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1. Advocacy Coordinator:

2. Monitoring & Evaluation Coordinator:

This post will be a member ol the senior manugement team reporting directly to the Country Representative and leid the
Munitoring ‘Thematic Group of ADD Bungladesh.
prairtidipatary monitoring and evaluation, Phe position is based ‘i Dhitka with extensive field visits of minimumn a0t of working
ays. Key Responsibilities are:

JOB VACANCIES

™ el

Action on Disability and f)cvelnpmcnl
Working with Disabled People to Promote Human Rights

«ve iLiS your place to work independently with a committed team

Action on Disability and Development (ADD) is a UK based international organization working exclusively with civil
sociaty organizations of disabled people in 12 countries of Asia and Africa to promote human rights of all disabled
people and to ensure social justice. In Bangladesh, ADD is working in 27 districts both through organizing disabled
people directly at the grassroots level and through parinerships with 96 community based Disabled Peoples
Organizations (OPOs) (giving small grants) in 2006. ADD is searching for the following management positions to be
based in Head Office, Dhaka for immediate recruitment.

Salary: Tk. 50,079 - Tk. 60,879

This post will be & member of the senior management team reporting directly to Country Representative and lead the Advocacy
Thematic Group of ADD Bangladesh. The applicant should have proven experience of policy advocacy. social mobilization and
commitment 1o human rights and social justice. Key Responsibilities are:

Assist the Country Representative in developing country strategies and broad action plan for inclusion of disability in
mainstream development process of Bangladesh

Lead the advocacy thematic group & work closely with disability movement to achieve ADD's aims thru developing
influencing strategics and implementing advocacy plan

Mobilize social and legal action if any disabled people especially disabled women and children of the country are abused,
lace discrimination and their rights are violated

Faeilitate research studies, fact linding cte. as required and liaise with research institutions, professional groups and the
members of civil society o gain their support in strengthening campaigns of disability movement

[dentity, build relationship and maintain communication with appropriate people in concerned ministries of the government,
development agencies and donors,

Work with concerned departments of the government through coalitions to implement disability welture act 2001, disability
actions in PRSP and MDGs in Bangladesh

Faeilitate workshaps. dialogues/seminars on various aspects of disabled people’s rights

Organize all key documentation and resource materials in relation to policy advocacy.

Linise with jowmnalists of local, national and international media w implement media advocacy programme of ADD and
prepare press release and press kits for the media

Coordinute the production of documentary, advocacy kits, and message development on speeific issues of disability
movement,

Muintain communication link and information flow between ADD’s partners. disability movement, donors and othen
stukeholders.

Support the DPO partners to devise an advocacy strategy in the local context

AssisLLo promote ADD's image in development arenas at national & international level.

Person Specilieation:

Educational background in Faw, Journalism. Marketing or Social Science communication and advoeacy will be an added
advantage.

Previous experience of working in a senior [evel position in national or international NGOs (o influence policy  bring about
lone term social change.

Commitied 1o the rights of all disabled adults and chifdren, inelusion and diversity.

Proven track record to maintiin close relations with government. NGOs and development partners and sound skills to initiate
diatogue. coalitions and network in a local context

Goad working knowledge of Bangladesh legal system and extensive lamiliarity with procedure and policy of bilateral and
multilateral assistance

Capagity for strategic planning, high initiative and ability to work with imited supervision and under stress situation (o meet
tight deadline,

Excellent presentation and communication skills in verbal/written Bangla and English.

Ability for critical policy analysis and politically astute with good negotiation skills and powers of persuasion.

Personal experience or working with disabled people will be an advantage

Salary: Tk. 50,079 - Tk. 60,879

The applicants should have proven experience ol management and

Develop techniques for assessing, tracking and measuring ADD’s program resulls. especially in ways that capture the impuct
af capacity building and advaocacy and measurement of “change™.

Lise these techniques in project design and implementation of M&I: sysiem

Cienerate convincing evidenee of project impact for policy makers, donors, government officials and other stakeholders.
Provide guidance to ADD staff on conceptual frameworks for monitoring their work

Ensure that all project proposals incorporate ADD's program principles. and design a system (o promote accountability (o
these principles

Promote better understanding on how to identify impact indicators for ADD. maintdining a database of qualitative and
quantitative indicators and their effectivencss

To promote and coordinate research of various projects that are well versed in data generation and analysis (qualitative and
quantitative using SPSS), survey and questionnaire design, and the empowerment literature

Person Specilication:

Proven track record of monitoring, evaluation and research in a senior level position in national or international organization,
Maslers in Social Science, Statisties with specialization in monitoring & evaluation, qualitative & quantitative research
methodologies

7= 10 years experience i the feld of sogial development and M&E

Practical project-level experience with NGOs or international organization

Demonstrated competency in designing survey, data collection, processing, report preparation and presentation

Experience in participatory monitoring and evaluation, and in PLA techniques

3. Fundraising Coordinator

Ciood understanding of rights based upproach o development
Ciood command of statistical analysis soltware

Salary: Tk. 50,079- Tk. 60,879

This post will be a member of the senior management team and report dircetly to the ADD Country Representative. The
upplicants should have proven experience of management. and institutional fundraising and local resource mobilization. Key
Responsibilitics are: ;

Lead the organizational effort in programme funding, contract management and development of donor relations

Assist Country Representative to develop fund raising strategies in Bangladesh

Conduct research into new donors. establish new donor relationships where opportunitics drise, and develup relationships
with locally accessed donors through networking and marketing strategics.

Explore potential funding sources in the corporate and link them with DPO partners.

Identily and develop project and programme proposals for institutional donor funding:

Submit progress reports and financial statement following donors contract and document success stories in relation to
fundraising activities

Improve relationships with existing"donorssthrough fmproved grant numdgemem? regular Cammunication and high Guality

monitoring of grant-tunded projects;

Build the capacity of DPOS in local resource mobilization through the provision ol good prictice systems. informal coaching
and formal training; :

Contribute to the sharing of information within ADD on donor apportunities and funding

Person Specification:

-
L

4. Deputy Finance Manager

Proven track record of effeetive fundraising ina senior level position in natiopal/ international development organization.
Fxcellent understanding of rights based approach. project management and logical [rameworks.

Experience of project planning and budgeting: proposal and report writing. Experience of contract management with various
donors. .

Strong administrative and organizational skills, good computer literacy - word processing and spreadsheets and skills of
creative writing.

Having a network of relationship with individual donors, trusts, corporute, major donors and groups.

Excellent communication skills in verbal/written Bangla and English.

Salary: Tk. 30,615 - Tk. 41,030

This is a mid position in the organization and reports to the Finance Manager. The post will be based in Dhaka. Key
Responsibilities are:

Maintain day-to-day accounting and financial activitics of ADD in Bangladesh

Prepare monthly and quarterly financial statement and quarterly budget variance
Handle tax and VAT for any linancial transaction in compliance with government law,
Analyze fund liquidation. cash flows and send fund requisition o ADD UK in time
Assist Finance Manager to prepare financial reports for various donors & NGO Burcau
Facilitate the procurement activities following the organization policy and practices
Manage asset. equipment and transport of ADD Dhaka Office

Person Specification:

5. Programme Development Officer:

MBA (major in Accounting/Finance), CA/CMA intermecdiate with at least 5 vears relevant expericnce in handling finunces in
NCOs or corporate sector,

Skill of maintaining accounting records. preparing finangial reports

Skill of budget and budgetary control

Sound knowledge on seneral tinance, administrative poliey and internal contral

Computer skills especially in spreadsheet and accounting package

aome administrative experience of procurement and asset management.

Salary: Tk. 25,185 - Tk. 32,146

It'is a mid level position reportable to Capacity Building Coordinator. This position is Dhaka based with extensive
travel to working areas. Key responsibilities are:

Prepare monthly plan and budget to implement ADD's annual programime plan

Prepare monthly and quarterly progress report and financial statement

Facilitate formation of federations of SHGs and DPOs through demoeratic process

Conduct training for seli=help groups (SHGs) and DPOs following organizational plan

Mabilize disabled peaple against any violation of their rights and assist them to take social and legal action
Assist DPOs in campaigning for aceess 1o resources and implementation of policies

Network with government, NGOs and organizations working on right based issues

Altend different activities organized by DPOs and provide necessary support

Monitor activities of DPOs and SHGs through field visit and provide necessary support

Supervise and give leadership to the field staff and leaders of ADD programme

Person Specification:

Skill on project planning, management, monitoring & report writing

Skill on capacity building, networking and coordination

Ahility to listen, analysis, guide and coaching leaders of disability movement

Believe in participatory approach and problem solving capacity

Ability to supervise and manage staff with appropriate computer literacy

Educational background in Social Science. Law and good communication skills necessary

In addition to mentioned monthly salary (gross). other benefits such as Sfestival bornus, gratuity, group & health inswrance aned
income tax are admissible for each position.

Applicants are requesied to send their CV (3 pages) in compliance with person specification and a brief note (not more than 2
pages) explaining why they are suitable tor the position by 13 July 2006 to:

Country Representative |
Action on Disability and Development (ADD) i
House No. 56, Road No.11, Block C, Banani, Dhaka-1212
Phone: 986 2554, §85 9330, website: www.add.org.bd {

ADD s an equal opportunity oreanization. We especially encourage disabled people and wonlen 1o apply. Only sheort listed
venielielettes will be catled for interview benweei S0 Jaly cied 03 Auegrest 20006, !
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