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The United Nations Development Programme (UNDP), a leading UN agency in sustainable Human Development and democratic
governance, 1s seeking highly qualified Bangladeshi project personnel for its programme entitled "BGD/04/001-Police Reform
Programme”, funded by UNDP and DFID and implemented under the auspices of the Ministry of Home Affairs, Government of
Bangladesh (GoB). The programme is being implemented by the Bangladesh Police, aimed at improving their efficiency & effectiveness
by supporting key areas of access to justice, investigations; police operations & prosecutions; human résource management and training;
& future directions, and strategie capacity & oversight. Applications are invited from Bangladeshi nationals for the following positions.

I. Public Relations Specialist : One position for 12 months with the possibility of extension

Duties and Responsibilities : To support development of strategy for building awareness in the society on problems and possibilities
in the police service of Bangladesh. Provide strategic and creative leadership to ensure the overall timely awareness of the programme
objectives with strong networking with local and national mass media, produce relevant materials such as programmes, reports, articles,
press releases etc. Establish contacts and build relationships with national journalists, individuals, institutions and organizations both
public and private sectors for developing strategy and facilitate the training programme to target group. S/he will report to PIS (Project
Implementation Specialist) in close collaboration with the NPC (National Project Coordinator) of the Project.

Qualifications and Experience : The incumbent should have a Masters degree in Journalism, Mass Communication or similar related
field with 10 years experience in print and electronic media journalism. The key competencies expected are: sound understanding of
media and marketing concepts; knowledge of police operations, management and administration; demonstrated ability to develop a
media and marketing strategy for a complex, high-profile organization; fluency in spoken and written English and Bangla, and
proficiency in MS Word, MS Excel and Power Point.

2. National Consultant /Instructor- for Training Needs Analysis : One position for 6 months

Duties and Responsibilities : To undertake assessment of needs across a range of police disciplines including attitude, investigations
and prosecutions. S/he will ensure that gender and equity issues are fully considered in all training needs assessments. She/ He will liaise
with relevant intemnational consultants. The incumbent shall report to PIS (Project Implementation Specialist) in close collaboration with
the National Project Coordinaigr of the Project.

Qualifications and Experience : The incumbent should have a Master's degree in Sociology, Education, Management, Behavioral
Science, Business Administration or similar related field with 10 years experience in area of training need analysis. Key competencies
expected are: extensive experience in undertaking training needs analysis, demonstrated capacity to design and implement training and
work place-based programmes in police training nstitutions. Fluency in spoken and written English and Bangla and proficiency in MS
Word, MS Excel and Power Paint is required.

3. Administration and Finance Officer : One position for 12 months with the possibility of extension

Duties and Responsibilities : To support the financial management of the programme in close collaboration with-the Project officer,
the Administration and Finance Officer will report to the NPC with broad responsibilities which include: (a) managing the program
budget on behalf of NPD (National Project Director), (b) preparing budget revisions, shadow budgets, budget reprisal based on program
delivery reports, cost shaning reports and other financial and accounting reports, (¢) managing petty cash, cashbaok, reconciliation
statement (d) preparing routine correspondences and general reference documents to support programme implementation, (¢) ensuring
timely submission of various requests and reports, (f) ensuring regular updating of the program budget, (g) assisting NPC and the PIS
to prepare and update budgetary aspects of progamme work plans and (h) actively supporting and contributing in daily management of
office activities.

Qualifications and'Experience : The incumbent should have a Masters degree in accounting with at least 5 years of relevant
professional experiences, The key competencies expected are: strong understanding of budgeting, pay roll, UN/GOB accounting and
finance system. Fluency in spoken and written English and proficiency in MS Word, MS Excel and Power Point and contemporary
accounting and finance software is also required.

4. Office Assistant - Programme Management Office: Orne position for 12 months with the possibility of extension

Duties and Responsibilities : To maintain in-comng and out-going documents, preserve programme files/documents, provide support
to Programme Office (PRP). S/he will also be responsible for any other tasks as assigned by the Programme officials of PRP. S/he will
prepare routine correspondence and general reference documents, organize data and information, and maintain records, files and
documents to facilitate programme implementation. S/he will report to the Project Officer.

Qualifications and expericnee : The candidate should have minimum a Higher Secondary Certificate with minimum 3 years practical
experience in secretarial duties in programme implementation. Candidates with Bachelor degree will be preferred. Proficiency in MS
Word, MS Excel and experience in handling basic office equipment like fax, photocopier, multimedia etc. will be required.

3. Office Assistant -Programme Support Monitoring & Evaluation Unit : One position for 12 months with the possibility of extension

Duties and Responsibilities ¢ To maintain in-coming and out-going documents, preserve programme files/documents, provide support
to M&E Officer and other staff of the PSM&EU. S/he will prepare routine correspondence and general reference documents, organize
data and information, maintain records, files and documents to facilitate monitoring of programme implementation. She/he will also
deliver important correspondences to key stakeholders. The Office Assistant will also provide logistical support to workshops/seminars
and other programme activities. Additionally, she/he will be responsible for any other tasks as assigned by the Programme Manager of
UNDP. Sihe will report to Monitoring & Evaluation Officer and concemed Programme Manager of Govemnance Team / UNDP,
Bangladesh.

Qualifications and experience : The candidate should have a minimum Higher Secondary Certificate with minimum 3 years of
practical experience in seeretarial duties. Candidate with Bachelor degree will be preferred. Proficiency in MS Word, MS Excel, e-mail
and experience in handling basic office equipment like fax, photocopier, multimedia etc., will be required.

ubmi lication : Applications should be submitted in English and include a covering letter, a recent photograph and
curriculum vitae only and information about present salary/benefits. Applications should be addressed, quoting the post title on the
envelope and the application, to the Assistant Resident Representative, Human Resources Section, UNDP, G.P.O. Box: 224,
Dhaka-1000, by 27 May 2006. Incomplete applications will not be considered. Any attempt to influence the selection process will
result in automatic disqualification of the recommended candidate. Only short-listed candidates will be contacted.

Women candidates are especially encouraged to apply.
UN Offices are a smoke-free work environment.
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