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Who we are?

work,
Country and Project Background:

The Danigh Refugee Counci] (DRC) has been working in Sudan since 2004 and was subsequently present in South Sudan when it
gained independence in 2011. DRC South Sudan programme's current focys is on supporting forcibly displaced and conflict-
affected people, including refugees, internally displaced : i i

environment, Currently DRC is Operational in Unity states, Central Equatoria. Western Bahr E] Ghazal and the Upper Nile region,
Presently the South Sudan Programme works in 6 field locations, working in the sectors of Camp Coordination and Camp
Managemen, Protection, Shelter/NFL, and F ood Security and Livelihoods.

DRC-DDG Seeks to Recruit: -

Position Title:

R

eports to:

Unit/ Department:

Duty Station:

Type of Employment

Eligibility:

Start Date;

Advertisement Closing Deadline

Overall purpase of the role:
Humanitarian Disarmament & Peacebuilding (HDP) is a technical unit within DRC delivering Mine Action and Peacebuilding
Programming across South Sudan. The Support Services Assistant will act as a focal point for all Support Services functions
supporting Mine Action and Peacebuilding programme activities, with a particular focus on Human Resources. Where programme
activities are being conducted in locations that do not benefit from an Area Office structure and associated support services
structures, this role will ensure that these functions can run smoothly through Juba Country Office structures, whilst aligning with
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Danish Refugee Council (DRC). DRCis a non-profit organisation that works worldwide to help and protect refugees, internally displaced
and other conflict-affected persons,
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HUMAN RESOURCES, ADMINISTRATION AND FILING

Experience and technical competencies:

*  Proficient in MS Word and Excel, and internet browsing as a

Preferred experience:

Danish Refugee Council (DRC).DRC is a non-profit organisation that works worldwide to help and protect refugees, internally displaced
and other conflict-affected persons.

Through liaison with HDP Managers and guidance from the Support Services Officer, maintain records of || key staff HR!
files, including contracts, staff IDs, Mine Action technical records and relevant medical documentation, Includes

On monthly basis, the Programme support assistant shall prepare payroll memo for DRC's Humanitarian Disarmament &
Peacebuilding (HDP) programmes areas, and manage payroll-related documentation;

Works closely with DRC Supply Chain team to ensure that Procurement process are disseminated and adequately applied
atall levels as per DRC Operations Handbook

Ensure procurement guidelines and limits are being followed by field offices (Maban, Magwi & Wau), and provide
feedback to teams as necessary

INVENTORYIAND ASSET MANAGEMENT:

Assist the HDP Support Services Officer in monitoring life-cycle/shelf-life of assets and equipment and support monthly
reporting on assets by checking stores

Support HDP field teams by facilitating the release of inventory items, and provide information on the status of requests

A Bachelors’ Degree level qualification will be an added advantage

All DRC sth ff should master the 3 core
Minimum 3 months working with NGOs in a related field preferably competencies:

i r s and administration L :
in Human resource 0 Admlnis ® Striving for excellence: you focus on

reaching results while ensuring an
efficient process

* Collaborating: you involye relevant
parties and encourage feedback.,

minimum;

Female candidates are strongly encouraged

Demonistrated experience working proficiently using M SharePoint *  Taking the lead: you take ownership
. g king you (a

Previous experience in the Mine Action and /or F'eacebuilding and initiative while aiming for

sectors innovation,

Ability to work in a multicultural context as a flexible and respectful * Communicating: You listen and speak

team player. effectively and honestly.

Willingness to work in the field and travel when needed. * Demonstrating integrity: you act in
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Languages:
®  Arabic: fluent (spoken & written)
*  English: working knowledge (spoken & written)

Key stakeholders:

®  DRCSupport Services departments
* DRCSuppliers

®  National Mine Action Authority

®  UN Mine Action Service

How to apply

Please send a cover letter outlining how your skills and €xperience meets the
Copies (not original) of National ID card and academic certificates to Human

B )
=

NOTE:

however, to periodically check on the South Sudan NGO Forum website htt
suitable oppartunities with DRC.

and other conflict-affected pe

:.

Safeguarding: DRC s Capacity to ensure the protection of and assistance to refugees, ]DP.';- and other persons of concern depends
on the abil

CVs may be reviewed on a rolling basis and the position might be filled before the deadline. Only short-listed candidates will be

been contacted within one week of the closing date, we regret that your application hag been unsuccessful, Please continue,

! Danish Refugee Council (DRC). DRCis a non-profit organisation that works worldwide to help and protect refugees, internally displaced
rsons.

| Danish Refugee Council
Juba, SOUTH SUDAN
drc.ssudan@drc,ngo
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line with our vision and values
|

Person Sped:iﬁcation along with your up to-date CV,
Resources department through ssd-jobs dreango

hical and professional conduct in relation to DRC'’s
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