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and future generations.

~ Job Advertisement

Save the Children

in Sri Lanka

Save the Children in Sri Lanka (SC1SL) isan Internatlonal Non Governmental Organization working for the rlghts and well-being
of children, irrespective of nationality, race or relxglon Together with children, we are helping to build a better world for present

Vacancy exists for the following position.

Programme Specialist (PS) The PDO is also expected to take initiatives to
improve the quality of the same projects. ,

General Responsibilities

e Providing relevant inputs for development of strategxc and operational
plans for the projects.
e Assisting in situation analysis for identifying and prioritising development

needs in the context of child rights and the project(s).
Assisting in developing qualitatively improved approaches to work.
. A551st1ng in developing and implementing appropriate engagement and
- exit strategies for projects.
Assisting in developing proposals for approval.
Responsible for monitoring of projects to ensure achievement of objectives.
Producing high quality programme reports and other periodic reports
sent to PS.
Assist inresearch and advocacy initiatives. »
Sharing of learning and insights obtained through projects / programme
F work with other relevant staff.

o Participate in developing thematic expertise. .
Any other relevant tasks delegated by the Line Manager from time to
time.

Specific Responsibilities

Deline additional tasks / responsibilities for the pafﬁcuﬁr post

holder:

Administrative Responsibilities

e Assisting in finalising project budget(s) and monitoring the same.

e Prepare periodic reports on budgets and expenditure of individual
projects.

e Assist in providing training/ facilitating workshops as raqmred for internal
HRD activities.

Authority

As delegated by her/ his line manager from time to time. .~

Person Specifications

o

Essential : ; e e
¢ Graduate degree in social sciences or equlvalent and pmferably with at
least 3 years of experience in development work.

¢ Good analytical skills and field experience in programme management.

¢ Understanding of development issues related to children.

® Ability to innovate along with a positive attitude to leamn from
communities.

| @ Skills related to participatory methods, computer lnteracy and financial

e s T Y i LY

management
® Good communication skills both written and oral. Fluency in English.
o Skills in report writing
e Good interpersonal and liaison skills.
e Ability and willingness to travel.
Desirable :
o Exposure to development interventions in the area of child rights.
o Tri-lingual

Position specifications Job Title Project Development Assistant — Child Protection

Job Title Project Development Ofﬁcer-fluld Protection| | Reportingto | Partnership Development Manager

Reporting to Partnership Development Mmager Grade @

Grade D Location Kilinochchi

Location Kilinochchi Salary Grade 1

Salary Grade 1l Job Purpose:

Job purpose The PDA will assist in the Organization, Assessment,

Project Development Officer (PDO) is respon51ble for the day to day documentation and Community mobilization for reunification

management of her / his assigned projects. The PDO is line managed by a of separated, unaccompanied children. Moreover, the PDA will
avail day to day cooperation with the family and partners doing

social work in the community in order to provide services to
make the family self supportive.

Qualifications and experience:

Main Responsibilities:

1. To take part in registration and family/caregivers
assessments in order to give recommendation when it comes
to reunification or placements in services or alternative care.

2. Assisting in situation analysis for identifying and prioritizing
needs in the community, including security threats.

3. Assisting in identifying relevant partners to work with in
order to contribute to the integration process.

4. Assisting the Project manager in developing quahtatlvely
improved approaches to work.

5. Toassist practically and emotionally in the family tracing and
reunification in collaboration with partners (CRPO, Pos)

6. To assist in strengthening the family’s abilities’ to reintegrate
separated and unaccompanied children in the family and in
the community by home/follow up visits. ,

7. Sharing of learning and insights obtained through project/
partner/ programme work with other relevant staff.

8. Any other relevant duties in line with the job purpose
delegated by the line manager from time to time.

Administrative Responsibilities:

e Prepare and submit periodic activity reports. Assist in
providing training/facilitating workshop as required.

Authority:

e As delegated by her/his line-manager from to time.

Person Specifications:
Essential

e Preferably educated to a University level or equivalent
with 2 years experiences of NGO work.

e Good listening skills and field experiences in working with
families.

e Understanding of separation, unaccompanied children and
family reunification.

e Ability to innovate along with a positive attitude to learn
from community.

o Skills related to good communication, to work in
partnership, participatory methods and liaison.
Willingness to work in community setting.

Besides skills in report writing good written and oral
communication skills.

Ability and willingness to travel.

At least valid Motor Bick driving licence for riding motor
Bick.

(098ylb UGBS LMTES)
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English.

English.

and written.

Howtoapply:
Duly filled Applications should be sent under registered cover to reach the
Administrator, Danish Demming Group, 18\10, Wyman Road, Jaffna,

Danish Demining Group

VACANCY NOTICE

Post Title: Administrative Assistant
Duty Station: Jaffna

Major Duties and Responsibilities:
* Answering phone calls
* Covering the Demining Operations
Maintain the log sheets
Maintain the Accident reports
* Collection, analysis and presentation of information for all operational areas. (Mine

* Handling the files.

* Updating Human resources database.
* Perform any other duties as required.

Educational Background:
* Bachelor’s Degree or Secondary Education with a credit or distinction passes in

* Experience in the use of computer applications, and be able to type Tamil and

Should be able to work independently.
* Ability to work in an international environment.

Language Requirements:
Excellent command of English, the working language of the duty station, both oral

Closing Date: Monday 15th October 2005.
Women are encouraged to apply.

(8-12894)
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Desirable:

e Experience in working with partners.
¢ Bi-lingual (Tamil, English)

The position applied for should be indicated on the top of your
application and on the top left hand corner of the envelope.
Applications should be sent with the names of two non related
referees on or before 07* October 2005 to:

Save the Children in Sri Lanka is an equal opportunity
employer and does not discriminate with respect to gender,
: religion, ethnicity or caste.
Please note that all positions are subject to transfer and that the
age limit at SCiSL is 60 years.

Save the Children in Sri Lanka
142, Kandy Road, Kilinochchi Regional Office
Only applicants selected for the interview will be contacted.
No telephone inquiries please.

Save the Children in Sri Lanka [SCiSL] is part of the world’s largest independent movement for children working in over 100 countries. SCiSL is a non religious, non political,
independent international organization working for the protection and the full realization of child rights. Our work in Sri Lanka focuses on Education, Children Affected by
Armed Conflict/Disaster and Social Harmony and Peace. Our projects, both self implemented and in partnership with local organizations are carried out in over 18 locations

throughout the country.

Pl

(8-12944)
Job Advertisement
Save the Children
in Sri Lanka
Save the Children in Sri Lanka (SCiSL) is an International Non
Governmental Organization working for the rights and well-being g In the event of an accident ensure that the proper procedures

of children, irrespective of nationality, race or religion. Together
with children, we are helping to build a better world for present
and future generations.

Vacancy exists for the following position.

JOB TITLE :DRIVER (Casual Base) Emergency Response
programme
LOCATION: Kilinochchi

JOB PURPOSE

To drive SC’s vehicles and transport goods and persons safely to their
destination as per SC’s requirements, and be responsible for the
maintenance of our vehicles.

LINE MANAGEMENT

The Drivers will be Line managed by the Logistics personnel in the
district office. Drivers in the Programme Offices will be supervised
by the Regional Administrative Assistant.

MAIN RESPONSIBILITIES WILL INCLUDE:

at Drive / Ride SC’s vehicles (including Lorry) as per
requirements, and ensure that all goods documents and
personnel in the vehicle reach their destination safely.

b. Carry out routine maintenance and repair of SC's vehicles
and promptly report to the Transport Officer, all repairs that
need to be effected and ensure that SC's vehicles are in good
running condition at all times.

oM Prior to thecommencement of the journey, check and ensure
that vehicle is in a good running condition and that all the
necessary tool kits, first aid kits, fire extinguisher and other
safety equipment are in place.

Undertake the delivery of letters and posting of letters as and
when requested by the Regional Administrative Officer (in
the regional offices) and the Regional Administrative.
Assistants in the Programme Offices. : ] -

e. Accurately maintain the running charts, and other vehicle

documentation and ensure that all vehicle usage is
appropriately authorised and documented.

f Ensure that the vehicles assigned to you are washed & cleaned

regularly and the air pressure, battery water etc are checked

regularly.

and precautions are taken care of and SC’s interests are
protected, and any injured personnel are taken care of. This
includes obtaining the necessary documentation, police
reports for insurance and record purposes.

h.  Anyother relevant tasks designated by the Management from
time to time.

PERSON SPECIFICATION
ESSENTIAL REQUIREMENTS

1. Possess a valid national driving and riding licence for
Motor Coach and motor bikes (category ‘A’& ‘D’).

2. . Willingness to make purchases, and assist in ‘supplies’
activities.

3. 5 years accident free riding & driving experience.

4. Ability and willingness to carry out basic repairs and

maintenance to the vehicles. _
9. Thorough knowledge of the road network in Sri Lanka,
and willing to travel to all parts of the island.

6. G.C.E Ordinary Level.
7. Fluency in Sinhala or Tamil and ability to read and
write in English.
DESIRABLE |
P Knowledge of a third national language.

2 Licence to ride three wheelers (category E & D)

Save the Children in Sri Lanka is an equal opportunity
employer and does not discriminate with respect to gender,
religion, ethnicity or caste.

Please note that all positions are subject to transfer and that the

age limit at SCiSL is 60 years.
The position applied for should be indicated on the top of your
application and on the top left hand corner of the envelope.
Applications should be sent with the names of two non related
referees on or before 10 October 2005 to:
: Save the Children in Sri Lanka
142, Kandy Road, Kilinochchi Regional Office
Only applicants selected for the interview will be contacted.
No telephone inquiries please.
Save the Children in Sri Lanka [SCiSL] is part of the world’s largest independent
movement for children working in over 100 countries. SCiSL is a non religious, non
political, independent international organization working for the protection and the
full realization of child rights. Our work in Sri Lanka focuses on Education, Children
Affected by Armed Conflict/Disaster and Social Harmony and Peace. Our projects,

both self implemented and in partnership with local organizations are carried out in
over 18 locations throughout the country.

(81-12944)
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