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INSO SOUTH SUDAN
Closing date: 26 November 2013

INSO does nop charge g feeat an Y stage of tf

training). NSO does not concer,

Organisation Background

Founded in 2011, the International NGO safety Organisation (INSO) is a British charity that supports the
safety of ajg workers by establishing safety coordination platforms in insecure contexts. INSO provides
registered NGOs With a range of free Services including real-time incident tracking, analytical reports, safety
related d.

INSO services help NGOs with their day—to-day risk management responsibilities ang improve their overall
Situationa| awareness to Support evidence-based humanitarian access decisions,

paramount.

The Training Assistant reports directly to the Training Manager.

Main res onsibilities:
The Training Assistant shal| Support the Training Manager by:
* Assist the training manager in the planning, budgeting, logistics, administration, and management of
the training programme,
* Interface directly with internal support staff and stakeholders on g matters related to
administration, logistics, finance, and Procurement for training events,
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* Manage dayto day correspondence, reports, and other documents related to the training program,

* Advertise training Courses, compile and Organize all trainee 5 Ppplications, Prepare attendance rosters
and assist in the planning & Preparation for courses under the supervision of the training Manager;

® Manage ang Mmaintain an inventory of serviceahle training supplies, Materials, ang equipment,
including safe storage and accountability,

® Manage angd Mmaintain all tra ining records, certificates, and data bases,

® Assist in the Preparation, compilation, recording and filing of Post-training reports and evaluations

with lessons learned and analysis,
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®  This position requires fluency in two other languages useqd in South Sudan other than English.

®  This position requires Post-Secondary diploma in relevant field from a recognized universitv/ccllege.
® This position requires Proficiency in the use of Microsoft Office.

® This position requires the ability to perform ora| Presentations in front of large groups,

® Demonstrable experience in administration.
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Willingness to learn and ability to work in a fast Paced, multi-cultyura| and close-knit team to deliver
tangible results on 3 deadline, ,

South Sudan js 3 hazardoys environment, the selected candidate Must adhere to aj safety
Precautions and contribute to the Security of the team, He must be able to exercise a large degree
of common sense and persona| discipline,

* Deep understanding of the South Sudanese Operating environment and its historica) context as wel|
as knowledge of Juba and surrounding areas,

® Demonstrated capacity to work with minimal supervision and maintain a high level of engagement,

® International experience,

Key Personal Comgetencies

® The position requires the holder to be able to undertake tasks at short notice with due regard
to the developing events,

® The holder must display a high degree of ethics and with a high sWiw.;. i
® This position requires a degree of flexibility with respectito workini DUss and di
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e Ability to excel in a multicultural work environment.

® The position requires the holder to be able to undertake tasking at short notice with due regard
to the security environment.

¢ The position requires the holder to be able to work effectively and efficiently unsupervised. The
selected candidate must be able to plan and manage their own time effectively. The holder must
exercise a strong work ethic and take responsibility for his/her own actions. !

Terms & Conditions: Annual contract (renewable, based on performance), salary according to INSO

salary grid, 21 working days annual leave per annum, full medical coverage for the employee and up to 4
dependents.

HOW TO APPLY:
Interested applicants are requested to send the following to lobs@ssd.ngosafety.org before 26t

November 2018 24h00 local time, and reference “INSO Training Assistant, Juba” in the subject line of your
email.

\

* Cover Letter specifying how you meet the mandatory requirements, your motivation in applying
and what you hope to bring to INSO South Sudan (1-page maximum).

* Uptodate CV (2 pages maximum).
* Contact information for 3 referees (preferably, work-related and from previous line managers)
Please do not send any additional information (such as certificates, copies of diplomas, other writing

samples, etc.) and keep the total size of your application under 1MB.

Alternatively, applications in hardcopy can be submitted in a sealed envelope to our office in Juba,
Thongpiny Area, off Airport Road, Near Kilimanjaro Hotel, Plot Number 479 block 3K-South, clearly

indicating “INSO Training Assistant, Juba” on the envelope.

Only candidates that strictly stick to the instructions above will be considered. Only shortlisted ca ndidates
will be contacted. We encourage all qualified candidates to apply, irrespective of gender. INSO is an Equal
Opportunity Employer.

Please no unsolicited emails or phone calls,

Juba, 06 November 2018
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