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United Nations
Development Programme
Sustainable human development

TERMS OF REFERENCE

LOGISTIC AND ADMINISTRATION
SUPPORT OFFICER - JAFFNA
1. BACKGROUND

The UN Agencies operating in Jaffna have
agreed to establish a common UN Logistic

Support Centre in Jaffna to be operated by UNDP
in collaboration with the other UN Agencies.
The Centre will also aim at servicing other
international donors. This Centre will be provid -
ing the following 'services:

a) To provide logistic support facilities to UN
Agencies and international donors active in
Jaffna District. The support facilities will
consist of accommodation, office, transport
and communication facilities provided in a
safe and secure environment.

b) To provide on site liaison and project sup-
port to UNDP’s development partners in
Jaffna.

2. STAFFING

Once established, it is intended that the
Support Centre be headed by an internationally
recruited Centre Manager directly assisted by
a Logistic and Administrative Support Officer
who will be locally recruited in Jaffna. Further
support will be provided by a secretary and
driver(s) commensurate with the number of
vehicles made available to the Support Centre.

3. LOGISTIC AND ADMINISTRATION
SUPPORT OFFICER-JAFFNA

The Support Officer will report to the inter-
nationally recruited Centre Manager. Until the
arrival of the Centre Manager, the Support
Officer will report to the UNDP Deputy Resident
Representative (Operations) through the UNDP
Administrative Officer in Colombo.

As soon as practically possible, the Support
Officer will provide logistic and administrative
support to visiting UN Officials and UN-sup-
ported activities, in line with the objectives
of the Support Centre. Guidelines and further
identification of tasks and responsibilities for
the Support Officer will be worked out by the
UNDP Office in Colombo In collaboration with
the Centre Manager.

4. TIMING, DURATION

The Logistic and Administrative Support
Officer will be recruited and commence his/her
duties as soon as possible.

The Support Officer will be recruited for an
initial peried of 3 months, to be extended for
a further 9 months depending on satisfactory
performance. Further extensicn may be possible,
depending on the needs of the project activities.

5. QUALIFICATIONS

The successful candidate must have the foll-
owing qualifications:

a) A technical background and / or experience
enabling him / her to jraperly identify buil-
ding renovation needs :and properly supervise
and keep on track the renovation work.

b) Be well established in Jaffna and have or
be able to establish good relations with the
Government Agent’s Office and other autho-
rities.

c) The successful candidate will possess good
interpersonal skills enablingg him to effecti-
vely interact with local contractors, local
authorities in Jaffna, other UN Agency Staff
anb international consultants on mission to
Jaffna.

d) Complete command of
languages. A knowledge of
an advantage.

e) Administrative skills, including basic knowle-
dge of accountancy and adminisstrative proce
dures.

f) Be highly efficient, flexible, and able to acti-
vely find solutions to practical and other
problems.
if necessary under difficult circumistances.

g) Practical experience in both ' technical and
administrative areas for a period of no less
than 10 years.

6. APPLICATION

Interested candidates with the mnecessary
qualifications should forward their lapplications
with complete bio data addressed to

The Resident Representative UNDP
C/o UNHCR

English and Tamil
$inhala will be

Be willing to work under pressure -

5. urfnsn GHousdHeari 8. spsydnsnd gHousHai Temple Road, Jafina.

ﬁmﬁgaﬂifs Digitized by N C?’Y m%u datio The applications should reach the above
by Sty &, (457qulaham.org% gy Q@mﬁ%.org address on or before 24 March 19/97. (c/309)
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l\fﬁFTLIN’
VACANCY - SECURITY GUARD

:
¢
(CASUAL)

Male, Age 25 to 50 years, English speaking,
Physically fit, Previous Experience, Preference
given to Sinhala Speakers.

Applications to:-
} T. Kailanathan,

MERLIN. Jaffna.

Administrative Officer,
C/o. 51, St. Annes Lane,
Chundukuly.

Closing date:- 23 — 03 — 1997

Previous applicants need not apply.
(45821)
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