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Room to Learn South Sudan (RtL) Project
SHORT TERM COUNSULTANCY VACANCY ANNOUNCEMENT 
Post Title:

Data Entry Clerk 


  
 
Number of Vacancies:
1




  Consultancy length: LOE 50 days
Duty Station:

Juba, South Sudan 


               Reports to:   Director of M&E
Organizational background

Winrock International is undertaking a project by the name RtL funded by the United States Agency for International Development (USAID). RtL stands for Room to Learn. The main objective of the project is to strengthen the ability of the state and county governments in the Republic of South Sudan to plan and deliver essential services and empower the communities to become active partners in their development and reconstruction.

Winrock International RtL Project seeks applications from qualified South Sudanese professionals for the position of Data Entry Clerk based in Juba, South Sudan. The Data Entry Clerk reports to the Director of M&E and will work closely with the M&E, ECE and field implementation staff. The main purpose of this job is to review and code the project monitoring data and help the M&E database officer to analyze and keep records, both electronic and paper files. The individual will also record student enrollment data in the database, produce reports as required. The data entry clerk will be responsible for: 

MAJOR RESPONSIBILITIES:

· Point of contact for field monitoring data
· Conduct data and provide the output data for report writing

· Help the database officer to ensure that M&E files are complete as per checklists

· Work with logistics and grants departments to verify grants delivered at the schools
Provide other support as needed to the M&E and ECE departments
Qualifications/Experience/Skills:

1. Two years related work experience and a strong interest in providing high quality technical and administrative support to a professional team

2. Bachelor's degree preferred, but not required

3. Skilled user of MS Office (Word, Excel, Outlook, PowerPoint, Access) with high level of proficiency in Excel a priority

4. Impeccable attention to detail

5. Strong document management skills

6. Excellent interpersonal skills

7. Ability to work well independently and with a team

8. Experience in operating office equipment including scanning, photocopying and related equipment.

9. Excellent time management skills, aptitude for proper task prioritization, and a results-oriented work process

How to Apply

Application letters (handwritten or typed) with comprehensive CV’s, day phone contact, expected including names of three independent referees must be received at Winrock International Project Juba Office located at Along Kololo Road, Plot 57 not later than the closing date of April 22, 2016 . Applicants are encouraged to submit their letter of application & CV through our E-mail address hr-rtl@winrock.org please indicate in the subject line; “Data Entry Clerk-Juba”.
NB: Applications received later than the deadline will not be short-listed. Only short listed candidates will be contacted.  Due to the urgency of this vacancy announcement Winrock International reserves the right to fill this position prior to the closing date

Winrock International is an equal opportunity and affirmative action employer.

