Analyze and write-up data for special field study.

Required Skills and Experience 

Education:

· A Master’s Degree (MA) in a field related to development, gender, law, peace, or security.

Experience and Competencies:

· At least 3 years of work experience in development, gender, law, peace or security;

· Knowledge of women, peace and security issues;

· Familiarity with NGOs/CSOs working in the field of women, peace and security;

· Experience in quantitative and qualitative research tools;
· Experience in field research;

· Excellent peoples’ skills and ability to adapt at the community level;
· Excellent command of spoken and written English;

· Ability to work quickly and effectively;

· Ability to work independently and as a part of a team;

· Excellent computer and information system skills.

Application procedures

Please send a brief statement of interest and a curriculum vitae to the following email address - jobs.eharo@unifem.org - on or before 15 October 2009. Kindly quote the vacancy number (No. 2009-10-001) on the subject line of the email message. Applications received after the deadline will not be considered. 
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3rd Floor Tel: 254 3 2734518

Titan Complex 2734519

Chaka Rd 2734520

PO Box 13986 2734524

Nairobi Fax: 254 2 2734533

Kenya e-mail: vsfb@vsfb.or.ke

Terms of Reference for the Development of interactive learning booklets for

children

Drought Mitigation Initiative project (DMI)

Background

Vétérinaires Sans Frontières (VSF) Belgium is an international non-profit organization

working with disadvantaged communities to increase their standard of living and improve

food security through improved animal health and animal production in East Africa.

Vétérinaires Sans Frontières (VSF) Belgium jointly with Oxfam GB, Practical Action,

VSF-Germany and ACTED have combined their experience in the dry lands

management of Northern Kenya and the border regions of neighboring countries to

implement the Drought Mitigation Initiative (DMI) project in Northwestern Kenya.

Drought Mitigation Initiative (DMI) Project was funded under EC’s Linking Relief

Rehabilitation and Development (LRRD) with an overall aim of building, supporting and

strengthening the capacity of local communities in Turkana, Pokot and Samburu to

proactively address their own needs in relation to improved disaster preparedness and

response.

Rather than providing significant levels of external support the project seeks to enable

pastoralists to build on their own knowledge and to utilize their existing assets (both

social and capital) more effectively. DMI project, seeks to provide a model for future

drought preparedness programming. If successful, this model will be replicated in other

arid areas.

This consultancy aims at developing an interactive training booklet for children and train

teachers on the use of the booklet. It is one of the activities planned under result 3

improved community based drought preparedness and harmonization of approaches of

key stakeholders. The aim is to have 3,000 booklets developed and disseminated to

primary schools.

2

Objectives

The consultancy objective is to develop interactive learning booklets for school children

aged 8-12 to educate and raise awareness on range management principles issues, with

a strong focus on drought, natural resource management, peace and conflict resolution

in the DMI project locations.

The consultancy requires field visits to develop the technical content according to local

practices, Knowledge, experiences and social norms with support from VSFB Land Use

Planning Officer and the project manager.

Location and timing

The consultancy will take place in North-western Kenya, the areas to be visited include:

- Turkana ecosystem – Oropoi, Lokamarinyang, Kokuru, Loima and Lokori/Katilia

locations

- Pokot ecosystem – Alale, Akoret, Nyangaita, Amaya locations

- Samburu ecosystem - Longewan and Nachola locations

Key activities

- Prepare a detailed work plan for the assignment which outlines the methodology

to be used;

- Conduct field visits in the project locations spending a minimum of 4 days in each

ecosystem in discussion with communities, VLUPC, PFS facilitators, local

leaders, teachers, VSF staff and other DMI/LRRD partners.

- Collect any required illustrations (photos) from the field.

- Develop the technical content according to local context.

- Review and improve on the ICRD project learning booklet developed for Somali,

Karimojang, and Oromiya ecosystems;

- Design/layout the booklets.

- Submit a draft booklet for review

- Integrate any feed-back into the final product

Execution

The whole mission (Nairobi/Lodwar and field locations) is not expected to take more

than 25 days. The final product (translated copies) should be available by December 15th

2009 at the latest.

Deliverables

Three interactive learning booklets, one for each of the project ecosystems:

- One training manual in English to facilitate awareness sessions not more

than 20 facing pages published;

- Three booklets translated in local languages - Turkana, Pokot and Samburu

targeting school children aged 8 -12 years of age;

- Pilot awareness raising and education sessions using the developed booklets

in at least two schools;

- Hard copies and a its soft copies must be submitted and will remain the

property of VSF-B and its partners;
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Responsibility

The DMI project Manager based in Lodwar, Turkana will:-

Have overall responsibility and accountability for the mission,

Ensure the overall coordination of the mission in conjunction with the project

partners,

Qualifications

The consultant should:

- Have a demonstrated experience of working with drought affected pastoral

communities in the Horn of Africa.

- Have scientific knowledge and prior experience of/on rangeland management

issues.

- Have experience in designing interactive learning materials for children;

- Understand climate change, adaptations and coping strategies in ASALs.

How to apply

Interested expert(s) should submit proposals indicating relevant qualifications and

experience as well as a detailed execution plan. They should also indicate daily

consultancy rates and possible starting dates. The proposals, CV and letter of motivation

as well as three (3) referees should be sent electronically to recruitment@vsfb.or.ke

Ref: DMI Consultancy 9/09

Closing date: 15th October 2009

-
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3rd Floor Tel: 254 3 2734518

Titan Complex 2734519

Chaka Rd 2734520

PO Box 13986 2734524

Nairobi Fax: 254 2 2734533

Kenya e-mail: vsfb@vsfb.or.ke

Terms of Reference for the Development of interactive learning booklets for

children

Drought Mitigation Initiative project (DMI)

Background

Vétérinaires Sans Frontières (VSF) Belgium is an international non-profit organization

working with disadvantaged communities to increase their standard of living and improve

food security through improved animal health and animal production in East Africa.

Vétérinaires Sans Frontières (VSF) Belgium jointly with Oxfam GB, Practical Action,

VSF-Germany and ACTED have combined their experience in the dry lands

management of Northern Kenya and the border regions of neighboring countries to

implement the Drought Mitigation Initiative (DMI) project in Northwestern Kenya.

Drought Mitigation Initiative (DMI) Project was funded under EC’s Linking Relief

Rehabilitation and Development (LRRD) with an overall aim of building, supporting and

strengthening the capacity of local communities in Turkana, Pokot and Samburu to

proactively address their own needs in relation to improved disaster preparedness and

response.

Rather than providing significant levels of external support the project seeks to enable

pastoralists to build on their own knowledge and to utilize their existing assets (both

social and capital) more effectively. DMI project, seeks to provide a model for future

drought preparedness programming. If successful, this model will be replicated in other

arid areas.

This consultancy aims at developing an interactive training booklet for children and train

teachers on the use of the booklet. It is one of the activities planned under result 3

improved community based drought preparedness and harmonization of approaches of

key stakeholders. The aim is to have 3,000 booklets developed and disseminated to

primary schools.

2

Objectives

The consultancy objective is to develop interactive learning booklets for school children

aged 8-12 to educate and raise awareness on range management principles issues, with

a strong focus on drought, natural resource management, peace and conflict resolution

in the DMI project locations.

The consultancy requires field visits to develop the technical content according to local

practices, Knowledge, experiences and social norms with support from VSFB Land Use

Planning Officer and the project manager.

Location and timing

The consultancy will take place in North-western Kenya, the areas to be visited include:

- Turkana ecosystem – Oropoi, Lokamarinyang, Kokuru, Loima and Lokori/Katilia

locations

- Pokot ecosystem – Alale, Akoret, Nyangaita, Amaya locations

- Samburu ecosystem - Longewan and Nachola locations

Key activities

- Prepare a detailed work plan for the assignment which outlines the methodology

to be used;

- Conduct field visits in the project locations spending a minimum of 4 days in each

ecosystem in discussion with communities, VLUPC, PFS facilitators, local

leaders, teachers, VSF staff and other DMI/LRRD partners.

- Collect any required illustrations (photos) from the field.

- Develop the technical content according to local context.

- Review and improve on the ICRD project learning booklet developed for Somali,

Karimojang, and Oromiya ecosystems;

- Design/layout the booklets.

- Submit a draft booklet for review

- Integrate any feed-back into the final product

Execution

The whole mission (Nairobi/Lodwar and field locations) is not expected to take more

than 25 days. The final product (translated copies) should be available by December 15th

2009 at the latest.

Deliverables

Three interactive learning booklets, one for each of the project ecosystems:

- One training manual in English to facilitate awareness sessions not more

than 20 facing pages published;

- Three booklets translated in local languages - Turkana, Pokot and Samburu

targeting school children aged 8 -12 years of age;

- Pilot awareness raising and education sessions using the developed booklets

in at least two schools;

- Hard copies and a its soft copies must be submitted and will remain the

property of VSF-B and its partners;

3

Responsibility

The DMI project Manager based in Lodwar, Turkana will:-

Have overall responsibility and accountability for the mission,

Ensure the overall coordination of the mission in conjunction with the project

partners,

Qualifications

The consultant should:

- Have a demonstrated experience of working with drought affected pastoral

communities in the Horn of Africa.

- Have scientific knowledge and prior experience of/on rangeland management

issues.

- Have experience in designing interactive learning materials for children;

- Understand climate change, adaptations and coping strategies in ASALs.

How to apply

Interested expert(s) should submit proposals indicating relevant qualifications and

experience as well as a detailed execution plan. They should also indicate daily

consultancy rates and possible starting dates. The proposals, CV and letter of motivation

as well as three (3) referees should be sent electronically to recruitment@vsfb.or.ke

Ref: DMI Consultancy 9/09

Closing date: 15th October 2009

-
JD

Care and Support Team Leader

Care and Support Team Leader: Part of a tightly knit project team based in Yambio County, South Sudan working closely with program director, the Care and Support Team Leader will over see the implementation of ANISA Care and Support activities and provide technical assistance to organizations providing this care in ANISA to support the fulfillment of ANISA’s goal and objectives by guiding the strategic planning, implementation, monitoring and evaluation of the HIV/AIDS Care and Support interventions in a five-year CDC-funded program managed by Catholic Medical Mission Board (CMMB).  The program aims to reduce HIV transmission and provide care and support services to People Living with HIV and AIDS. 

· Lead ANISA Project in the planning, development and supporting implementation of holistic high quality package of care and support services integrated with other HIV/AIDS services.

· Work in partnership with the other Team Leaders at ANISA to facilitate the fulfillment of ANISA’s goal and objectives.

· Work in cooperation with other ANISA partners especially Government institutions/others to ensure that organizations providing home based care and support follow Ministry of Health standards established at National Level.

· Build coalition with other HIV/AIDS service providers to support Community Based Organizations implement Home-based care activities for Persons living with HIV/AIDS in hard to reach.

· Support training of health workers and Community volunteers in the different aspects necessary to implement home-based care services in the context of HIV/AIDS.

· Working with districts, conduct support supervision in the ANISA counties and providing technical assistance to organizations providing home based care.

· May be called upon to provide any assistance to the ANISA program as needed by his/her supervisors.

· Establish and maintain close relationships with other organizations that are involved in HIV and AIDS Home Based Care Services  in Western Equatorial State to avoid duplication of efforts

Requires

· Degree level nurse or midwife. Postgraduate qualification in relevant field is an added advantage.
· At least five years experience in providing and managing home-based care services in managing HIV/AIDS. 
· Should have experience in working with and supporting Community Based Organizations providing home-based care.  
Core Capabilities 

· Learning for growth and development (seeking out personal and professional excellence as well as supporting the development of others; prioritizing learning from experience and investing in development resources and activities).
· Understanding World Vision Mission and Operations (holistic understanding and personal commitment to WV’s child focused vision, mission and core values).
· Achieving quality results and service (keeping the end in mind and getting things done to ensure the quality of the program).
· Building collaborative relationships (recognizing each person’s gifts and talents, building positive genuine relationships, fostering networks and actively participating in effective work teams both internally and externally).
Applications should be submitted to the undersigned on or before Friday 16th October 2009

People & Culture Officer/Manager

World Vision, All Saint Cathedral compound

Juba

or 

People and Culture Officer

World Vision, Yambio WEQ

Or you could email to any of these addresses: sakondo_angelo@wvi.org
Title of Position:
Financial Analyst

Location:

ACORD headquarters, Nairobi.
ACORD is an Africa-led International Alliance working for Social Justice and Development in Africa and present in 18 countries.  ACORD seeks to go beyond addressing the consequences of poverty to understanding, challenging and changing the conditions that cause poverty and exclusion. We do this in alliance with other organisations.

ACORD’s response to the challenges of Africa is firmly based on a belief that people themselves are the agents of change and actors of their own development. People’s ability to take action on the causes of poverty is what will transform Africa’s future. This belief underpins ACORD’s practical work, its research, methodologies and policy advocacy. ACORD works in partnership with civil society and communities and in alliance with other organizations in Africa and the rest of the world. 

Under the supervision of the Head of Finance, the Financial Analyst is mainly responsible for supporting sound financial management and reporting systems as well as financial management capacity across the organisation enabling adequate financial planning and monitoring. 

He/She will coordinate internal and external audit processes across ACORD Programs and monitor timely and sustainable implementation of post-audit plans. 

He/She shall advise Managers at Headquarters and Program level in respect with organization’s audit requirements and work with them to strengthen internal control systems ensuring sound financial management. 

Please find more details on key requirements for the position, required skills, knowledge and competencies in the detailed job description placed on the ACORD website: www.acordinternational.org  

To submit your application, please complete an application form available on the web site with a full curriculum vitae and cover letter and e-mail your application to recruit@acordinternational.org placing the position you are applying for in the subject line. Hard copy applications shall be sent to ACORD at the following address: 

ACK Garden House 
P.O. Box 61216, 00200- Nairobi, Kenya

Tel: +254 (20) 2721172, 2721185/6

Fax: +254 (20) 2721166 

The closing date to receive applications is 20th October 2009

VACANCY ANNOUNCEMENT - VARIOUS POSITIONS

Position : Laboratory Technologist / Counselor Responsible to : Center in Charge

Location : Kitale Closing date : 16th October, 2009

THE ORGANIZATION

Handicap International is an INGO specialising in the field of disability and development. A strong

emphasis is placed on empowering people with disabilities through their integration into

mainstream development activities and the provision of appropriate health and rehabilitation

services to ensure equal opportunities for all.

THE POSITION

The Laboratory Technologist/ Counselor is under the direct supervision of the Center In Charge.

S\he is expected to adhere to the code of ethics published by National VCT guidelines in the

performance of his/her duties. The Laboratory Technologist / Counselor is charged with the

responsibility of ensuring quality assurance of testing procedures and supervise other Counselors in

this respect.

S\he is responsible for:-

- Providing laboratory based technical support to VCT counselors by

• ensuring availability of test kits and laboratory supplies as a requirement for testing services.

• taking charge of the stock of laboratory and medical supplies for VCT service.

- Providing and promoting VCT services

- Providing capacity building of the counseling team by

• planning and facilitating capacity building training for counselors in laboratory component and

quality assurance through formal and informal adult learning methods.

- Mobilizing for VCT services at the Center

- Creating a good working relationship between HI and the main external linkages

- Ensuring regular reporting of the center activities

Qualifications and skills required:

• Diploma in Medical Laboratory Sciences from a recognized institution

• Certificate in VCT approved by NASCOP

• Must be a registered member of the Kenya Medical Laboratory Technicians and

Technologist Board.

• Minimum 2 years experience in an institution offering VCT and RH services.

• Willingness to work under minimum supervision

• Computer literacy an added advantage

• Fluency in English and Swahili (Oral and Written) a must

If you feel you are the right candidate for this position, kindly send your application along with an up-todate

CV(including 3 referees their current contacts and email addresses) by email to the Human

Resources Officer : hrofficer@handicap-international.or.ke so as to reach on or before 16th October,

2009 5.00pm. The email subject line should be marked: “Application for Lab Tech/ Counsellor

Position”

Do not send your academic and other testimonials they will be requested at a later stage.

Only short listed candidates will be contacted.

Any kind of lobbying on behalf of applicants or canvassing will lead to immediate disqualification.

Handicap International is an Equal Opportunity Employer - Females and Persons with Disabilities

are encouraged to apply

VACANCY ANNOUNCEMENT

Position : Finance and Administration Assistant

Responsible to : Regional Coordinator ( DEAR RC)

Location : Nairobi

Closing date : 14th October, 2009

THE POSITION

The DEAR Finance and Administration Assistant is under the supervision of the Diabetes in East

Africa Project Regional Coordinator (DEAR RC). He/she ensures the constraints of the funding

contracts are respected and that the financial framework defined by HI and rules specific to the

project applied, with the constant aim of defending the association’s interests and ensuring the

correct utilization of resources.

He / she will be responsible for :-

− Budgetary Management of the Grants

− Follow up of the Grants

− Monitoring of Funding

− Following up of sub-grantees/Partners

− Ensuring the successful conduct of grant audits

− Contributing towards the administrative management by:

􀂃 Placing requests for office related expenditures, (stationary, calling cards…) and follow

up purchase of the same.

􀂃 Compile and submit monthly forecasts for recurrent office expenditures

􀂃 Facilitating internal and external communication

􀂃 Organizing official appointments and relevant bookings on behalf of DEAR project staff

as directed by the DEAR Regional Coordinator.

􀂃 Organizing regional meetings and workshops as directed by the DEAR Regional

Coordinator.

Qualifications and skills required

Education Undergraduate degree in Finance/Business

Administration

A PLUS : CPA 11

Experience At least 3 years working experience in a

busy/complex environment

Skills required 􀂃 Strong analytical skills

􀂃 Report writing and editing skills

􀂃 Good written and oral communication

skills

􀂃 Ability to transfer knowledge through

formal or non formal trainings

􀂃 Computer literate in MS Office

applications (Excel, Word,…)

Attributes 􀂃 Creativity

􀂃 Adaptability

􀂃 Good Interpersonal skills

􀂃 Results oriented and flexible

􀂃 Ability to travel

Languages 􀂃 Fluency in Kiswahili and English (written

and spoken) mandatory.

􀂃 Knowledge of French an asset.

If you feel you are the right candidate for this position, kindly send your application along with an up-todate

CV(including 3 referees their current contacts and email addresses) by email to the Human

Resources Officer : hrofficer@handicap-international.or.ke so as to reach on or before 14th October,

2009 5.00pm. The email subject line should be marked: “Application for Finance and Admin Asst

Position”

Do not send your academic and other testimonials they will be requested at a later stage.

Only short listed candidates will be contacted.

Any kind of lobbying on behalf of applicants or canvassing will lead to immediate disqualification.

Handicap International is an Equal Opportunity Employer - Females and Persons with Disabilities

are encouraged to apply

VACANCY ANNOUNCEMENT

Position : Project Manager ( Inclusive Education ) Responsible to : Field Coordinator - Nairobi

Location : Nairobi Closing date : 19th October, 2009

THE POSITION

Under the supervision of the Field Coordinator (Nairobi) the Project Manager is responsible for the

development and the implementation of the inclusive education project, which is part of the HI

Kenya sector’s programme strategy. He/she contributes towards the capitalization of experience

gained from the project.

He/she is responsible for:-

- Managing the inclusive education projects through:-

• Development of project documents

• Ensuring implementation of project activities as per the proposal and action plan

• Ensuring accountability

• Managing the project’s financial, logistical and material resources.

• Co-ordinating between all the project’s internal and external interfaces

− Managing the project team

− Ensuring adherence to HI standards and values for quality assurance

− Contributing towards the capitalization of experience and knowledge management

Qualifications and skills required

• A Bachelors Degree in Education – Special Needs Education or Masters in Inclusive Education

• At least three years professional experience in education for children with disability

• Work experience with Persons with disability in education and skills building

• Project management training would be an added value

• Good communication and writing skills.

• Proficiency in Computer skills

• Working experience in result based management

• Conversant with donor reports or general project reports-monthly, quarterly, mid term review and

end term reviews

If you feel you are the right candidate for this position, kindly send your application along with an up-todate

CV(including 3 referees their current contacts and email addresses) by email to the Human

Resources Officer : hrofficer@handicap-international.or.ke so as to reach on or before 19th October,

2009 5.00pm. The email subject line should be marked: “Application for Project Manager –

Inclusive Education Position”

Do not send your academic and other testimonials they will be requested at a later stage.

Only short listed candidates will be contacted.

Any kind of lobbying on behalf of applicants or canvassing will lead to immediate disqualification.

Handicap International is an Equal Opportunity Employer - Females and Persons with Disabilities

are encouraged to apply

VACANCY ANNOUNCEMENT

Position : Inclusive Community Development Officer

Responsible to : Senior Project Officer - CCR

Location : Kitale

Closing date : 21st October, 2009

THE POSITION

The Inclusive Community Development Officer is responsible for the implementation of the

Conflict Transformation Component of the Counseling and Conflict Recovery (CCR) Project and

will be under the direct supervision of the Senior Project Officer - CCR. He / She is expected to

ensure the smooth and successful implementation of the Peace Building activities in Trans Nzoia

East, West and Kwanza Districts. He/She is expected to improve and maintain effective

communication and mutual relationship with all stakeholders, maintain operational standards

according to HI’s policy and in line with the requirements of the donor. The Inclusive Community

Development Officer should ensure that the general code of conduct for humanitarian workers is

observed not only by the officer but by his/her team in whole.

He/she is responsible for:-

− Overseeing the direct implementation of Conflict Transformation activities under the

Counseling and Conflict Recovery Project by

- Ensuring mainstreaming of gender, SGBV, PWDS, PLWAS and Ex-militia into project

implementation

- Supporting and empowering community based peace initiatives through existing local structures

(peace committees; traditional leaders, Security personnel etc)

- Embracing community organisations and maintaining regular contact with representatives or

leaders.

- Identifying and adopting means of information dissemination on peace i.e. printed documents,

audio-visual materials, meetings, sports, cultural events and other functions which might be

useful to the project.

- Participating in drawing up of the project action plan together with the Senior Project Officer.

- Linking up with the counterpart Inclusive Development Officer, and the community to identify

the appropriate locations for building dialogue huts (which will be used for counseling,

intercommunity dialogue and IGAs) and liase with logistics for construction.

- Overseeing integration of peace education curriculum in schools

− Creating a good working relationship between HI and main external linkages

− Ensuring regular monitoring and reporting of the project activities to the Senior Project Officer

- Ensuring adherence to HI standards and values for quality assurance

− Contributing to the development of the project

Qualifications and skills required

• University degree or Diploma in Social Policy, Development studies, Community Development

or related discipline

• Minimum of 3 years experience working within Community Sector with Marginalized or

displaced community groups.

• Have the ability and experience to design specific community based development programme.

• Ability to motivate and gain the cooperation and support of staff across the organisation and to

work as part of a team work

• Demonstrated knowledge of needs and issues connected to the community in the project area.

• Have proven excellent interpersonal facilities and motivational skills.

• Possess Good Presentation, Report Writing and Communication Skills and ability to

communicate with other stake holders.

• Experience of facilitating group’s and one to one work.

• Computer literate (word and excel)

• Be prepared to work flexible hours

If you feel you are the right candidate for this position, kindly send your application along with an up-todate

CV(including 3 referees their current contacts and email addresses) by email to the Human

Resources Officer : hrofficer@handicap-international.or.ke so as to reach on or before 21st October,

2009 5.00pm. The email subject line should be marked: “Application for ICDO position”

Do not send your academic and other testimonials they will be requested at a later stage.

Only short listed candidates will be contacted.

Any kind of lobbying on behalf of applicants or canvassing will lead to immediate disqualification.

Handicap International is an Equal Opportunity Employer - Females and Persons with Disabilities

are encouraged to apply

VACANCY ANNOUNCEMENT

Position: HIV/AIDS Field Officer Responsible to: HIV/AIDS Project Manager

Location: Kitale Closing date: 22nd October 2009

THE POSITION

The Field officer is under the supervision of the HIV/AIDS Project Manager and will ensure

HIV/AIDS/STI, RH/FP, TB, MCH and Malaria service promotion activities targeting youth out of

school are implemented in Trans Nzoia and West Pokot.

He/she will be responsible for

- Ensuring direct implementation of the project and project monitoring procedures by

• Participating in establishment of behaviour change youth support groups and peer education

through trainings.

• Induction of the behaviour change to youth support groups on reporting tools, IEC development,

production and distribution.

• Institutional strengthening and capacity building of youth support groups

• Contributing towards the development of innovative HIV/AIDS strategies targeting the youth.

• Monitoring project progress and activities in accordance to project objectives and expected results

- Ensuring that marginalized groups [deaf community and prisons department] are reached

with HIV/AIDS/STI, RH/FP, TB, MCH and Malaria service promotion activities

- Creating a good working relationship between HI and main external linkages

- Ensuring regular reporting on project activities

Qualifications and skills required:

• Diploma in Social Work, Community health or Public Health

• 2 years experience in community development work.

• Good report writing and presentation skills

• Demonstrated ability to transfer knowledge through informal and formal trainings

• Computer literate with knowledge of Word, Excel, PowerPoint and Internet.

• Experience in implementation of USAID funded project

• A Plus: Experience with an International NGO and Sign language

If you feel you are the right candidate for this position, kindly send your application along with an up-todate

CV((including 3 referees their current contacts and email addresses by email to the Human

Resources Officer : hrofficer@handicap-international.or.ke so as to reach on or before 22nd October,

2009 5.00pm. The email subject line should be marked: “Application for HIV/AIDS Field Officer

position”

Please do not send your academic and other testimonials they will be requested at a later stage.

Only short listed candidates will be contacted.

Any kind of lobbying on behalf of applicants or canvassing will lead to immediate disqualification.

Handicap International is an Equal Opportunity Employer - Females and Persons with Disability

are encouraged to apply
VACANCY ANNOUNCEMENT - VARIOUS POSITIONS

Position : Laboratory Technologist / Counselor Responsible to : Center in Charge

Location : Kitale Closing date : 16th October, 2009

THE ORGANIZATION

Handicap International is an INGO specialising in the field of disability and development. A strong

emphasis is placed on empowering people with disabilities through their integration into

mainstream development activities and the provision of appropriate health and rehabilitation

services to ensure equal opportunities for all.

THE POSITION

The Laboratory Technologist/ Counselor is under the direct supervision of the Center In Charge.

S\he is expected to adhere to the code of ethics published by National VCT guidelines in the

performance of his/her duties. The Laboratory Technologist / Counselor is charged with the

responsibility of ensuring quality assurance of testing procedures and supervise other Counselors in

this respect.

S\he is responsible for:-

- Providing laboratory based technical support to VCT counselors by

• ensuring availability of test kits and laboratory supplies as a requirement for testing services.

• taking charge of the stock of laboratory and medical supplies for VCT service.

- Providing and promoting VCT services

- Providing capacity building of the counseling team by

• planning and facilitating capacity building training for counselors in laboratory component and

quality assurance through formal and informal adult learning methods.

- Mobilizing for VCT services at the Center

- Creating a good working relationship between HI and the main external linkages

- Ensuring regular reporting of the center activities

Qualifications and skills required:

• Diploma in Medical Laboratory Sciences from a recognized institution

• Certificate in VCT approved by NASCOP

• Must be a registered member of the Kenya Medical Laboratory Technicians and

Technologist Board.

• Minimum 2 years experience in an institution offering VCT and RH services.

• Willingness to work under minimum supervision

• Computer literacy an added advantage

• Fluency in English and Swahili (Oral and Written) a must

If you feel you are the right candidate for this position, kindly send your application along with an up-todate

CV(including 3 referees their current contacts and email addresses) by email to the Human

Resources Officer : hrofficer@handicap-international.or.ke so as to reach on or before 16th October,

2009 5.00pm. The email subject line should be marked: “Application for Lab Tech/ Counsellor

Position”

Do not send your academic and other testimonials they will be requested at a later stage.

Only short listed candidates will be contacted.

Any kind of lobbying on behalf of applicants or canvassing will lead to immediate disqualification.

Handicap International is an Equal Opportunity Employer - Females and Persons with Disabilities

are encouraged to apply

VACANCY ANNOUNCEMENT

Position : Finance and Administration Assistant

Responsible to : Regional Coordinator ( DEAR RC)

Location : Nairobi

Closing date : 14th October, 2009

THE POSITION

The DEAR Finance and Administration Assistant is under the supervision of the Diabetes in East

Africa Project Regional Coordinator (DEAR RC). He/she ensures the constraints of the funding

contracts are respected and that the financial framework defined by HI and rules specific to the

project applied, with the constant aim of defending the association’s interests and ensuring the

correct utilization of resources.

He / she will be responsible for :-

− Budgetary Management of the Grants

− Follow up of the Grants

− Monitoring of Funding

− Following up of sub-grantees/Partners

− Ensuring the successful conduct of grant audits

− Contributing towards the administrative management by:

􀂃 Placing requests for office related expenditures, (stationary, calling cards…) and follow

up purchase of the same.

􀂃 Compile and submit monthly forecasts for recurrent office expenditures

􀂃 Facilitating internal and external communication

􀂃 Organizing official appointments and relevant bookings on behalf of DEAR project staff

as directed by the DEAR Regional Coordinator.

􀂃 Organizing regional meetings and workshops as directed by the DEAR Regional

Coordinator.

Qualifications and skills required

Education Undergraduate degree in Finance/Business

Administration

A PLUS : CPA 11

Experience At least 3 years working experience in a

busy/complex environment

Skills required 􀂃 Strong analytical skills

􀂃 Report writing and editing skills

􀂃 Good written and oral communication

skills

􀂃 Ability to transfer knowledge through

formal or non formal trainings

􀂃 Computer literate in MS Office

applications (Excel, Word,…)

Attributes 􀂃 Creativity

􀂃 Adaptability

􀂃 Good Interpersonal skills

􀂃 Results oriented and flexible

􀂃 Ability to travel

Languages 􀂃 Fluency in Kiswahili and English (written

and spoken) mandatory.

􀂃 Knowledge of French an asset.

If you feel you are the right candidate for this position, kindly send your application along with an up-todate

CV(including 3 referees their current contacts and email addresses) by email to the Human

Resources Officer : hrofficer@handicap-international.or.ke so as to reach on or before 14th October,

2009 5.00pm. The email subject line should be marked: “Application for Finance and Admin Asst

Position”

Do not send your academic and other testimonials they will be requested at a later stage.

Only short listed candidates will be contacted.

Any kind of lobbying on behalf of applicants or canvassing will lead to immediate disqualification.

Handicap International is an Equal Opportunity Employer - Females and Persons with Disabilities

are encouraged to apply

VACANCY ANNOUNCEMENT

Position : Project Manager ( Inclusive Education ) Responsible to : Field Coordinator - Nairobi

Location : Nairobi Closing date : 19th October, 2009

THE POSITION

Under the supervision of the Field Coordinator (Nairobi) the Project Manager is responsible for the

development and the implementation of the inclusive education project, which is part of the HI

Kenya sector’s programme strategy. He/she contributes towards the capitalization of experience

gained from the project.

He/she is responsible for:-

- Managing the inclusive education projects through:-

• Development of project documents

• Ensuring implementation of project activities as per the proposal and action plan

• Ensuring accountability

• Managing the project’s financial, logistical and material resources.

• Co-ordinating between all the project’s internal and external interfaces

− Managing the project team

− Ensuring adherence to HI standards and values for quality assurance

− Contributing towards the capitalization of experience and knowledge management

Qualifications and skills required

• A Bachelors Degree in Education – Special Needs Education or Masters in Inclusive Education

• At least three years professional experience in education for children with disability

• Work experience with Persons with disability in education and skills building

• Project management training would be an added value

• Good communication and writing skills.

• Proficiency in Computer skills

• Working experience in result based management

• Conversant with donor reports or general project reports-monthly, quarterly, mid term review and

end term reviews

If you feel you are the right candidate for this position, kindly send your application along with an up-todate

CV(including 3 referees their current contacts and email addresses) by email to the Human

Resources Officer : hrofficer@handicap-international.or.ke so as to reach on or before 19th October,

2009 5.00pm. The email subject line should be marked: “Application for Project Manager –

Inclusive Education Position”

Do not send your academic and other testimonials they will be requested at a later stage.

Only short listed candidates will be contacted.

Any kind of lobbying on behalf of applicants or canvassing will lead to immediate disqualification.

Handicap International is an Equal Opportunity Employer - Females and Persons with Disabilities

are encouraged to apply

VACANCY ANNOUNCEMENT

Position : Inclusive Community Development Officer

Responsible to : Senior Project Officer - CCR

Location : Kitale

Closing date : 21st October, 2009

THE POSITION

The Inclusive Community Development Officer is responsible for the implementation of the

Conflict Transformation Component of the Counseling and Conflict Recovery (CCR) Project and

will be under the direct supervision of the Senior Project Officer - CCR. He / She is expected to

ensure the smooth and successful implementation of the Peace Building activities in Trans Nzoia

East, West and Kwanza Districts. He/She is expected to improve and maintain effective

communication and mutual relationship with all stakeholders, maintain operational standards

according to HI’s policy and in line with the requirements of the donor. The Inclusive Community

Development Officer should ensure that the general code of conduct for humanitarian workers is

observed not only by the officer but by his/her team in whole.

He/she is responsible for:-

− Overseeing the direct implementation of Conflict Transformation activities under the

Counseling and Conflict Recovery Project by

- Ensuring mainstreaming of gender, SGBV, PWDS, PLWAS and Ex-militia into project

implementation

- Supporting and empowering community based peace initiatives through existing local structures

(peace committees; traditional leaders, Security personnel etc)

- Embracing community organisations and maintaining regular contact with representatives or

leaders.

- Identifying and adopting means of information dissemination on peace i.e. printed documents,

audio-visual materials, meetings, sports, cultural events and other functions which might be

useful to the project.

- Participating in drawing up of the project action plan together with the Senior Project Officer.

- Linking up with the counterpart Inclusive Development Officer, and the community to identify

the appropriate locations for building dialogue huts (which will be used for counseling,

intercommunity dialogue and IGAs) and liase with logistics for construction.

- Overseeing integration of peace education curriculum in schools

− Creating a good working relationship between HI and main external linkages

− Ensuring regular monitoring and reporting of the project activities to the Senior Project Officer

- Ensuring adherence to HI standards and values for quality assurance

− Contributing to the development of the project

Qualifications and skills required

• University degree or Diploma in Social Policy, Development studies, Community Development

or related discipline

• Minimum of 3 years experience working within Community Sector with Marginalized or

displaced community groups.

• Have the ability and experience to design specific community based development programme.

• Ability to motivate and gain the cooperation and support of staff across the organisation and to

work as part of a team work

• Demonstrated knowledge of needs and issues connected to the community in the project area.

• Have proven excellent interpersonal facilities and motivational skills.

• Possess Good Presentation, Report Writing and Communication Skills and ability to

communicate with other stake holders.

• Experience of facilitating group’s and one to one work.

• Computer literate (word and excel)

• Be prepared to work flexible hours

If you feel you are the right candidate for this position, kindly send your application along with an up-todate

CV(including 3 referees their current contacts and email addresses) by email to the Human

Resources Officer : hrofficer@handicap-international.or.ke so as to reach on or before 21st October,

2009 5.00pm. The email subject line should be marked: “Application for ICDO position”

Do not send your academic and other testimonials they will be requested at a later stage.

Only short listed candidates will be contacted.

Any kind of lobbying on behalf of applicants or canvassing will lead to immediate disqualification.

Handicap International is an Equal Opportunity Employer - Females and Persons with Disabilities

are encouraged to apply

VACANCY ANNOUNCEMENT

Position: HIV/AIDS Field Officer Responsible to: HIV/AIDS Project Manager

Location: Kitale Closing date: 22nd October 2009

THE POSITION

The Field officer is under the supervision of the HIV/AIDS Project Manager and will ensure

HIV/AIDS/STI, RH/FP, TB, MCH and Malaria service promotion activities targeting youth out of

school are implemented in Trans Nzoia and West Pokot.

He/she will be responsible for

- Ensuring direct implementation of the project and project monitoring procedures by

• Participating in establishment of behaviour change youth support groups and peer education

through trainings.

• Induction of the behaviour change to youth support groups on reporting tools, IEC development,

production and distribution.

• Institutional strengthening and capacity building of youth support groups

• Contributing towards the development of innovative HIV/AIDS strategies targeting the youth.

• Monitoring project progress and activities in accordance to project objectives and expected results

- Ensuring that marginalized groups [deaf community and prisons department] are reached

with HIV/AIDS/STI, RH/FP, TB, MCH and Malaria service promotion activities

- Creating a good working relationship between HI and main external linkages

- Ensuring regular reporting on project activities

Qualifications and skills required:

• Diploma in Social Work, Community health or Public Health

• 2 years experience in community development work.

• Good report writing and presentation skills

• Demonstrated ability to transfer knowledge through informal and formal trainings

• Computer literate with knowledge of Word, Excel, PowerPoint and Internet.

• Experience in implementation of USAID funded project

• A Plus: Experience with an International NGO and Sign language

If you feel you are the right candidate for this position, kindly send your application along with an up-todate

CV((including 3 referees their current contacts and email addresses by email to the Human

Resources Officer : hrofficer@handicap-international.or.ke so as to reach on or before 22nd October,

2009 5.00pm. The email subject line should be marked: “Application for HIV/AIDS Field Officer

position”

Please do not send your academic and other testimonials they will be requested at a later stage.

Only short listed candidates will be contacted.

Any kind of lobbying on behalf of applicants or canvassing will lead to immediate disqualification.

Handicap International is an Equal Opportunity Employer - Females and Persons with Disability

are encouraged to apply
VACANCY ANNOUNCEMENT

Concern Worldwide is a non-governmental, international, humanitarian organization dedicated to the reduction of suffering and working towards the ultimate elimination of extreme poverty in the world’s poorest countries.

Applications are invited from suitably qualified and experienced Kenyan nationals for the following positions:

JOB TITLE:  FINANCE MANAGER - PARTNERS
Summary of Job Responsibilities

The Finance Manager - Partners will ensure all aspects of Concern’s financial procedures and processes with partners are effectively carried out. This will include the pre-assessment of partner financial capacities, the development of appropriate financial clauses in partner agreement, the monitoring of partner expenditure and performance, the development of partner capacity building strategies and assistance to partners and programme managers in the planning and design phase projects; reviewing partners’ reports and maintaining them in Concern’s systems.

The position will require a high degree of technical financial knowledge with strong training skills with the two key objectives of supporting and counter-parting partners towards achieving programme objectives and ensuring Concern’s monies are utilized in the appropriate and a transparent manner.   

1. REPORTS TO: 



Country Accountant 

2. RESPONSIBILITY FOR STAFF:

1 (Finance Assistant – Kisumu)

3.   JOB LOCATION: 
Based in Nairobi with frequent travel to partner locations and offices

4. MAIN DUTIES AND RESPONSIBILITIES

Key duties and responsibilities will include:

· Partner Financial Assessment

· Partner Agreements & disbursements

· Partner Monitoring & Compliance

· Partner Capacity Building & Support 

· Partner Budgeting

· Partner Accounting in System

· Other Duties

 Partner Financial Assessment

· Complete assessments of the financial capacities of all existing partners using the appropriate Concern tools. 

· For any new partners, complete an assessment in compliance with procedures and protocols.

· Following assessment, produce a report for management in the agreed format making clear recommendations in terms of risk, capacity and training needs. 

Partner Agreements

Working with the programme managers, the Finance Manager - Partners will design and recommend clauses for all partner agreements, taking into consideration global Concern procedures and the findings of the assessment. These will cover at a minimum:

· Disbursement procedures

· Reporting requirements (frequency / format)

· Audit & legal requirements

· Expenditure restrictions (flexibility)

· Budget revision procedures

· Other financial monitoring mechanisms

· Document retention requirements

· Non compliance / termination Issues

Partner Monitoring & Compliance

A critical component of the role will be ensuring appropriate partner monitoring and follow up takes place. This will include:

· Review and approval of financial statements (and/or supporting documentation) on a quarterly basis.

· Communication in writing to Country Accountant and programme managers of any areas where non compliance exists or expenditure cannot be verified.

· Ensure external audits are conducted by partners in compliance with the agreement. Review these external audit reports and follow up on any issues raised and evaluate the quality/content of the report and auditor.

· Carry out planned and ad hoc reviews/audits of specific aspects of partner finances – following review of programme expenditure.

· Follow up on any issues raised following these reviews.

· Working with the Country Accountant and programme managers, design formal bi-annual monitoring plans for Concern Kenya partners.

· Review disbursement position and facilitate the timely and appropriate release of funds to the partner.

Partner Capacity Building & Support

The Finance Manager - Partners will be a resource for partners supporting them on key training, development and financial control and system issues. This will be dependant on the needs of the partner and will be initiated by findings in the assessment and communication and consultation with the partner.

The Finance Manager - Partners will draft training plans for the relevant partners focussing on three key areas:

a. Strengthening partner capacities to better comply with Concern contractual arrangements.

b. Assisting partners in identifying areas to strengthen and develop partner finance staff and either provide this training or assist the partner in identifying where such training can be sourced.

c. Assisting partners in finding the appropriate financial solutions to any financial control and systems weaknesses identified.

Partner Budgeting

· In consultation with the programme managers and partners, design and development appropriate partner budget timetables and processes.

· Provide key training to the same on all aspects of budgeting.

· Review budgets at the consolidation stage, highlighting areas of variance in terms of support costs and previous year’s expenditure and enable easy consolidation of data to the budget pack and system.

Partner Accounting in System

Following review (and investigation) of partner’s periodic financial reports (and supporting documentation):

· Prepare journals consolidating the expenditure into the correct Concern headings and format.

· Accurately upload journals into the system on a timely basis.

· Reconcile all partner control accounts and balance sheet

Other Duties

The Finance Manager will be required to deputise the Country Accountant and will, therefore, need to adopt a flexible approach in the performance of his/her duties. 

5. REQUIRED QUALIFICATIONS

Skills, Knowledge and Experience

· Extensive accounting and financial management experience in with an international NGO or similar organization 

· At least 2 years audit experience. 

· Strong leadership, management, people management and interpersonal skills.

· Ability to plan and monitor workflow and performance in a complex environment.

· Ability to produce high quality work and balance competing priorities within demanding timeframes.

· Excellent written and verbal communication skills.

· Excellent computer skills

· Excellent/Proven training skills

· Attentive to details.

· Ability to work under pressure

· Ability to work as part of a team

Education/Professional 

· University degree in Finance /Accounting or equivalent

· Minimum CPA-K

JOB TITLE:  IT SYSTEMS ADMINISTRATOR
Summary of Job Responsibilities

The incumbent will be responsible for security of data and information systems and provide user support in systems usage and functionality within the Kenya programme offices. S/he will also offer support to the South Sudan Programme, in line with the corporate ICT strategy and polices and procedures.
1. REPORTING TO: 


Logistics, Transport & IT Manager  
2. RESPONSIBILITY FOR STAFF:

None

3. LOCATION:



Nairobi, with frequent travel to the field offices                         
4. MAIN DUTIES AND RESPONSIBILITIES:

End User Support and Capacity Building

· Investigate problems reported and take corrective action as appropriate.  

· Escalate problems and liaise with Dublin IT team to request further support.

· Assist users with file management system.

· Provide technical direction and support to the assigned IT support person (s) in the field programmes.

Technical Support

· Implement and support IT systems &  network installations in accordance with policies and procedures

· Undertake hardware moves between sites and offices 

· Implement hardware and software upgrades 

· Implement and support communications infrastructure – ,Internet, email, phones, radio 

· Implement, monitor and support organization security and protection standards including surge protection and UPS

· Implement, monitor and support backup, recovery and security systems

· Plan and undertake field and project support assignments as required (e.g. for standard maintenance programmes and support requests) and approved by the line manager

· Investigate and report problems with office support systems e.g. photocopiers, printers and faxes etc
· Help build capacity for Emergency Response Preparedness and provide IT support to Emergency Programmes as required
· Liaise with nominated external IT suppliers, support and maintenance companies e.g. with the ISP in relation to connectivity performance and issues …

Quality Assurance and On-Going Development 

· Monitor and investigate developments with local communications infrastructure and assess potential for improving existing communications infrastructure 

· Update to Dublin IT team regarding infrastructure improvements 

· Keep up to date with trends and developments in relevant technologies. Investigate local external support options and investigate and make recommendations regarding infrastructure improvements

Asset Management

· Keep an asset register of IT equipment – hardware, software, radio and network equipment.

· Track and control the movement of equipment between sites and temporary off site work.

· Track and control equipment being added to the network by visiting staff and consultants ensuring compliance with procedures for such movements and data exchange.

· Keep a file of maintenance and support contracts.

· Keep a schedule and log of maintenance work completed by contractors.

· Ensure software licenses are in place for applications used.  Liaise with Dublin IT Team on software and license requirements. 

· Maintain a schedule of hardware and software upgrades (e.g. virus protection) and ensure all PCs are kept up to date with operating systems patches and antivirus software.

IT Administration

Liaises closely with:-

· IT users and Field Management


5. REQUIRED QUALIFICATIONS

Skills, Knowledge and Experience

· Bachelors Degree in Electrical and Computer Engineering, Computer Science or any other related IT Degree.
· Minimum of 3 years experience in busy computerised environment involving upgrades, troubleshooting, testing and maintenance of PCs

· Helpdesk experience 

· Knowledge of PC, network architecture  and cabling systems: , Windows 2003 server, Windows XP , MS Exchange Server, ISA Server, Ethernet, TCP/IP protocols and other Microsoft products

· Ability to communicate effectively and to deliver training programmes

· Knowledge of communications systems: HF/VHF radios and satellite technologies, internet technology, phone systems and network security systems

· Knowledge of relational databases e.g. SQL

· Knowledge of Generators, UPS, Electrical theory and Solar Power

· Good interpersonal and communication skills

· Good organization, planning and management skills

· Innovative

· Ability to work under pressure.

· Willingness to work long hours, weekends and overnight in communities.

Education/Professional

· Bachelors Degree in Electrical and Computer Engineering, Computer Science or other related IT Degree.

· MCSE/CCNA or other IT professional qualifications preferred

Interested candidates, who meet the above requirements, should apply (quoting position applied for) by sending a CV including telephone contact and a covering letter, by email to:- 

The Human Resource Manager

Concern Worldwide

P.O. Box 13850-00800 

Nairobi

 nairobi.hr@concern.net  

The closing date for applications is 13 October 2009. We regret that only short-listed applicants will be contacted

International Organization for Migration, Mission with Regional Function Nairobi

Rhapta Road, Westlands

P.O.Box 55040, 00200 Nairobi, Kenya

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

(1)

Terms of Reference

Vacancy Notice No: IOM/076/09

Functional Title: Intern – Day Care Center

Duty Station: Nairobi (Kenya)

Duration of Assignment: 3 months

Stipend: Kes 300.00 per day

1.0 Background Information

The intern will be assigned at the IOM Refugee Transit Center in Nairobi to

assist the Day Care Staff with the daily needs of the children refugees. The work

will expose the Intern on how to care and how to handle these children.

2.0 Objective of the Assignment

Working directly under the guidance and supervision of the OPS Team Leaders

and close coordination with TC Day Dare/Resource Center Assistant, the Intern

will provide assistance with Day Care Activities for the children staying at IOM

TC for the period of 3 months.

3.0 General Functions:

Under the general supervision of the Operations Officer and the direct

supervision of Sr. Operations Assistant, the intern will assist in:

1. Providing child care to refugee children.

2. Monitoring children’s activities at the Transit Center

3. Assisting in supporting the objectives of the Cultural orientation Program for

young migrants.

4. Safekeeping of Nursery School material.

5. Preparing reports and undertaking a research as may be required

6. Perform any other duties as required from time to time.

4.0 Personal Development:

Gain a deeper understanding of the needs of refugee children, apply or

recommend appropriate child learning principles and approaches. Familiarize

with IOM Operations processes and structures.

International Organization for Migration, Mission with Regional Function Nairobi

Rhapta Road, Westlands

P.O.Box 55040, 00200 Nairobi, Kenya

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

(2)

5.0 Desirable Qualifications (Educational experience and competencies):

1. Diploma/Degree in Pedagogy or Child Education or a student of a Pedagogical

College.

2. Previous experience in handling refugees desirable.

3. Working or volunteering experience with a humanitarian organization an

advantage

4. Accuracy in handling and reporting data.

5. Required IOM functional competencies: effective communicator, creative and

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

6. Able to work, independently in stressful conditions, dynamic and results-driven.

7. Computer Literacy in Ms Office applications.

8. Fluency in both written and spoken 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: 16th October 2009
