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JOB ADVERTISEMENT
Job Title:



Area Program Support Coordinator (APSC)
Reports to: 



Area Manager
Supervises:
HR Officer, Administration Officer, Logistics Officer, ICT Officer, Field Support Assistants
Department/Section/Program:
Program Support
Job Based at: 


Bosaso, Somalia
Job Grade:



I
Job Purpose Summary
To oversee the implementation of all the NRC Puntland Area Support Services (Logistics, Administration, ICT and HR) required for enabling the efficient and effective implementation of program activities in the Area.
Key Responsibilities

1. Ensure overall provision of and adherence to NRC policies, procedures, guidelines, systems and standard practices for Logistics, Administration, ICT and human resourcing (HR) 

2. Prepare, manage and account for the departmental cost budget

3. Oversee the staff awareness, implementation, field interpretation/approved customization and maintenance of NRC Logistics, Administration, ICT and HR policies, procedures, guidelines and systems with proper tracking, documentation
4. Communicate all changes to the Area Manager and Program Support Manager (PSM) for approval and information, and to all relevant Area staff for action or awareness 
5. Oversee all Area logistical/procurement, HR/administration and office services activities
6. Ensure timely review and updating of standardized contracts/agreements between NRC and employees, supplier(s) and implementing partners to meet the requirements of NRC and other funding partners
7. Oversee the accurate and timely flow of information within and among departments in relation to issues of procurement/logistics, HR, ICT and administration
8. Oversee recruitment of National Staff including vacancy identification, advertisement, selection, contracting, induction and confirmation
9. Oversee implementation of the NRC performance management system 

10. Oversee and participate in the development and implementation of staff training and capacity building programs
11. Oversee the maintenance of appropriate filing, retrieval and archiving systems in the Area Office and the specific sections of the Program Support department
12. Oversee organizational ICT needs assessments and system specifications with the subsequent identifications, procurements and installations
13. Be the focal point under the guidance of the Area Manager, for the Office’s correspondence with Government and other agencies as required 

14. Prepare periodic program support department reports for management decision making
15. Assign, supervise and appraise the work of Program Support staff
16. Keep Area Manager informed and in-charge but not burdened by Program Support.
Qualifications and Competences
Academic and Professional Qualifications 


· Bachelor’s degree in Business Administration or any Support related training.
Relevant Experience

· Minimum of 7 years of relevant experience. 

Knowledge, Skills & Personal Attributes
· Wide hands-on general knowledge 

· Excellent ability to relate strategically and the essential order of immediate action priorities
· Good oral and written communication skills in English

· Personally efficient and organized with excellent multitasking skills
· Adaptable and flexible attitude with cautious respect for rules and proper procedure 
· Excellent interpersonal and people management skills
· Excellent in creative problem solving skills 
· Able to work unusual hours under pressure and meet deadlines
· Excellent computer skills in Microsoft Excel, Word, PowerPoint and basic ICT.
· Strong reporting skills are essential. 
NB: Applicants should submit their CVs and copy of supporting documents to NRC offices in Puntland, Mogadishu and Hargeisa or send through admin_pl@som.nrc.no not later than 23rd Feb 2012 at 4:00pm
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