Chapter 28 Administration / Annex 28.2

Annex 28.2
Job summaries- Administration support
The key administrative positions required in emergency situations and brief outlines of the main responsibilities of each position are listed below.

a) Team leader

     Key responsibilities:

· Overall management of the emergency response in the affected area

· Functions as the main contact for the Country Office and provides daily Situation Reports to the CO at the initial phase of relief activities

· Coordinates relief activities with other government and humanitarian agencies & represents the organization at inter-agency meetings

· Takes responsibility for implementation of approved emergency & rehabilitation projects

· Develops follow-up programs to initial relief efforts like project extensions, rehabilitation projects, phase out activities, etc;

· Through effective supervision of the Administration Manager, is responsible of ensuring that all administrative support activities are implemented speedily and in compliance with established policies and procedures

· Through effective supervision of the Finance Manager, is responsible to ensure that all finance matters, including budget monitoring and control, timely cash flow, accurate and regular reporting, are carried out in compliance with established policies and procedures as well as donor requirements;

· Responsible for human resource functions like timely recruitment, competitive compensation, compliance with host government labor laws, regular staff performance assessment, ensuring a secure working & living environment, ensuring staff wellness, etc;

· Provides timely reporting of all relief activities to the CO, donor, and government agencies, and is the chief spokesperson to the print and electronic media;

· Maintains an effective and non controversial working relationship with other NGOs, UN agencies, bilateral donors, host government departments, and other key counterparts.

b)   Administrator

      Key responsibilities:

· Assists the Team Leader through coordination of all units and their reporting requirements;

· Manages the day to day operations of the emergency project area including budget adherence and overall donor requirement;

· In consultation with the Team Leader, develops appropriate emergency specific procedures for timely and effective human resource management, procurement of relief materials, accurate inventory management, efficient logistics support, security of personnel & materials, etc;

· Responsible for ensuring compliance of financial procedures compatible with CARE’s accounting system and offer suggestions for short term emergency specific procedural requirements;

· Functions as the key link between program and program support personnel to ensure work harmony and timely and efficient delivery of emergency relief;

· Functions as prime communicator with national headquarters regarding staff movement, security measures, etc;

· Ensures that staff comply with all established control measures and take mid course modifications as and when deemed necessary;

· Supervises the responsibilities of the Compound Manager and other administration staff;

· Oversees the control of FFE and spare parts inventory through effective supervision of the Compound Manager, General Administration & Property Assistant, and Inventory Assistant;

· Functions as the point person who collates and documents lessons learned and best practices for future reference. 

c)   Compound manager (if required)

     Key Responsibilities:

· Reports to the Administrator on all matters of compound management;

· Ensures maintenance of all basic necessities;

· Ensures timely replenishment and issues of food and general supplies;

· Supervises all compound support staff;

· Maintains complete inventory of compound FFE, both office and household;

· Prepares daily meal schedule and ensures a healthy and appetizing menu acceptable to all staff;

· Ensures hygienic conditions at all times through proper supervision and vector control;

· Maintains a cash imprest for daily expenditures and provides proper accounting for cash replenishment;

· Coordinates with the Administrator to provide full compound safety and security by ensuring that adequate preventive measures are in place.

d)   General administrative assistant

      Key Responsibilities:

· Receives, dispatches, and distributes mail appropriately and in a timely manner;

· Records all incoming and outgoing mail and ensures copies are filed in appropriate master files;

· Ensures timely requisition of adequate amounts of office stationery, for and general hygiene supplies, etc.;

· Maintains inventory of stock with accurate recording of receipts, issues, and balances;

· Be the focal point for all photocopying requirements and maintain proper records to prevent misuse or overuse of the equipment; 

· Maintains all administration related files. 

e)   Inventory and property maintenance assistant

      Key Responsibilities:

· Assists in office building identification as well as staff residences;

· Ensures availability and proper functioning of all basic utility services;

· Follows up on timely rental payments;

· Overseas timely repair and maintenance of CARE leased buildings;

· Enters and maintains property information in SCALA;

· Updates the Property Register and verifies information against main inventory maintained by Compound Manager;   

· Receives and records FFE items;

· Follows established control measures to safeguard CARE inventory items;

· Regularly conducts and records physical verification;

· Coordinates with Administrator & Finance staff for disposal of old and broken FFE items;

· Coordinates timely repairs, maintenance, and proper utilization of CARE FFE.

f)
Travel and liaison assistant

Key Responsibilities:

· Coordinates all domestic and international travel arrangements for both national and international staff;

· Undertakes visa processing for incoming and outgoing travelers;

· Carries out timely and regular communication with incoming personnel regarding visa requirements, status of the process, etc.

· Coordinates with relevant government departments emphasizing the urgency for early release of visas;

· Coordinates with travel service providers for cost effective ticketing and priority connections;

· Coordinates with the CO administrative unit about domestic overland transportation that may be required urgently;

· Verifies invoices received from travel service providers before recommending payment;

· Ensures timely and complete information dissemination through provision of in-country travel information and required documents, maintenance of arrival/departure board, provision of Briefing Package to incoming visitors, etc.;

· Coordinate with various administrative sections to ensure the following:

· With Transport Section for pick-up/drop off arrangements;

· With Security Unit to ensure dissemination of in-country security briefing and location & contact telephone numbers of all visitors and regular personnel;

· With General Administration to ensure lodging arrangements in advance of visitors’ arrival 

g)
Transport assistant

Key Responsibilities:
· Coordinate daily vehicle movements within and outside operating area through established control measures:

· Through maintenance and monitoring of vehicle movement register and control of vehicle keys;

· Monitoring of vehicle log books to ensure they conform with information on the vehicle movement register;

· Overseas vehicle operation, maintenance, and repairs:

· Maintains individual files for all CARE vehicles, and ensures that all relevant information is available; 

· Ensures that vehicles are properly and timely insured and is responsible for processing insurance claims whenever required;

· Develops plan for periodical servicing and maintenance of each CARE vehicle;

· Develops effective control measures to monitor log books, fuel allocation and consumption, timely vehicle maintenance, unauthorized vehicle usage, and proper accounting & charging of all transport related expenses;

· Ensures proper and effective utilization of vehicles, fuel, and spare parts;

· Ensures compliance with CARE’s vehicle safety and security policies;

· Rationalizes use of rented cars and drivers to minimize excesses.

· Supervises drivers and mechanics;

· Overseas daily fuel allocation and accounting and provides monthly fuel expenses to Finance;

· Monitors compliance and consistent application of existing policies, procedures, and systems and recommends changes in areas that require improvement;.

· Ensures that all monthly vehicle reports, namely, fuel, repair & maintenance, mileage, personal use, etc. are prepared in a timely and complete fashion.

h)
Driver

       Key Responsibilities:

· Carry out all driving duties assigned by the supervisor  while complying with established control measures

· Ensure proper and timely maintenance of assigned vehicle;

· Ensure fuel replenishment and maintain accurate accounting of its use

· Ensure accurate maintenance of vehicle log book at the beginning and end of each trip

i)
Mechanic

Key Responsibilities:

· Undertake repair and maintenance of all CARE vehicles assigned to the emergency operation area

· Carry out preventive maintenance to minimize vehicle downtime and to reduce costs;

· Conducts daily check of vehicles with the assigned driver to monitor vehicle condition;

· Assists the supervisor to prepare weekly/monthly vehicle maintenance plan. 

· Is ready to provide technical service for vehicles at any time;

· Maintains records of each maintenance carried out in prescribed format and logbook;

· Monitors regularly that fuel/oil consumption of vehicles are within normal limit and reports immediately if excesses are discovered;

· Monitors the proper technical use of vehicles and drivers’ skills to ensure that vehicle breakage is not as a result of vehicle misuse;

· Expected to carry repairs of other types of CARE vehicles and equipment (like forklift, generator, etc.)

· Identifies other local repair outlets for major repairs;

· Assists in planning procurement of vehicles, spare parts, appropriate accessories, lubricants, etc.;

· Is prepared to work overtime to complete urgent repair/maintenance work;

· Ensures compliance with established control measures in the area of spare parts and fuel consumption.

j)  Office cleaner
       Key Responsibilities:

· Cleans and tidy assigned office and residential rooms as per pre-determined schedule;

· Immediately reports any malfunctioning of electrical or plumbing fixtures to the General Admin Asst. for timely action;

· Ensures that all toilets and bathrooms are cleaned daily and adequately provided with essential hygiene supplies;

· Ensures adequate supply of clean drinking water and that water filters and kettles are regularly cleaned and maintained hygienically; 

· Seeks timely replenishment of kitchen/toilet stock to ensure steady flow of supplies when needed;

· Clears waste baskets and garbage pails and ensures hygienic disposal of same;

· Assists in other miscellaneous tasks as needed.
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