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VACANCY ANNOUNCEMENTS

PROJECT BGD/96/018-STRENGTHENING THE ELECTION COMMISSION
FOR IMPROVEMENT IN THE ELECTORAL PROCESS

The Election Commission of Govemment of the People™s Republic of Bangladesh, in
conjunction with the United Nations Development Progranme (UNDP) Bangladesh, seeks
applications from Bangladeshi Nationals for the following positions:

A. NATIONAL CONSULTANTS

Position : Management Specialist for development & Planning Unit of the
Election Commission

Full - time, 24 working months
Election Commission Secretariat, Dhaka.

Dwration :
Station

The Management Specialist will be responsible for establishing and operationalising a
functioning and efficient in-house Development & Planning Unit for the Election
Commission. This will require up-gradation of the present capacity into a unit capable
of handling planning responsibilities for national, local, presidential and by-elections.
Inclose conjunction with the National Project Director, the UNV Project Implementation
Specialist, other project consultants and staff at the Election Commission, the consultant
will, inter alia :
*  assess existing capacity of staff/facility needs of the Development & Planning Unit
*  prepare and submit a workable design for enhanced managerial and functional
linkages for planning in the Election Commission in view of the Development and
Planning Unit's key role in the electoral process ;
*  recommend staff and skills requirements for the up-gradation of the Unit, design and
action plan to realise recommendations for the Development and Planning Unit ;

Qualifications :
The incumbent will have a minimum post-graduate qualification and extensive work

experience, preferably with a government agency. The consultant is also expected to have an
outstanding record in management and/or management consultancy.

Position : Institutional Development Specialist
Duration : full-time, 6 working months
Station : Election Commission Secretariat, Dhaka.

The incumbent will be responsible for initiating and undertaking a study to assess election
training needs at the sub-national level. The needs assessment will focus on institutional
requirements with a view to establishing regional centers of election training as extensions of
the national Electoral Training Institute. The consultant will :

*  design and conduct the study in close consultation with the NPD, UNV Project
Implementation Specialist, other project consultants and staff of the Election
Commission Secretariat ;

*  undertake field visits to ascertain the existing institutional capacity at the sub-
national level ;

*  consult with national and local level actors involved in election-management to
determine the skill requirements of staff at regional levels ; and

*  recommend options for the establishment of regional electoral training institutes.

Qualifications :

The incumbent will . be expected 10 possess the minimunj of a post-graduate degree in
llmgcméri,fhuﬁmﬂqul developmerit, or a rélated field. The incumbent will also posséss
familiarity with government institutions and preferably have a background in training. -

B. SUPPORT STAFF

Position : Administrative Assistant-cum-A ccountant
Duration : Full-time, 36 working months
Station : Election Commission Secretariat, Dhaka.

One administrative officer with accounting skills will be stationed in the Election
Commission Secretariat in Dhaka. Working under the direction of the National Project
Director, s/he will :

*  Offer secretarial support (typing, filing, corresponding, arranging and maintaining
appointments) to the NPD, UNV Project Implementation Specialist and other project

staff as required ;
" ﬁovﬂepﬁeﬂmnﬁngmhummemmmmmm
specialist; and
*  any other Project-related duties as and when these arise.
Qualification :

The incumbent will have a minimum five years' experience in secretarial work as a personal
assistant (0 a private company director and/or a government official. The incumbent should
have initiative and be able 10 deal with a large portfolio of tasks. Accounting skills are
essenuial, as are working proficiency in English and familiarity with word-processing/database
software.

Position : Computer Operators (2)
Duration Full-time, 36 working months each
Station : Election Commission Secretariat. Dhaka

Two computer operators will be stationed at the Election Commission Secretariat throughout the
duration of the project 0 provide day-to-day operational support for project execution.
Responsibilities will include :

*  daia entry and word processing ;

*  secretarial support to the NPD :

*  supplying timely updates on successive elections as per requirement ; and

*  processing election related information into required/prescribed formats for the
consumption of public officials and the general public at large through the print/
electronic media and other outlets.

Qualification:

The incumbents will have a minimum honours degree with prior experience of database software
and proven working proficiency in written English. Computer operators will also demonstrate
strong leamning skills and the ability to acquire and operate new database systems in a short space
of time ; prior experience in computer-operating environment required.

Applications should be marked confidential and include a cover letter and two copies of
the applicant’s curriculum vitae. No copies of references, certificates or professional
papers should be submitted at this time. Applications should be sent to the Manager,
Human Resources, United Nations Development Programme (ref. : BG D/96.018), House
60 Road 11A, Dhanmondi R/A, Dhaka 1205 within 14 days of this advertisement. Only
short-listed candidates will be contacted.

Note : Any attempt 1o influence the process of selection will result in the immediate termination
of the candidate’s application.

WOMEN ARE PARTICULARLY ENCOURAGED TO APPLY
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ADMISSION GOING ON

MEMS IS YOUR BEST CHOICE BECAUSE :

It is a Christian Missionary School

It ensures quality education for the prepa-
ration of higher studies here or abroad.

It uses modern methods and technologies of

It uses audio-visual teaching aids
(Computer Video-Cassettes, Internet etc.)
It helps to build up a strong sense of disci-
pline, character and moral values.

It has highly competent, experienced and
dedicated teaching team.

It takes care of every student individually.

IT OFFERS TRANSPORT FACILITIES

PRINCIPAL
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Election Commission Secretariat
Sher-e-Bangla Nagar, Dhaka.

EMPLOYMENT NOTICE

Applications are invited for the post of National Project Director of TA project entitled
“Strengthening the Election Commission for Improvement in the Electoral Process”. The
project is designed to further strengthen the institutional capacity of the Election Commission
to conduct future elections in a free and fair manner.

e o — —

——

Duration Full Time, 36 months.
| Station :  Election Commission Secretariat Dhaka.

| The National Project Director is the executive head of the project. She will be responsible
for the implementation of overall project programme under the guidance of a Project Steering
Committee. She will supervise all project activities and project staff. In close co-operation with

relating thereto.
S&SE Asia Programme.
Requirements

IN conservation.

institutions

advantage
Able to travel.

D /Iwww.iucn.org

IUCN — The World Conservation Union

Vacancy Advice
Country Representative — IUCN Bangladesh

Founded in 1948, IUCN — The World Conservation Unior
brings together States, government agencies and a diverse range
of non-governmental organisations in a unique world parinership:;
some 900 members in all, spread across 136 countries.

Application are hereby invited from eligible candidates for the
position of IUCN Country Representative in Bangladesh. IUCN
strives to be an equal opportunity employer and welcomes
applications from qualified men and women.

The successful candidate will be expected to take responsibility
for overall direction, supervision, coordination and monitoring of
IUCN Secretariat activities in Bangladesh and all other matters

The Country Representative will report to the Regional Director,

University degree in natural or social science.
At least fifteen years of progressive work-related experience

Relevant management experience.

Proven resource mobilisation skills.

" Proven representational and negotiation skills.

Proven networking abilities

ADIlity 10 communicate with and motivate staff and partner

Written and spoken English; working knowledge of Bengali
desirable. Knowledge of French and/or Spanish an

Interested candidates should apply before 21 November 1997
to: Director, Human Resources Management Division, IUCN —
The World Conservation Union, 28 rue Mauverney, 1196 Gland,
Switzerland. Fax: ++ 41 22 999 00 10:; E-mail: mol @hq.iucn.org;
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national and international consultants, the National Project Director will :

- ensure that the project is established and implemented to strengthen improvement and
| efficiency of the democratic process, and will liaise with key ministries, NGOs and other civil
| society organizations 1o achieve this goal.

prepare and submit to each tripartite review meeting a Project Performance Evaluation
Report (PPER) Additional PPERs may be requested, if necessary, during the project;

overview and implement the training programme and the voter education campaign
components of the project;

.~ jj - co-ordinate, through the Election Commission, the formulation of the Technical Advisory
| Group for voter registration; advise the Election Commission in appointing necessary staff

for the electoral database and additional trainers for the Training Institute; advise Election
| Commission and oversee formulation of the commitiees necessary to address the
| recommendations of the national election conference;

- review the current system and identify needs, including software, hardware and other
support to produce the electoral roll on the computer;

- the NPD is expected to take up his/her assignment immediately.

- the Secretary, ECS, will oversee the NPD in his/her day to day activities: accordingly the
NPD will report to the Secretary.

Qualification and Experience :

The incumbent should have a minimum Post Graduate Degree in any discipline, Must
have worked in senior management positions and have extensive experience of handling Gowt.
procedures and project implementation. Retired Govt. employees with necessary qualifications
and experience may also apply.

Applications in plain paper stating name of the candidate, father's name, present and
permanent address, date of birth, telephone and fax no. if any, nationality, educational
qualifications, experience and a short write-up indicating, why he is best suited for the job etc.
should reach "Secretary, Election Commission Secretariat, Sher-e-Bangla Nagar, Dhaka"
within 14 days of the advertisement. Attested copies of certificates and two copies of recent
passport size photographs duly attested by a first class Gazetted Officer are to be submitted
with the application. Incomplete applications will not be considered. Only shon-listed
candidates will be contacted.

Women are particularly encouraged to apply.

(C. H. Saha)
Joint Secretary
and
National Project Director
Strengthening the Election Commission
for Improvement in the Electoral Process




