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CARITAS-HUDEC KILINOCHCHI ﬁﬁ
[

8
* VACANCY
Field Officer

CARITAS-HUDEC is a Humanitarian Organization.

Within the frarnework of its 2 years program for relief after
tsunami disaster.

CARITAS-HUDEC needs a field officer based in his office of
kilinochchi.

Job description ,
Integrated to the Tsunami Team, he will report directly to the
Field Coordinator. He Will assist in the implementation and
follow-up of the construction part of our relief program in
Vanni area

Reguirements

*Good experience as Field Officer

* Building construction knowledge

*Good drawing skills

*Fluency in English

* Ability to work on the field and fravel extensively
+*Good communication skills

+Good team player

+* Computer skills (word, excel, internet...)

* Diving License

please send your application (CV& cover letter in English) by
Friday 06 th of May to:

Director Father peter
CARITAS-HUDEC Kilinochchi
Thirunage linachchi

please specify the post you apply for on y. r application

CARITAS-HUDEC KILINOCHCHI

VACANCY ' F
Operational Program Coordinator
CARITAS-HUDES is a Humanitarian organization.
Within the tramework of its 2years program tor relief after
tsunami disaster,

CARITAS-HUDEC needs a field officer based in his office of
kilinochchi.

.

Job description

Integrated to the Tsunami Team, he will report directly to the|
Director and work closely with the program Adviser. In
charge of the implementation and follow-up of the overall
tsunami relief program in vanni area, he will be responsible P
of the set up under the CARITAS-HUDEC strategy.

He will supervise and coordinate a ream of about 15
people.

Requirements

* Strong experience in program coordination
* Fluency in English

* Ability to work on the field and travel extensively
* Good management skills

+ Good communication skills

* Good team player I
* computer skills (word,excel, internet...)

# Driving License

please send your application (CV& cover letter in English) by
Friday 06 th of May to:

Director Father peter
CARITAS-HUDEC Kilinochchi
Thirunagar,Kilinochchi
please specify the post you apply for on your application
(#.11821)

L &




they ‘draw on the people of LUINDP and our wide range partners

United Nations DeVeIOphlént Programme
Sustainable Human Development

UINDP Is the UN's global development network advocating for change and connecting countries to knowledge, Experience and resources to help people bulld a better
life . We are on the ground in 164 countries, working with them on their own solutions to global and national development challenges. As they develop local capacity,

The UNDP Transition Programme is UNDP’s flagship recovery and sustainable development programme, supporting the peace process through the creation off
livelihoods and revitalized growth of local economies in areas directly and Indirectly affected by conflict. The government of Sri Lanka and the UNDP
Transition Programme work in partnership to ensure that the programme provides maximum suppoft to the government ongoing development initiatives.

SENIOR PROGRAMME OFFICER
Under the supervision of Field Coordinator

» Programme management and advisory services and supervision of Programme Unit;

« Administration and implementation Programme Strategies, adopt process and
proccdures.

#Suppor in creation of strategic partnerships and implementation of the resource
mobilization; 0

eFacilitation of knowledge building and knowledge sharing;

«Establishment of management target and evaluation and monitoring;

s Strategic oversight of planning budgeting, implementing and monitoring the
projects , tracking use of financial resources in accordance with UNDP rules and

sRegulations; ldentification of sources of information related to policy driven issues;

s|dentification and synthesis of best practices and lessons learned linked to
programme goals;

#Oversee preparation of project proposais and reports;

sPresentation of information/reports for identification of areas for support and
interventions;

s Conduct regular field visits and assess the overall project implementation status
and provide corrective measure to be undertaken, as necessary;

wPreparation of project documents, drafts , work plans, Budget proposals on
implementation;

sFollow up on performance indicators/success criteria, targets and milestones;

» Analysis the situation in programme , identification of operational and financial
problems, development of solutions;

sParticipation and support inter-agency cooperation, particularly with other UN
agencies, the world Bank Asian Development Bank, as required;

sRepresent LUNDP and the transition programme as network, donor ,
internal meetings as required;

interagency and

o Analysis of information of donors, preparation of donor’s profile and database,

establishment of donor counterparts;

o Support audit of Direct Execution (DEX) projects , implementation of audit

recommendations;

» Provide on the job training to the programme staff

cnetworks and communities of practice;

e Abide by all UN security regulations and UNDP policy and procedures:

e Perform any other duties as required.

Educational Background

» Master's degree preferably with specialised certification in Business or public
administration or economics, Political or Social Sciences is required
Experience

* 5-7 years of progressively responsible programme experience is required at the
national or intemnational level.

* Experience in Usage of computers and Office Software Packages (MS Word , Excel
ete) and advance Knowledge of spreadsheet and database packages, Experience in
handling of web-based management systems.

L.anguage Requirements

® Excellent command of English and Tamil

® Ability to communicate in sinhala would be an asset
Operational; Skills -

* Ability to work as'a member of multi disciplinary and muiticultural team

* Strong negotiation and interpersonal skills with good initiative and sound
judgment

* Motivated ,flexible and capable of working under pressure

* Willingness to travel within Sri Lanka

* Willingness to wark out of normal office.

Contribute of knowledge

PROGRAMME OFFICER
iinder the supervision of Senior Programme Officer
* Administration and implementation Programme Strategies, adopt process and procedures;
#Support management of the transition programme;
»Facilitation of knowledge building and knowledge sharing;
*Presentation of researched information for preparation of Transition program me
sprojects and proposal;
* Presentation of mtomlaucn!rcpons for identification of areas for support and
interventions;
® Assist in the implementation, monitoring and evaluation of all UNDP support projects;
*Support the implementation of the transition programmes partnerships;
=Conduct regular field visits and assess the overall project implementation status and
provide carrective measure to be undertaken, as necessary;
*Preparation of project documents, drafts , work plans, Budget proposals on
implementation;

eProvision of guidance to the executing agencies on routine implementation of projects,

tracking use of financial resources;
#Follow up on performance indicators/success criteria, targets and milestones;
» Analysis the siluation in programme , identification of operatienal and financial
problems. development of solutions;

® Participation and support inter-agency cooperation, particularly with other LIN
agencies, the world Bank Asian Development Bank, as required;
Educational Background

* Bachelor’s degree preferably with specialised certification in Business or publicad
ministration or econoinics,

= Political or Social Sciences is required
Experience

® 3.5 years of progressively responsible prﬂgramme experience s required at the
national or international level.

* Experience in Usage of computers and Office Software Packages (MS Word

* Excel etc) and advance Knowledge of spreadsheel and database packages

* Experience in handling of web-based management systems.
Language Requirements

s Excellent command of English and Tamil

* Ability to communicate in sinhala would be an asset
Operational; Skills.

* Ability to work as a member of multi disciplinary and multicultural team

* Strong negotiation and interpersonal skills with good initiative and sound judgment

* Motivated .{lexible and capable of working under pressure.

* Willingness to travel within Sri Lanka.

* Willingness to work out of normal office.

FIELD ENGINEER
Under the supervision of Senior Programme Officer

* Developing infrastructure project processes, including project selection criteria,
procurcment and Payments;

*Responsibie for implementation of the infrastructure projects at the district and sub-
distriot level, ensuring that activitiés in targeted areas are implemented, and partners
work comfortably with the established procedures on tendering, contracting and
monitoring:

*Provide warning of problems to implementing partners. with suggestion for
corrective measures;

® Strategic oversight of planning, budgeting , implementing and monitoring the
projects . tracking use of financial resources in accordance with UNDP rules and

*Rezulations;

*Developments of Schematics/ engineering diagrams and drafting of them when
necessary to ensure that international safety Standards are adhered to;

# Preparation of BOQs and estimates for the infrastructure Projects:

*Presentation. of information/reports for identification of areas for support and

*interventions;

* Support the implementation of the transition programmes partnerships and
preparation -of reports:

*Conduct regular field visits and assess the overall project implementation status
and provide corrective measure to be undertaken, as necessary;

®Presentation of information for formulation of infra structure activities, Preparation
of praject documents, drafts , work plans, Budget proposals on implementation
arrangemenis;

* Provision of guidance fo the executing agencies on routine implementation of
projects, tracking use of financial resources;

* Follow up on performance indicators/success criteria, targets and milestones:

» Contribute of knowledge networks and communities of practice;

* Abide by all UN security regulations and UNDP policy and procedures;

* Perform any other duties as required.
Educational Background

» Bachelor’s degree in Civil Engineering or structural engineering preferably with
specialised certification in Construction Management is required.
Experience

* 3-5 years of progressively responsible experience in implementation and monitoring of
small scale infrastructure project is required at the national or interna tional level.

* Experience in Usage of computers and Office Software Packages (MS Word , Exceletc) and
advance Knowledge of spreadsheet and database packages, Experience in handling of web
based management systems.
Language Requirements

» Excellent command of English and Tamil.

= Ability to communicate in sinhala would be an asset.
Operational; Skills

® Ability to work as a member of multi disciplinary and multicultural team.

® Strong negotiation and interpersonal skills with good initiative and sound
judgment.

» Motivated, flexible and capable of working under pressure.

* Willingness to travel within Sri Lanka.

» Willingness to work out of normal office;

S —————————————— S —— e e s—— e ——— T ——— e ————

DRIVER

Under the supervision of the Direct Supervisor

Ensure the reliable and secure driving services by driving office vehicles for the trans port of
auth orised personal and delivery and collection of mail, documents and other items and mee
ting official personal and visitors at the airport, visa and custom formalities and arran gement;
Ensure the chst saving through the proper use of vehicle by accurate maintenance of daily vehi cle logs,
provision of inpuls to preparation of vehicle maintenance plans and reports;

Ensures the proper day-to-day maintenance of the assigned vehicle through timely minor
repairs, arrangements for major repairs, timely changes of oil, Check of tyres, brakes etc;
Ensures the availability ol all the required documents/Supplies including vehicle insurance,
Vehicle Logs, Office directory, map of the city/country, first aid kit, necessary spare parts;
Ensures that all immediate actions required by rules and regulations are taken in case of
involvementin aceidents;

® Perform any other duties as required.
Educational Background

* Secondary Education. Valid Driver's License.
Experience

* 2 years’ work experience as a driver, Safe driving record: Knowledge of driving rules and
regulations and skills in minor vehicle repair.

* Knowledge of the use of HF/VHF radio systems an asset,
Language Requirements

* Excellent command of English and Tamil.

* Ability to communicate in sinhala would be an asset,

¢ Operational; Skills

* Motivated ,flexible and capable of working under pressure.

» Willingness to travel within Sri Lanka. » Willingness to work out of normal office.

7UNDP offers an attractive compensation package commensurate with experience, these non-career appointments are for a period of one year . please send your
curviculum vitae, with names of two non- related referees and contact telephone numbers to reach us by Friday (06/05/2005) to No 7 , Kumaraswamy Road,

Ganeshapuram, Kilinochchi(Fax 021-2285703) . Please indicate position applied for on the top left hand corner of the envelop. UNDP will only be able to
‘ respond to those applicants in whom there is further interest. Qualified Female Candidates are encouraged to apply. e ,
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