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United Nations Development Pro_ imme

&

The United Nations Development Programme (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 B
development challenges. As they develop local capacity, they draw on the people of UNDP and our wide range of partners. 5 m

UNDP, Sri Lanka is seeking to fill the following positions for its Transition Recovery Programme and/or Mine Action Project. The successful candidates will work with a team of
professionals and strengthen UNDP's ability to provide assistance to béneficiaries on the ground. A brief description of the duties and responsibilities of the positions follow.

FIELD ASSISTANT DUTY STATION: JAFFNA | Education:

PRANSITION RECOVERY PROGRAMME (TRP) « Secondary education with National
# Certificate in Technology (NCT-civil),

g .. - - . :'T‘_-
Under the overall supervision of the Field Coordinator, the incumbent will: Natipnal Diploma in Technology (NDT-

s Conduct periodic monitoring of implementing partners, suggesting corrective measures to be undertaken when necessary for community civil), Civil Engineering or related
1i1fra§tmct&lre_prtﬁ]egt;. E-DE S . . _ ; : ) : ) 35 . gualification is highly desirable
e Provide technical assistance and necessary support to implementing partners, including assistance to develop tools and systems for project - b
planning and implementation Encrisiees
« Provide téchnical assistance to institutions and beneficiaries supported directly or indirectly by TRP i 3 3y¥:ars relevant work experience is highly
» Assist the TRP team in preparation of technical documents such as drawings, bills of quantities and tender document: Josirable
s Ensure lessons learnt and best practices are incorporated into formulation and implementation of sub-projects
e Prepare and ensure the timely submission of monitoring and evaluation reports Competencies:
e Monitor the technical aspects of infrastructure projects + computer software packages, such as MS
% Centribute to knowledge networks and communities of practice : Excel, M5 Word, AutoCAD
o Terfotn any other duties as required - -
2. ADMINISTRATION & FINANCE ASSISTANT DUTY STATION: COLOMBO| Education: 2 5
PROGRAMME MANAGEMENT UNIT (PMU)/ TRANSITION RECOVERY PROGRAMME & MINE ACTION PROJECT *» GCE (Advanced Level) is re uired. A
i . : : diploma or degree in preferably, manage-
Under the overall supervision of the Senior Programme Manager, the incumbent will: ment, busiriess administration, finance
e Establish/ maintain sound financial and administration system/ procedures for PMU in accordance with UNDP rules and regulations acco;mting or velated field. is S ieatia

» Handle all petty cash transactions, and maintain computer records of all accounts and financial transactions at PMU

« Provide accounting reports/ statements as required; regularly update the office inventory and maintain records; and maintain all staff personal| Experience:
records and all filing systems ¢ 3 years relevant experience in the areas

Ensure that office equipment and other office needs are met in a timely manner, and equipment is maintained and in good order of finance, procurement, administration,

L]
s Manage appointments, telephone calls and office mail for the PMU logistics and/or accounting
+ Manage office drivers and use of office vehicles, including delivery, transportation, maintenance and updating of vehicle log book Competencies:
« Manage the office janitorial staff, and supervise the daily maintenance of office premises and necessafy repairs i Knowiedge of UNDP/ UN rules and
s+ Organize steering committee meetings, workshops, conferences, etc., in close coordination with the Field Operations Team (FOT) rocedures, and Peoplesoft ATLAS will
» Liaise with the UNDP Country Office, particularly FOT, on'the administrative, operations and logistics needs of the PMU and Field Offices, Ee an advantage
and ensure efficient and timely delivery of support services s Experience in using relevant comwter
+ Assist with PMU’s programme implementation and project management arrangements, and liaise with the Field Offices, when necessary soltware packages, including MS Word,

MS Excel and PowerPoint. Knowledge of

+ Ability to prepare minutes of meetings and draft correspondence is desirable but not essential : :
database packages is desirable

» Perform any other duties as required

{3. INFORMATION TECHNOLOGY (IT) ASSISTANT DUTY 5 ATION: COLOMBO| Experience: ! ; _
PROGRAMME MANAGEMENT UNIT (PMU)/ TRANSITION RECOVERY PROGliA MME & MINE ALTION PROJECT s 3dyears fElEVﬂljt‘:‘Vﬂl'k SXPETIONCE, including
Under the overall supervision of the Senior Programme Manager, the incumbent will: network administration and management
of hardware and software platforms

# Support the implementation of IT management systems and strategies

s Ensure the effective functioning of PMU hardware and software packages, including performance of specific technical functions such as changing
of hardware electroniccomponents (disks, memories, network wiring, power sources, etc.) and routine repairs; installationrof commercial and in-house
developed software and related upgrades; upgradm% patch and anti-virus programs; monitoring of file server traffic, usage and performance; and
stipport to users in backing up and restoring their files, as well as in virus detection, removal and prevention

e Support networks administration, including assistance in trouble-shooting and monitoring of network problems; assistance in backup #nd

Competencies:
» Ability to provide IT support services, and
some experience in client support, such
asHelp Desk or User Support Unit

restoration procedures for local drives; and ensure 100% availability of network resources » Good knowledge of PC/LAN operating
e Provide administrative support, including maintenance of an up—to—cf" ate inventory of seftware and hardware; maintenance of a filing system and systems, Microsoft Windows, corporate
library of reference materials for TRP and MAP; and research and retrieval of data from internal and external sources and preparation of ICT security and viral protection systems
statistical charts, tables, reports, PP presentations, cic. ; ) « Knowledee of Visual basic, SQI ]al; A ges
e Ensure facilitation of knowledge-building and knowledge sharing at TRP and MAP = b s Q s
; i .0 : . : A [N s and database management is desirable
o Contribute towards the design, installation and maintenance of database, including participation in desrgmng a database for monitoring and ot Araiiee ‘ fiabo rfehriand
evaluation of projects; installation of a database system a: PMU and Field Offices; maintenance and troubleshooting of database system; and pigdto pedapn g valie 0

specialized and non-specialized tasks and

extraction of data and preparation of statistical charts, tables, reports, etc.
waork processes

¢ Perform any other duties as required

Education:
» IT-related diplomawith relevant certifications in hardware management and software applications, A university degree in Computer Science is desirable. |

Other -g.gnirrmen!s for ALL positions 1, 2 & 3 above:

* Good knowledge of English, and Tamil and/or Sinhala * Demonstrated behaviour of professional and personal-ethics, transparency and openness

* Motivated, flexible, and capableof working under pressure * Willingness to travel to the conflict-affecteid districts in the North and Egst of Sri Lanka

* Bfficient, results-based and client services-oriented; mature judgment combined with a proactive and resourceful approa ch to problem solving; excellent communication skills and ability to work in a multi-
cultural team; and sirong negotiation, organizational and time management skills

Qualified Sri Lankan Nationals are invited to send an updated CV containing educational and profe ssional qualifications and work experience with the names of 2 non-

related referees and contact telephone number on or before 05-May 2008. Please visit http:/ www.undp.ﬂ( for detailed Terms of Reference. Applications should be |

addressed to the Human Resources Unit-UNDP 202-204, Bgii @ala zolantbo A Todiceiposition and Duty Station applied for on top left hand corner of |

envelope or E-mail: kalpana.desilva@undp.org, with thapositioh and oy ftatéwa’rméxﬁg.rﬁegr@ e. UNDP will only be able to respond to those applicants in whom

there is further interest. Qualified female candidates are encouraged to a% Y. :
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