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Who we are:

The Danish Refugee Council (DRQ) is a private, independent, humanitarian organization founded in
1956 and currently working on all aspects of refugee cause in more than twenty-five countries
throughout the world. The aim of DRC is to protect refugees and internally displaced persons (IDPs)

DRC Seeks to Recruit:
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Overall purpose of the role:

Humanitarian Disarmament & Peacebuildhg (Hi3 P
delivering Mine Action and Peacebuilding progra ng across South Sudan. The Support

Responsibilities:
HUMAN RESOURCES, ADMINISTRATION AND FILING

® Through liaison with HDP Managers and guidance from the Support Services Officer,
maintain records of all key staff HR files, including contracts, staff IDs and relevant
medical documentation. Includes recording missing documentation through an online
tracker

® Maintain an updated leave tracker outlining annual leave and R&R days taken

* Photocopy and maintain physical record of approval / authorization documents
signed off in support of Supply Chain procedures across Peacebuilding programmes

* Ensure information flow between Supply Chain, Finance and HR departments with
Team Leaders, including where guidance on compliance procedures is being provided

® Any other tasks supporting smooth Support Services Peacebuilding programmes as
instructed by the line manager.

SUPPLY CHAIN:

® Assist the HDP field managers in ensuring prioritization and execution of
procurement, logistics and deliveries, with technical guidance from the Supply Chain
Manager

* Works closely with Juba DRC Supply Chain team to ensure that procurement process
are disseminated and adequately applied at all levels as per DRC Operations
Handbook

® Ensure procurement guidelines and limits are being followed by field office (Magwi
and Maban), and provide feedback to team as necessary

INVENTORY AND ASSET MANAGEMENT

® Assist the HDP field Team Leader in monitoring life-cycle/shelf-life of assets and
equipment and support monthly reporting on assets by checking stor .

® Support HDP field team by facilitating the release of inventory it@ég
information on the status of requests and the availability of requj
supply chain to assist in HDP in procurement planning.
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FINANCE:

Regularly process cash advances from Juba office in order to support the field
operations

Field camp procurements of goods that cannot be procured in Juba

Payments of casual labour - guards, cooks and any other casual labour

Ensure monthly cash advances closure deadlines are met

Guide the field staff on how to improve the quality of order requests and other
finance/procurement related documents,

Review order requests from field locations with the relevant field managers to ensure
the requests are accurate and goods ordered are relevant.

Correlate the field order requests with the Juba Warehouse stock to prevent
duplication of procured goods

In close collaboration with the F inance department in Juba, monitor all liabilities from
the field location especially reconciling advances and accruals on monthly basis
Ensure there is a proper filing system of all financial documents related to HDP field
locations for ease of future reference

Ensure that field location submits their order requests on a timely manner to avoid last
minute rushes.

PSEA and AGD

Experience and technical competencies:

Preferred experience

Willingness to work in the field and travel when needed.

Foster a working environment that promotes the protection from sexual exploitation
and abuse of all persons of concern that DRC serves as well as DRC.

Engage in PSEA initiatives such as trainings and promote the prevention of SEA
including  through understanding and utilizing as appropriate PSEA reporting
mechanisms,

Uphold DRC commitment to Protection from sexual exploitation and abuse
commitment to promoting AGD

Include statements which refer to AGD in work collaborations and reporting

Minimum 3 years working with NGOs
Proficient in MS Word and Excel

Female candidates are strongly encouraged
Demonstrated experience working proficiently using MS SharePoint

Previous experience in the Mine Action and / or Peacebuilding sectors
Ability to work in a multicultural context as a flexible and respectfiil
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i . Find the definit;. DRC’s C, tencies her:
®  University level (minimum). Degree finition of > ~ore competencias here

in Business a dmlnlstratlon, Certified All DRC staff should master the 5 core competencies:

in Financial Management, and ® Striving for excellence: you focus on reaching results
another related field, while ensuring an efficient process
* Collaborating: you involve relevant parties and
encourage feedback.

\ ® Taking the lead: you take ownership and initiative

Languages: (indicate fluency level) while aiming for innovation.
° Fluent knowledge of English (verbal Communicating: You listen and speak effectively and
and written) honestly.
’ ® Basic Arabic language is an added o Demonstrating integrity: you act in line with our vision
: advantage and values
\

' Key stakeholders:

® DRC Support Services departments
® DRC Suppliers

® National Mine Action Authority

*  UN Mine Action Service

How to apply

Juba or to any DRC field offices.
Title of the position/vacancy number MUST be clearly mark in the application and on envelop.

Further information

Please note, as this position is urgent, applications will be reviewed on a rolling basis and interviews
held prior to the advert closing date.

We appreciate your application however; only short-listed candidates will be contacted for interview.
If you have not been contacted within two weeks of the closing date we regret that your application
has been unsuccessful. Please continue, however, to periodically review our website, South Sudan

NGO Forum website http://comms.southsudanngoforum.org/ for other suitable opportunities.

Safeguarding:

DRC’s capacity to ensure the protection of and assistance to refugees, IDP’s and other persons of
concern depends on the ability of our staff to uphold and promote the highest standards of ethical and
professional conduct in relation DRC’s values and Code of Conduct, inclu i‘rgmg against
sexual exploitation, abuse and harassment. DRC conducts thorough an iv€'b ‘c{ground
checks as part of the recruitment process.
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