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United Natiens Development Programme
Zustainable human development

| UNDP is the UN's global development network, advocating for change and connecting countries to knowledge, experience and resources to help people build a better life.
‘ We are on the ground in 166 countries, working with them on their own solutions to global and national development challenges. As they develop local capacity, they draw on

} the people of UNDP and our wide range of partners.

The UNDP Transition Programme is UNDP's flagship recovery and sustainable development programme, supporting the peace process through the creation of livelihoods and revitalized growth of local economies in areas directly and indirectly
affected by conflict. To implement the Livelihoods Development Project in the North and East of Sri Lanka in collaboration with the Govemnment of Sri Lanka and also to support ongoing initiatives of UNDP in these areas. We invite application

for the following positions.

SENIOR PROGRAMME OFFICES:- AMPARA, BATTICALOA, KILLINOCHCHI & MULLAITIVU
Under the supervision of the Field Coordinator the incumbent will:

« Undetake programme management, advisory services and supervision of Programme Unit
Administration and implementation of programme strategies, adapts processes and procedure
Support in creation of strategic partnerships and implementation of the resource mobilization
Facilitation of knowledge building and knowledge sharing;

Establishment of management targets, evaluation, and monitoring;

Strategic oversight of planning, budgeting, implementing and monitoring of the projects,

tracking use of financial resources in accordance with UNDP rules and regulations;

Identification of sources of information related to policy-driven issues; :

Identification antd synthesis of best practices and lessons learned linked to programme goals;

Oversee preparation of project proposals and reports;

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

Conduct regular field visits and assess the overall project implementation status and provide

corrective measures to be undertaken, as necessary;

« Preparation of project documents drafts, work plans, budgets, proposals on implementation;

» Follow up on performance indicators/sucress criteria, targets and milestones;

« Analysis of the situation in programme i<'entification of operational and financial problems,
development of solutions;

« Participate and support interagency cuoperation , particularly with other UN agencies, the
World Bank and the Asian Develosment Bank, as required;

« Represent UNDP and the Transition Programme at network, donor, inter-agency and internal
meetings as required,

» Analysis of information on donors, preparation of donor's profile and database, eséablishment

of contacts with donor counterparts;

Support audit of Direct Execution (DEX) projects, implementation of audit recommendations;

Provide on-the-job training to programme staff;

Contribute to knowledge networks and communities of practice;

Abide by all UN security regiiations and UNDP policy and procedures;

Perform any other duties as required.

® & 8 5 @

Educational Background:
« Masters Degree, preferably with specialized certification in Business or PublicAdministration
or Economics, Political or Social Sciences, is required.

Experience:
+.6-8 years of progressively responsible programme experience is required at the national or
international level,

« Experience in the usage of computers and office software packages (MS Word, Excel, etc)|

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 an asset.
Operational skills:
» Ability to work as a member of a multi-disciplinary and multi-cultural 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.

FIELD ENGINEERS (INFRASTRUCTURE) — AMPARA, KILLINOCHCHI & MULLAITIVU
Under the supervision of the Field Coordinator the incumbent will:
« Develop infrastructure project processes including, project selection criteria,
procurement and payments;
« Responsible for implementation of the infrastructure projects at the District and
sub-district level, ensuring that activities 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 suggestions for
corrective measures;
« Strategic oversight of planning, budgeting, implementing and menitoring of the
infrastructure projects, tracking use of financial resources in accordance with UNDP
rules and regulations;
« Development 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 Programme partnerships and
preparation of reports;
« Conduct regular field visits and assess the overall project implementation status and
provide corrective measures to be undertaken, as necessary;
« Presentation of information for formulation of infrastructure activities, preparation
of project documents' drafts, work plans, budgets, proposals on implementation
arrangements;
« Provision of guidance to the executing agencies on routine implementation of
projects;
« Follow up on performance indicators/success criteria, targets, preparation of reports;
» Contribute to 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:

« Bachelors Degree in Civil Engineering or Structural Engineering, preferably with specialized
certification in Construction Management is required.
Experience:

» 3-5 years of progressively responsible experience in implementation and monitoring of small-
scale infrastructure projects is required at the national or international level;
« Experience in community based implementation models;
« Experience in the usage of computers and office software packages (MS Word, Excel, etc)
and advance knowledge of spreadsheet and database packages, experience in handling
of web based management systems, .
Languages: ;
» Excellent command of English and Tamil;
« Ability to communicate in Sinhala an asset.
Operational skills:

« Ability to work as a member of a multi-disciplinary and multi-cultural 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 hours

PROGRAMME ASSISTANTS — AMPARA, JAFFNA & MULLAITIVU
Under the supervision of the Programme Officer the incumbent will:

and financial closure of a project,;
« Collection, analysis and presentation of information for identification of areas for support
and programme formulation/ implementation;
» Maintenance of the internal expenditures control system including timely corrective actions
on unposted vouchers, including the vouchers with budget check errors, match exceptions,
unapproved vouchers;
Creation of requisitions in Atlas for development projects, register of goods receipt;
Making budget check for requisitions, purchase orders and vouchers;
Contribute to knowledge networks and communities of practice;
Abide by all UN security regulations and UNDP policy and procedures;
Perform any other duties as required.

« Provide information for creation of projects in ATLAS, preparation of budget revisions, ,
revision of project award and project status, determination of unutilized funds, operational -

Educational Background:
= Secondary Education preferably with specialized certification in Accounting and Finance;
« University Degree in Business or Public Administration, Economics, Political Sciences and

Social Sciences would be desirable, but it is not a requirement.

Experience: .
« 3 to 5 years of relevant administrative or programme experience is required at the national
or international level;
« Experience in the usage of computers and office software packages (MS Word, Excel, etc)
and 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 an asset.
Operational skills :
« Ability to work as a member of a multi-disciplinary and multicultural team;
« Strong negotiation and interpersonal skills with good initiative and sound judgement;
« Motivated, flexible and capable of working under pressure;
 Willingness to travel within Sri Lanka;
» Willingness to work out of normal office

[FIELD ASSISTANTS :— 3
AMPARA, BATTICALOA, TRINCOMALEE, JAFFNA, KILLINOCHCHI AND MULLAITIVU
Under the supervision of the Field Engineer, the incumbent will;
» Conduct periodic monitoring of implementing partners, suggesting corrective measures
to be undertaken, whennecessary,;
« Provide Technical Assistance to institutions supported directly or indirectly under
Transition Programme;
» Provide necessary support to the staff of implementing partners and assist them to
develop tools and systems needed for project planning and implementation;
« Ensure lessons learned and best practices are incorporated into funded projects;
« Prepare and ensure the timely submission of monitoring and evaluation reports;
« Monitor the technical aspects of the infrastructure projects;
» Contribute to knowledge networks and communities of practice;
_ e Abide by all UN security regulations and UNDP policy and procedures;
» Perform any other duties as required.

Education Background:

» Secondary Education;

Experience:
« 3 to 5 years of relevant programme experience is required at the national or international
level,
« Experience in the usage of computers and office software packages (MS Word, Excel, etc)
and knowledge of spreadsheet and database packages, experience in handling of web based
management systems.

Languages:
« Excellent command of English and Sinhala;
e Ability to communicate in Tamil an asset.

Operational Skills: ?

« Ability to work as a member of a multi-disciplinary and multicultural team;

« Strong negotiation and interpersonal skills with good initiative and sound judgement;
» Motivated, flexible and capable of working under pressure;

 Willingness to travel within Sri Lanka;

» Willingness to work out of normal office.
Continued Page 13.....
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A sweet scented candle got caught in the wind,
The flame went so quickly, ‘fore the wick reached its end.
But the wax still smells sweeter, and our memories

are blessed
For seven years later, your smiles are still missed

You had no funeral, no pleasant grave stone
But you went to your Mansion made by Jesus alone
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And we know we'll see you, it won't be so long
In that land of peace -where we too belong!
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Sri Lanka Red Cross Society

ARC has begun working on the construction of nearly 500 permanent
houses for families affected by war and the tsunami in Vadamarachi East.
We are presently expanding our operations team and are seeking to fill the
below positions. A very competitive salary will be offered to well

within Kilinochchi District.
Specific responsibilities

beneficiary communities.

their opinion and wishes.

Qualifications

discipline,

(iii)

advantage.

2. Field Officer

qualified applicants. All positions are based in Kilinochchi.
1. Community Liaison Officer

Seeking an individual who has very well developed discussion/
negotiation skills, a strong grasp of concepts of community participation in
decision-making, is able to work independently, and is willing to travel

(i) Acting as the primary contact between the ARC project manager and
(i) Hold regular meetings with community representatives in order to gauge

@iii) Ensuring that the communities’ viewpoints are clearly articulated in the
process of house and infrastructure design.

(iy) Prepare and implement community surveys, and analyse the data collected.

(v) To contribute to project management and work with varied stakeholders
that include architects, engineers, project managers, and local authorities.

(i) Degree level education, preferably in social work, anthropology or related

(i) Minimum three years experience in similar position.
Good spoken English and a car/motorcycle license are a considerable

Seeking an individual with a background in logistics or a construction-
related discipline. The successful applicant will work closely with project
and construction managers in order to monitor activities and ensure
effective project implementation. Considerable travel to sites in Kilinochchi
district will be required.

Specific responsibilities

(i) Monitoring the progress of house and infrastructure construction in

accordance with project plans.

(i) Ensuring adherence to agreed construction standards.

(1i1) Liaise with contactors and consultants to ensure standards and schedules

are adhered to.

(iv) Managing all construction-related administration.

(v) Managing ARC logistics as needs 1'eq3'1re in Kilinochehi and Jaffna.

%
4

Qualificaticus

(i) Diploma level education in logistics or construction-related discipline.
(i) Good spoken and written English.

(iii) Proficient with PC functions, specifically word-processing software.
(iv) Motorcycle or car license.

3.Interpreter

Seeking individual to work closely with expatriate staff members. The
successful applicant will be fluent in both Tamil and English. INGO
experience and demonstrable initiative are advantageous.

Specific responsibilities

(i) Interpreting between Tamil and English.

(i) Minor logistics and administrative tasks, as needs arise.
Qualificatidns

(i) Diploma level English

4. Driver

Seeking car=ful, experienced drivers with knowledge of 4x4 vehicles.
Knowledge of radio procedures and good spoken English is a considerable
advantage.

Specific responsibilities

(i) Driving national and expatriates to site locations in Kilinochchi and to

Jaffna, with occasional travel elsewhere in Sri Lanka.

(i) Managing vehicle in accordance with Red Cross procedures.

(iii) Ensuring vehicle is well maintained and has regular services.

Qualifications

(i) Secondary school certificate.

The deadline for application is 7 October. Only short-listed candidates
will be contacted. Bio-data and a covering letter outlining why you consider
yourself suitable for the position should be sent under régistered mail to:

Branch Executive Officer,
Sri Lanka Red Cross Society,
Jaffna Branch, no. 73 Kandy Road, Jaffna.

Clearly mark envelopes with ‘ARC vacancies’.

For all positions, applicants with additional skills (over and above those
noted above for the specific positions applied for) relevant to community
development and construction project management will be a considerably
advantage. Applicants are encouraged to outline all relevant skills and

experience. M b,

(Cs333) |
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PROGRAMME OFFICERS - Jaffna, Kilinochchi, Mullathivu, Ampara and Batticaloa.
Under the Supervision of the Field Coordinator:

= Administration and implementation of programme strategies, adapls processes and procedures:
* Support to management of the Transition Programme programme;

* Facilitation of knowledge building and knowledge sharing;

» Presentation of researched information for preparation of Transition Programme Projects and
Proposal;

» Presentation of information/ reports for identification of areas for support and interventions;

= Assist in the implementation, monitoring and evaluation of all UNDP support projects; e
Support the implementation of the Transition Programme partnerships;

» Conduct regular field visits and assess the overall project implementation status and provide
corrective measures to be undertaken, as necéssary;

* Preparation of project documents drafts, work plans, budgets, proposals on implementation
arrangements;

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

» Follow up on performance indicators/success criteria. targets, preparation of reports;

* Analysis of the situation in programme, identification of operational and financial problems,
development of solutions:

= Participate and support interagency cooperation , particularly with other UN agencies, the World
Bank and the Asian Development Bank, as required;

* Support audit of Direct Execution (DEX) projects, implementation of audit recommendations:
* Contribute to 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:

* Bachelors Degree, preferably with specialized certification in Business or Public Administration
or Economics, Political or Social Sciences is required,

Experience: '

+3-5 years of progressively responsible programme experience is required at the national or
international level; ;

*Experience in livelihood recovery and community based development;

*Experience in the usage of computers and office software packages (MS Word, Excel, etc) and
advance knowledge of spreadsheet and database packages, experience in handling of web based
management systems.

Language Requirements:

*Excellent command of English, Sinhala and Tamil for Colomba position;

*Excellent command of English and Tamil for other districts, knowledge of Sinhala an asset.
Operational skills:

*Ability to work as a member of a multi-disciplinary and multi-cultural team:

sStrong negotiation and interpersonal skills with good initiative and sound judgment;

«Motivated, flexible and capable of working under pressure;

*Willingness to travel within Sri ' anka:

*Willingness to work out of normal office hours.

UNDP offers an attractive compensation package commensurate with experience. These are non-career appointments fora period of one year with possible extensions. Please send your curriculum vitae, with names of two non-related
referees and contact telephone numbers to reach us within 10 days of this advertisement. Indicate position applied for on the top left hand corner of the envelope. UNDP will only be able to respond to those applicants in whom there is
further interest. Qualified female candidates are encouraged to apply.
For the position of Senior Programme Officers applications to be forwarded to the Programme Manager,
2 UNDP Transition Programme,
- No. 12 Bagatelle Road, Colombo 3.

Other positions to be forwarded to the following addresses:

e

Ampara:- 63 “Sharon”, Jayawardanapura, Ampara. Fax : 063-2224919 Killinochchi/Mullaitivu:- 7 Kumarasamy Veety, Ganeshapuram, Kilinochchi.
Batticaloa:- 30 Charles Velupillai Road, Kallady, Batticaloa. Fax No. 065-2226429 Fax No. 021-2285,¢3
Jaffna:- 121A Temple Road, Jaffna: Fax No. 021-2223094 Trincomalee:- No. 58 Arunagiri Road, Trincomalee. Fax : 026-2227747
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