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United Nations Develoﬁmeng Programme

As they develop local capacity, they draw on the people of UNDP and our wide range of partners.e

]

on the ground. A brief description of the duties and responsibilities of the positions follow:

VACANCIES

it

Position A ; ~
Field Programme Assistant ~ 2 positions
Duty Stations: Batticaloa (1) & Trincomalee (1)

The successful candidate should possess the following qualifications

The duties and re'sponsibilities ofthe Field Programme Assistant are as follows:

Assist in the formulatlon of TRP programme strategies, work plans and action

plans:

«Collect, analyze and present information for identification of areas of support,
and assist in project formulation, implementation, regular monitoring and
reporting.

Provide programmatic and administrative supportto TRP:

xCreation of requisitions -and budget checking in the Enterprise Resource
Planning (ERP) system for development projects, maintenance of register of
goods receipt in ERP system, etc,

Support resource mobilization & knowledge-building and knowledge-sharing

- xG.C.E. (Advanced Level) is reguired. University degree or equivalent (in social

Education:

sciences, agriculture, development, business administration, ‘economics or a
_ related field) is desirable.

Experience and competencies:

*A minimum of 2 years of relevant programme experience is required at the national
or international level.

=A good level of proficiency in English (particularly writing and oral communication
skills), along with Sinhala and/or Tamil.

*Experience in using computers and office software packages (MS Word, Excel, PP, etc.).

+Capacity to work under pressure and to meet strict deadlines.

+Ability to work with a wide cross-section of partners, including Government, I/NGOs
and communities.

«Willingness to travel outside duty station.

Position' B
Driver — 2 positions
Duty Stations: Jaffna (1) & Batticaloa (1)

The successful candidate should possess the following qualifications:

The duties and responsibilities of the Driver are as follows:

«Drive office vehicles to transport authorized. personnel, and to make deliveries.
#Be responsible for the day-to-day maintenance of the assigned vehicle(s).

*»Minimum of General Certificate of Education Ordinary Level (O/L).
*Hold a valid Sri Lankan driving license - category A (motor coach),
#Good knowledge of Sri Lankan geography.

*Sound knowledge of Sri Lankan road rules and regulations.
+Ability to operate VHF radio and HF radio.

«Perform minor vehicle repairs, and arrange for routine services and other major repairs.
«Keep a daily log of official trips, mileage, fuel consumption, oil changes, etc.

*Follow official UN security guidelines.

+Follow UNDP guidelines relating to official travel, use of vehicles and accidents.

«Use HF and VHF radios in accordance with UN guidelines.

*Any other duties as directed by the Supervisor at duty station,

in the district.

*Minimum 5 years experience as a professional driver,
*Minimum 1 years experience as a driver with the United Nations is desirable.

*A working knowledge of Enalish, in addition to one or more of the local languages
*Willingness to frequently travel outside duty station.

* Please note: Applicants inferested in applying for the Driver position in Jaffna may
also send their applications to: No. 121, Temple Road, Jaffna.

For the full terms of reference for the respective positions, please visit the UNDP Sri Lanka website (hit_gfmw‘undg.lk] - "vacancies”.

before Monday, 28 September 2009. Applications should be forwarded to the Deputy Resident Representative (Operations) to the address given below. Applicants should

compulsorily’

T

The United Nations Development Programme
No. 202-204, Bauddhaloka Mawatha, Colomba 7 or
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