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Preface
RAPID mechanism was established under a cooperative agreement between Concern Worldwide and the United States Agency for International Development’s Office of US Foreign Disaster Assistance (USAID/OFDA). Under this agreement, recognizing that Pakistan is prone to disasters and crises, USAID/OFDA awarded Concern Worldwide with a grant to provide emergency response funds to local, national and international non-governmental organizations (I/NGOs) in Pakistan. I/NGOs can submit applications to respond quickly to the urgent needs of Pakistanis affected by disasters.

Concern RAPID’s implementation strategy is to award short duration projects that are  implemented by sub-grantees with monitoring and support from RAPID team. Based on this extensive experience and lessons learnt, these Standard Operating Procedures have been compiled. The current modus operandi of the hiring process is that after the award of a sub-grant, the RAPID team conducts an induction session to share procedural requirements with the grantee prior to the formal initiation of the project activities. s RAPID team also provides on-the-job, capacity-building support to the sub-grantee throughout the project implementation. It is the responsibility of the sub-grantee to implement the project in compliance with a signed grant agreement.

As an equal opportunity employer, Concern is committed to recruiting the best candidate for the job, whether internally or externally, with a focus on merit-based selection for enhancing the effectiveness of its programmes. It is Concern’s standard policy to offer all its staff and job applicants’ equality of opportunity, fair treatment and transparency at all times, without regard to race, colour, religion, gender, age, social status, caste/creed, language, disability, marital status, or political affiliation.
Human resource management is vital for the successful implementation of the humanitarian and development programs. Concern understands that the standard HR policies appropriate for long term development projects may not be appropriate for a short term emergency response project implemented through sub-grantees/partner NGOs with their own set of procedures, with different institutional capacities and significant operational differences. For human resource management, the sub-grantees can follow their own written HR policy/manual. These guidelines are developed to support the grantee and serve as a reference in absence of any HR policy on their part of the grantee. All possible efforts have been made to cover all aspects of the procedures related to HR; however this document is not an exhaustive list.

Disclaimer: This document and the policies stated therein is applicable for a period of 12 months. Once this period elapses, the document will be reviewed and, if required, necessary revisions will be made. It will be a procedural practice to carry out this review process after every 12 months. 

Hiring Process during Emergency Response for RAPID Sub-grantees
Initiation of Hiring Process
Job Requisition and Job Description
Award of Sub Grant


Joining 
Approval of Program, HR/Admin and CEO/ED
HR memo / Email for details
Joining 
Approval of Program, HR/Admin and CEO/ED
HR memo / Email for transfer
Offer 
Reference Check
Interview
Short-listing
Long-listing
Job Advertisement
New/ External Hiring
Shared Staff
Internal Transfer/ Direct Selection

[bookmark: _Toc521333138]Employment Age
The legally permissible employment age limit in Pakistan is between 18-65 years and this will be applicable during the recruitment of staff. In case any I/NGO has a different age limit policy then that will be duly respected.
[bookmark: _Toc521333139]Types of Hiring Process
On getting OFDA in-country approval from the mission recommending the application to be submitted to OFDA Washington, Concern RAPID will communicate to the sub-grantee and inform the grantee to initiate the project staff hiring. Keeping in view the short duration of the project, the grantee must complete the hiring process before the agreement signing with no job offer issued unless receive a formal project approval from Concern/OFDA. Based on In accordance with the approved budget/cost proposal, the sub-grantee can adopt one of the following types of hiring process: 
1. Internal Transfer/Direct Selection 
2. Shared/Core staff 
3. External staff/New Recruitment and Selection 
[bookmark: _Toc521333140]Job Requisition and Job Description (JD) 
A job requisition will be completed for each vacancy/position/staff in the budget. The relevant manager/ staff will prepare the staff requisition, reviewed by HR and Finance and approved by CEO/Executive Director (ED). In absence of the line manager, the relevant core staff in the organization will prepare the Job Requisition. No position should be announced/offered to internal staff unless it is approved and it has been ascertained that there is a budget for the position. Sub-grantees can use the attached format for Job Requisition (Sample is given under Annex A), however they can also use their own Requisition forms but they must contain the following information:
· Project title
· Donor organization
· Project implementation location
· Date of initiation process
· Project duration
· Number of positions
· Designation
· Type of hiring (Transfer/New/Share)
· Salary of position 
· Position Location 
A job description containing the details of required duties will be prepared by the relevant line manager, and should accompany each job requisition form. If required, relevant Concern/RAPID staff can be contacted for sharing sample JDs in order to facilitate and expedite the process. (Sample JDs are given under Annex B). Minimum information to be included in the JD Format is:
· Designation
· Project Title
· Duration
· Location
· Reporting to
· Major responsibilities
· Qualification required
· Experience required
· Skills Required
· as
For key/senior positions, Concern may require the grantee to share the JDs for review. 
Keeping in view the project duration, budget available, job location and the skill set available in the market, the job requirements mentioned in the JDs shall be very relevant and realistic. Keeping in view the short duration of projects, it is not recommended to mention very high requirements in the JD. 
[bookmark: _Toc521333141]Internal Transfer/Direct Selection 
· Definition: Internal transfers are made for staff already working with the organization or ex-employees who have left the organization in the past one year or less. If more than a year has elapsed, the candidate cannot be considered under internal transfer definition and pass through a recruitment process unless a request can be submitted to Concern for waiving the pre-hiring process justifying the reason.
· Process:
· Internal transfers will not require a recruitment process; however, a recruitment process will be conducted wherein more than one ex-employee (who have been with the organization in the past one year or less) have applied for a position.  
· HR Memos/emails should be used for notification of change of job location, as well as change in designation/project title/duration/salary.
· Documentation: For all HR documentation, the signing authorities will include Program, HR/Admin and CEO/ED.
[bookmark: _Toc521333142]Core/Shared Staff 
· Definition: Employees that are working on more than one project at the same time and are currently working with the organization as core staff.
· Process:
· Specific percentage of an employee’s salary is charged to the project and it should be clearly communicated in written form to all the involved parties.
· Memos/emails should be used for notification of change of location, as well as change in designation/project title/duration/salary.
· In some cases, instead of the salary being charged to RAPID project, a project allowance will be offered to core/shared staff for the project period, which is to be above and beyond the salary already being drawn by the person for the additional support s/he is providing to RAPID project. Since the core/shared staff has additional responsibility to manage, apart from the respective component of the RAPID project, their responsibility also ends once the RAPID project ends. Thus, payment of project allowance will help to avoid changing of employment contracts after project closure and minimize the documentation process.
· Documentation: For all HR documentation, the signing authorities will include Program, HR/Admin and CEO/ED.
[bookmark: _Toc521333143]New /External Hiring
In absence of internal staff (either shared or ex-employee), the Grantee after approval of Job requisition and JD, will adopt following process to hire staff for required vacancy:

[bookmark: _Toc521333144]Job Advertisement
· Mode: The HR Department will advertise the vacant position/s through any media (electronic, print, social media, job email groups, posting outside mosques/schools/government offices, coordination with Line Departments for specialized positions). The project target area is also a critical factor and for instance if a social mobilizer is required with knowledge of local language then announcements in the mosque or headhunting can also be done. Organizational website can also be used in case of limited budget. Vacant positions may be advertised internally, externally or both. (Sample job advertisement is given under Annex C)
· An HR data bank may also be maintained, containing data of the previous employees and other job aspirants who applied previously and competed well in a selection process, and have valid references. In case of an emergency response, this data bank may be consulted and the job advertisement process skipped with the approval of Concern. However, such data shall also be shared with Concern for review and perusal.
· Minimum information to be included in the job advertisement:
· Position name/designation
· Number of positions
· Duration of the position
· Place of work
· Brief profile of the position (Minimum required Qualification/Experience)
· Postal/electronic mailing address for application submission
· Submission deadline
· Preference will be given to local candidates residing in the project location.
· Disclaimer about equal employer opportunity
· Duration: The application submission/deadline should be maximum 5 days.
[bookmark: _Toc521333145]Long-listing
This process can start once the application deadline has passed. The applications received via different modes (post, email, by hand etc.) are collected and a log of CVs is maintained in excel, which is to be kept for a period agreed upon in the contract signed with Concern. In case of email applications, all the soft copies of the submitted CVs should be retained. 
Note: This process can be waived off after receiving approval from relevant senior management on the justification that there was shortage of time due to it being an emergency project.
 
[bookmark: _Toc521333146]Shortlisting
The interview panel formed by the CEO/ED should comprise of at least two people (to avoid personal bias) but not more than three (for practical reasons). Ideally members of the panel should consist of the line manager of that particular post, HR representative and a technical expert (in case of certain key positions like Engineer/Medical). In case of non-availability of technical expert within organization, external support can be taken from other organizations, including Concern. HR representative will take approval of Interview panel before informing the respective panel members and conducting the interviews. 
The shortlisting of candidates is the responsibility of the relevant department head. In the light of required criteria specified in JD, the best and most relevant CVs shall be shortlisted. The shortlisted candidates (number can vary at the discretion of the manager, but preferably 4-6 candidates maximum), should be shortlisted for interview. If the number of shortlisted CVs is less than three then in such exceptional cases prior approval will be taken from Concern. If a panel member has a personal relationship with a candidate or an existing affiliation of any kind, s/he should duly inform the HR Department by disclosing any conflict of interest. Further, a person who has previously served with the organization and cannot be considered as “internal candidate” (see section 4), and has never been convicted / subjected to disciplinary proceedings, shall be short-listed for any relevant position applied for.
The minimum information to be maintained during the shortlisting process includes:
· Name
· Qualification (Most recent and field-relevant degree required)
· Years of relevant experience
· Positions held  
· Current place of work
· Contact details (postal, email, telephone/mobile)
[bookmark: _Toc521333147]Interview 
· Call for interview: Where possible, the shortlisted candidates should be informed by HR department via telephone as well as supported via email (where available). It is mandatory to maintain a phone log for this process which documents the key points of the telephonic correspondence made covering the following at the least:
· Name of the candidate called for the interview
· Name of the caller
· Date and time of phone call
· Signature of caller
· Response of candidate (available / willing or not)

· Minimum information to be communicated during the call:
· Position for which they have been shortlisted
· Name of organization
· Date and time of the interview (minimum one day gap between call and date of interview)
· Office address
· Salary and benefits for the position
Note: If time allows, this information should also be communicated in the notification email sent to the candidate.
· Interview questions: The questions must be structured and finalized prior to the interview. Each panel member should develop a minimum of 3 questions which comprises of HR and technical questions relevant to the JD/position. The interview question forms/mark sheets must be marked and signed by all the respective panel members. (Sample interview questions are given under Annex D)
· Format of interview: The interview begins with introduction of the panel members. The HR representative generally takes the lead on this. Following this, the detailed description of the position are shared and then the Q&A session is formally commenced.
· Using objective criteria: During the interview, the mark sheet of each panel member should be duly maintained and the responses/comments of all the persons involved should be recorded with accuracy. A record should also be maintained of the signed interview forms and selection notes of all the unsuccessful candidates who did not get selected after the interview (Sample for comparative statement is given under Annex E). The interview panel will propose recommendation of the selected candidate to CEO/ED for approval, in writing.

This is important as the final selection may involve reference to these notes and in case any of the candidates or an external party challenges the final decision, these notes provide transparency and validate the selection process.
To ensure that all candidates are treated equally during the selection process (at both shortlisting and interview stages), it is very important to select each candidate against the same objective criteria. The criteria should be taken from the key competencies or personal specifications given in the job description and should be agreed by all staff involved in the selection process.

If the selected candidate is not willing / available to join at the position offered, the next candidate on the merit would be considered. 

Candidates shall be required to bring their original CNIC, documents / certificates at the time of interview, and those shall be verified against the qualifications and experiences mentioned in their CV’s. 

[bookmark: _Toc521333148]Reference Check
In emergency situation, the selected candidate (preferably local) will be called for getting his/her reference, and for record purposes these candidates will be emailed as well. Reference check will be made from two staff members in the previous organisation (one from the line manager for performance related information and one from HR for behaviour related information). Once the references are received from the selected candidate, the respective reference persons will be contacted telephonically (in case of non-availability of email ID) by respective HR/Admin person, who will fill out a form based on the responses received, preferably information should be vet from respective organization on their letter head. At minimum, the telephonic reference should obtain the following information from the relevant person:
· Designation
· Years of acquaintance/ association with the candidate
· Primary responsibilities in respective job designation 
· Description of the candidate’s technical/soft skills
· Description of the candidate’s interpersonal and teamwork skills
· Description of the candidate’s work ethic and sense of responsibility
· Description of the candidate’s stress management skills
· Description regarding any disciplinary action
· Information regarding candidate’s behaviour, related to the welfare of vulnerable groups, including women and/or children?
· Reason for leaving the job from respective organization 

[bookmark: _Toc521333149]Job Offer 
If satisfactory references are obtained, the HR department will make an offer to the selected candidate. The job offer will be made telephonically by the respective HR/Admin person and an email will also be sent (where applicable).
The HR department will prepare standard employment contracts for successful candidates according to Staff Requisition Form. Standard employment contracts will be signed by the head of the organization and the selected candidate must also sign it as acknowledgement of their acceptance of the terms of the contract within 1-2 days of joining, along with the one-pager document for Concern Code of Conduct and Associated policies: (Sample contract is given under Annex F). One copy of the contract must be returned to the organization’s HR department and will be kept on the staff member’s file. The selected candidate will also be provided with a copy of the contract for their own records.
It is essential that all terms and conditions being offered conform to local labour law.
The contract must set out the following information. 
· Name of selected candidate
· Job title with reference to job description
· Location of the post
· Start date and end date (if the contract is fixed term)
· Basic hours of work
· Terms and Conditions of Contractual binding like allowed Leaves, working hours, allowed benefits like Health, Provident Fund, etc. Cessation of employment, confidentiality, basic code of conduct, brief guidance about grievance procedure 
· Length of the contract and notice period. (If the contract is for a fixed term, a clause must be inserted saying that the organization has no obligation to renew the contract. This clause should be checked to ensure it complies with the local labour laws.) 
· Details of probationary period
· Job grade and salary
· EOBI and Taxes as per local laws
Any additional information relating to pension/gratuity, life assurance, medical insurance, should be given with the contract statement.
A contract of employment automatically comes into effect as soon as a job has been offered and accepted; the terms of the contract are those set out in the contract.
Once all the project staff are on board, a joint induction will be organized (if possible) by relevant program department covering basic organizational rules and policies etc. 
[bookmark: _Toc305484644][bookmark: _Toc305484883][bookmark: _Toc307232234][bookmark: _Toc314569573][bookmark: _Toc314569813][bookmark: _Toc320624454][bookmark: _Toc521333150]Nepotism
Blood relations of the Grantee’s employees may only be employed in positions where the candidate is the most qualified for the position and where there is no line manager relationship between the relatives. The HR Department and the relevant line manager must be made aware of any relationship or kinship ties prior to the recruitment process, or as soon as it comes in the staff member’s knowledge. It is the obligation of the Grantee to inform Concern of any such relationship or kinship ties. Failure to do so could result in disciplinary action, for both the new and the existing employees.

This policy has not been designed to preclude the employment of relatives, but rather to ensure that employment at any organization takes place on the basis of merit – not relationship – as per accountability commitment.
[bookmark: _Toc508737628][bookmark: _Toc444605007][bookmark: _Toc444604909][bookmark: _Toc444604413][bookmark: _Toc444602173][bookmark: _Toc521333151]Grievance Procedures
Concern recognises that employees may, from time to time, have work-related grievances or complaints. As an employee, they have the right to bring matters of concern to the attention of management and have their grievances addressed.
In bringing a grievance to the attention of management, they can expect the matter to be treated in a confidential manner. The line manager or other relevant senior management will/may have a meeting with the aggrieved party and document the meeting for record-keeping. While it may be impossible to avoid some people having to know about the grievance, all attempts will be made to confine the matter to those relevant to the grievance and manage the information in such a way as to maximise confidentiality.
All grievance complaints will be dealt with sympathetically and confidentially and all parties will be guaranteed a fair and impartial hearing. 
[bookmark: _Toc521333152]Staff Files
A personnel or ‘staff’ file must be set up for each staff where all information regarding the employee’s association with the organisation will be maintained. It will be the responsibility of the HR/Admin department to maintain the staff records.
These files are confidential and access to them will be limited to the relevant HR staff and via HR, those supervisory personnel who have substantiated a legitimate need to access the information within the file. Staff files (of both current and former employees) should be kept in a locked filing cabinet in a secure place. 
Minimum Documents for Staff Files: Individual staff files must contain the following minimum information:
· Staff requisition form
· Signed Job Description/ TOR
· Job Advertisement
· Application Forms/ CVs
· Written test/ Interview/ Selection Notes
· Reference Check Forms
· Transfer letter from another project (if applicable)
· Joining report
· Signed Contract/ Letter of Appointment
· Copies of all relevant educational degrees  
· Relevant experience certificates
· Membership/Affiliation certificates to relevant forums for technical positions (e.g. for an Engineer, a certificate from Pakistan Engineering Council)
· Copy of CNIC
· One passport size picture
· Signed copy of Code of Conduct and associated policies (Signing sheet)
· Driving License (required for drivers only)
· Any other supporting document
Documents according to the check list must be provided to HR department by the staff member prior to the first month’s salary being paid; otherwise payment of the salary will be put on hold. (Sample Checklist is given under Annex G)
[bookmark: _Toc521333153]Notice Period
Either the grantee or the employee may terminate employment within one week’s notice. This must be documented in the contract.
[bookmark: _Toc521333154] Project Extension
In case of project extension and contract extensions for all the team members, a standard memo mentioning the project name, the extended project duration, the list of project employees with their designations and signatures will  be circulated. A copy of the memo will be added to each employee’s personal file.
[bookmark: _Toc521333155]Staff Leaving the Organization
In case an employee resigns or is dismissed,  the resignation/termination letter of the person leaving the organization should be present in his/her personnel file detailing his/her reason for leaving the organization or reasons for dismissal and duly signed by the CEO/ED.
[bookmark: _Toc521333156]Leave Record
Staff are allowed to take leaves on a pro rata basis of yearly allowed leaves. Leaves availed over and above the allowed limit will be deducted from the final monthly salary. The allowed leave entitlement in accordance with government stipulations includes Annual Leaves 14 per annum, Casual Leaves 10 per annum, Sick Leaves 8 per annum OR as per NGO’s approved entitlement policy by its Board. In case of any unauthorized absence, this should be reflected in his leave record with due justification.
[bookmark: _Toc521333157]Attendance/Time Sheet
All staff must sign the time sheet (Sample time sheet is given under Annex H) when they report for work and leave the office. In case of extensive field activities, each staff member will document the field location before leaving for the field on time sheet format or their own format subject to prior approval from Concern. The HR focal person is responsible for the preparation and maintenance of the time sheet records of its entire staff. The monthly time sheets will be utilised by the Finance department for salary purposes and calculate the amount to be charged to RAPID project.
[bookmark: _Toc521333158]Remuneration
Salaries are paid monthly by the last working day of each month, upon receipt and confirmation of approved time sheets and leave records. Salary entitlements and deductions (e.g. leave without pay) that are incurred late in the month may be included in the ensuing month.  

[bookmark: _Toc521333159]Taxes/EOBI
Income tax deductions and employees EOBI contributions will be made from every employee’s salary in accordance with the provisions of the Income Tax Ordinance 2001 and EOBI law. Any amount of salary deducted for this purpose must be paid to the relevant government authority within the specified timelines. For details on taxes, please refer to Concern tax guidelines/calculator for tax calculation available in grantee system pack.

All staff will be paid the salary on monthly basis via banking channel before the end of the month. The sub-grantee’s Finance department in coordination with HR department will be responsible to ensure that all staff have bank accounts or facilitate them in opening of bank accounts within 02 weeks of joining of staff. Monthly deductions (taxes, EOBI, personnel vehicle usage, damage to or loss of goods, recovery of over payment of salary) will be deducted from the staff salary. Finance department will obtain acknowledgement from staff on payslip, copy of cheque or a separate acknowledgement form for the salary paid.
In case, the salaries are paid through open cheques, prior approval of Concern shall be obtained and the CNIC number shall be mentioned on the cheque along-with the payee name. Further, this practice should only be done in the case of security guards, support staff, or other staff facing difficulties / delays in opening bank account.  
[bookmark: _Toc521333160] Fringe Benefits
Staff will be provided with fringe benefits as per organisational policy and subject to availability of budget in the project including:
· Life Insurance
· Health Insurance
· Govt approved cessation benefits




ANNEXURES


Annex A
Sample for Job Requisition
STAFF REQUISITION FORM

1. Position Details (to be filled by line manager)

	Job Title
	
	No. of Positions
	
	M
	
	F
	

	Location
	
	Project
	

	Grade/Level/salary
	     
	New Post
	
	Replacement
	

	Contract Type
	Regular
	
	Fixed Term
	
	Part-time
	
	Casual
	

	
	In case of Fixed Term or Casual: Duration
	

	
	In case of Part-Time: Number of Hours/week (< 40 hours)
	

	Please ensure that Job Description is attached



2. Recruitment Details 
	
	I. Internal/ Electronic Media/  Print Media

	
	Name of Newspaper 
	



3. Recruitment Plane (please fill tentative schedule)

	Recruitment Activity
	Tentative Date
(filled by Line Manager)
	Actual Date
(filled by HR)

	Advertisement date 
	
	

	Closing date 
	
	

	Short listing date
	
	

	Interview date 
	
	

	Joining date 
	
	



	Requested By
	
	Signature
	
	Date
	



	
Reviewed By
	
	Signature
	
	Date
	


(Department Head)

4. Verified by Finance (Budget Availability)

	

Verified By 
	
	Signature
	
	Date
	



5. HR Comments (Job Description & Job Specification attached)

	

	



	Verified By 
	
	Signature
	
	Date
	


6. Approval


	Name
	
	Signature
	
	Date
	


Annex B
Sample for Job Description
The following table provides sample JDs for some focal positions for which hiring is done for any project. These are provided as a sample and can be adapted as per requirement and need.
	
JD for Program Coordinator

	


	
JD for Finance Manager

	


	
JD for Finance Officer

	


	
JD for Hygiene Promoter

	


	
JD for Social Organizer

	


	
JD for Field Engineer

	




· 

Annex C
Sample for Job Advertisement

ABC (ORGANIZATION NAME)
		                         
EMPLOYMENT OPPORTUNITIES
ABC (ORGANIZATION NAME) with the support of Donor Name Worldwide Pakistan is going to implement a project on Nutrition & WASH in Taluka and  District Umarkot-Sindh (Pakistan) and looking for energetic and motivated professional for the following positions:
	S #
	POSITION 
	No. of Positions
	Qualification & Experience required

	1
	Project Manager 
	1
	· Post graduate/Master degree in social science (Humanitarian/ Development studies, Sociology, political science, International relations, other relevant discipline).
· Minimum 3 year experience in programme management (including humanitarian and development programmes).
· Experience in Nutrition and WASH related projects are desirable.

	2
	Admin & Finance Manager 
	1
	· MBA /M.Com/MSc in finance or commerce or in related discipline.  
· Minimum 3 years of sound administration &Finance experience in relevant field, preferably within the NGO sector.

	3
	Logistic Officer
	1
	· Graduation
· Minimum 2 years of sound experience in relevant field, preferably within the NGO sector.

	4
	Monitoring & Evaluation Officer-WASH and Nutrition 
	2
	· Master degree preferably in social sciences (Development Studies, Sociology or Anthropology etc.).
· Minimum 2 years’ experience of M&E within NGO sector working both in development as well as emergency context.
· M&E experience of Nutrition related projects is desirable.

	5
	Nutrition Assistant-Female
	12
	· LHV, Mid wife, Nursing or any other health related certificate/ degree.
· Minimum 1 Years of experience in CMAM Projects.

	6
	SFP Assistant
	12
	· Graduation, health related certificate/ degree are added advantage.
· Minimum 2 Years of experience in CMAM Projects.

	7
	Community Mobilizer-Male
	12
	· Graduation.
· Minimum 1 years’ experience in community mobilization. 
· Working in nutrition project will be an added value.

	8
	IYCF Councilor-Female
	12
	· Graduation, Medical relevant degrees are plus.
· Minimum 1 years’ experience in community mobilization. 
· Working in nutrition project (IYCF) will be an added value.

	9
	MIS Assistant-Male
	2
	· Higher Secondary Education with Certificate/ Diploma in Computer.
· Minimum 1 years of Experience. Experience of NIS is essential. 

	10
	Engineer-Male
	1
	· Minimum qualifications:  B.Sc/B.E/B-Tech in discipline related or civil engineering.
· Minimum 3 years of experience/knowledge of WASH and other Community Physical Infrastructures. 

	11
	Sub Engineer-Male
	2
	· Diploma in Associate Engineer
· Minimum 1 years of experience/knowledge of WASH and other Community Physical Infrastructures.

	12
	Hygiene Promoter Male and Female 
	12
	· Graduation.
· Minimum 1 Years experience in WASH and Nutrition related Projects. 

	13
	Cash Transfer Officer
	1
	· Graduation. Preferably in finance related field.  
· Minimum 1 year experience on cash for work related projects.

	14
	Office Boy (Helper)
	1
	· Middle, but applicant with higher qualification will be preferred.
· Minimum 1 years of experience preferably with NGO/Multinational.

	15
	Security guards
	4
	· Middle, but applicant with higher qualification will be preferred. 
· Minimum 1 years of experience preferably with NGO/Multinational.



· Only short listed candidates will be called for written test/ interview and organization reserves the right to 
cancel one/all the advertised post(s).
· Local candidates are encouraged to apply and No TA/DA is admissible to candidates shortlisted for test/interview.
· We are equal opportunity employer, Females, Minorities and physically challenged candidates are encouraged to apply. 
· Interested candidates with relevant qualification and experience can send hard copies of CVs to ABC (ORGANIZATION NAME) Office Ward no.311 Arbab Colony Soomra Mohalla near Bilal Masjid Umarkot on or before 1st Marc, 2018 5:00 pm. Mark the envelop clearly the post applied for.



Annex D
Sample for Interview Questions
INTERVIEW EVALUATION FORM
				Name of Candidate:
	Interview Panel:
· 

	Position: 
	

	Date: 
	

	1st or 2nd Interview: 
	



Please note that the asking of discriminatory questions may lead to candidates instigating legal proceedings against Organization Name.   It is important that all questions are directly related to the job to be performed.  For the purpose of Equality, it is essential to avoid any questions relating to:  Marital Status; Family Status; Age; Sexual Orientation; Religion; Disability; Race or Membership of the travelling community

Interview Structure:
	1. Introduction
	5. Candidate questions

	2. Interview format
	6. Outline benefits

	3. CV brief overview
	7. Next Stage

	4.Questions to Candidate
	8. Close



Specific Interview Questions:

Q.1 Motivation: 
_____________________________________________________________________________

_____________________________________________________________________________


Q. 2 Change Management:  
________________________________________________________________________

________________________________________________________________________

Q. 3 Managing yourself:  
______________________________________________________________________________

______________________________________________________________________________

Q. 4 Communicating and working with others: 
_______________________________________________________________________

________________________________________________________________________

Q. 5 Creativity and Innovations: 
____________________________________________________________________

____________________________________________________________________

Q. 6 CoC/P4:
________________________________________________________________________

________________________________________________________________________

Q. 7 Technical: 

_____________________________________________________________________________

_____________________________________________________________________________

Q 8 Technical: 

________________________________________________________________________

_________________________________________________________________________

Q. 9 Technical: 

___________________________________________________________________________

____________________________________________________________________________

Q. 10 Technical: 

___________________________________________________________________________

____________________________________________________________________________

Career Ambitions: ________________________________________________________

________________________________________________________________________

Fit with Organisation Culture and existing team: ________________________________

	Overall Evaluation
	Excellent
5
	V. Good
4
	Good
3
	Fair
2 
	Poor
1

	Motivation
	
	
	
	
	

	Change Management
	
	
	
	
	

	Managing yourself
	
	
	
	
	

	Communication and Working with others
	
	
	
	
	

	Creativity and innovations
	
	
	
	
	

	CoC/P4
	
	
	
	
	

	Technical
	
	
	
	
	

	Technical
	
	
	
	
	

	Technical
	
	
	
	
	

	Technical
	
	
	
	
	

	Total
	
	
	
	
	




General comments:________________________________________________________

________________________________________________________________________

________________________________________________________________________


Availability:______________		Salary Expectations:______________

Recommendations:		Regret		_______
				Hold 		_______
				2nd Interview	_______
				Hire		_______

Interviewers signature: ______________________		Date:______________




Annex E
Sample for Comparative Statement
	Name of The Organization 

	Results of Interviews for the post of ABC-Islamabad 
Date of Interview:

	Sr#
	Names of Applicants 
	Panel Member A 
	Panel Member B
	Panel Member C 
	Total Marks 
	Remarks 

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	Second Priority

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	Recommended 

	
Final Comments and Recommendations 

	As per the above rating Mr./Ms. ABC has attained highest marks collectively in overall assessment and qualified for the position. Mr./Ms. ABC has appropriately responded to all the questions, S/he has relevant experience especially in Reporting, Research, Gender and DRR related programmes. Interview panel feels that S/he would blend in quite well in the team keeping in view his/her interpersonal skills and expertise in the required field. We believe that S/he has performed better than others in the interview and deserves to be selected for the current position. Therefore based on the results of interviews, committee proposes that the vacancy of ABC may be offered to Mr./Ms. ABC on salary.

	
	
	
	
	
	
	

	Name 
	
	Name
	
	Name

	Designation
	
	Designation
	
	Designation

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Approved By:
	
	Name
	
	

	
	
	
	Designation
	
	

	
	
	
	
	
	
	












Annex F
Sample for Contract
Employment Contract

	1. [bookmark: _Toc521333161]Name: 
	2. [bookmark: _Toc521333162]Job Title: 

	3. [bookmark: _Toc521333163]NIC No: 
	4. [bookmark: _Toc521333164]Location/Base:

	5. [bookmark: _Toc521333165]Phone: 
	6. [bookmark: _Toc521333166]Current post start date: 

	7. [bookmark: _Toc521333167]Address: 
	8. [bookmark: _Toc521333168]Date originally employed:  

	9. [bookmark: _Toc521333169]Employee Code: 
	10. [bookmark: _Toc521333170]Grade – Level: 

	11. [bookmark: _Toc521333171]Ref No: 
	12. [bookmark: _Toc521333172]Term of Employment: Fixed Term

	13. [bookmark: _Toc521333173]Date: 
	14. [bookmark: _Toc521333174]Project: 



Dear Name,

Organization , Pakistan is pleased to offer your employment contract as details mentioned above, subject to the following terms and conditions.

I.	Appointment & Attendance:

1. This is a Fixed Term contract valid until End Date and effective from the date mentioned above. The continuation of this Fixed Term contract is subject to a number of variables including staffing requirements; performance; continuation of Organization’s activities in Pakistan; Organization’s Memorandum of Understanding (MoU) with the Government of Pakistan; and the availability ofs.
2. Unless otherwise notified, you shall be required to work 40 hours a week from Monday to Friday except on national Public holidays. In remote field locations, arrangements can be negotiated according to the need of the project.
	
II.	Remuneration

A.	Salary.

1. Your Gross monthly salary for your services to Organization will be PKR 000/-
2. Organization is authorized to make any tax deduction from your salary as required by law according to the applicable income tax rates as advised by the Income Tax Department of Pakistan.  However, ultimately ensuring that you have fulfilled your income tax liabilities (Income Tax Return, etc) with the Tax authorities of Pakistan is your responsibility.

B.	Benefits.

1. On pro rata basis, you shall be entitled to a maximum of eight (8) days uncertified sick leave in a twelve month period. The employee must submit an appropriate official medical certificate to cover the period from the 3rd day (inclusive) of their absence from work due to illness; otherwise such an absence is treated as Leave Without Pay(LWP). 
2. In accordance with the laws of Pakistan, on pro rata basis, you shall be entitled to leave with full salary as follows:
In total, employees are entitled to 24 days leave annually, comprising 14 Annual Leave days and 10 Casual Leave days.
3. In accordance with the laws of Pakistan and as notified by the Government, you shall be entitled to Federal Gazette Public holidays. 

III.	Laws, Rules & Regulations:

Your appointment shall be governed by all the applicable laws of Pakistan and by Organization’s rules and regulations as set out in the Human Resource Manual for Organization. From time to time, the applicable Human Resource Manual will be updated by Organization. 

You shall be granted leave only upon your following the prescribed procedure for seeking leave. In the case of casual leave you must inform the office or your line manager before 9:30 am. 

IV.	Place of work:

Your place of work shall originally be as mentioned above.			
However, should the need arise, Organization reserve the right to transfer you or your position to any other place or station in Pakistan.
 
V.	General Responsibilities:
You agree to:
1) give your whole time and attention to the business affairs of Organization during working hours;
2) conduct your duties and carry out all instructions and directives given to you by the management diligently and faithfully;
3) not accept any other employment or receive fees or payments from others for services rendered without the knowledge and written consent of Organization.

You will receive separately a copy of your Job Description, which specifies the details of your duties and responsibilities with Organization. Your Job Description may be subject to change according to the specific needs of the Programme.


VI. Cessation of Employment 

Both you and Organization have the right to terminate your employment, for reasons other than misconduct, by giving the other party one (1) week’s written notice.


VII.	Confidentiality:

You agree not to divulge either directly or indirectly to any person or company at any time during or after the termination of your employment, except by the authorization of Organization, any knowledge or information you may have acquired during the course of your employment with Organization Organizationing the affairs or property of Organization or any business, property or transactions in which Organization may be, or may have been, involved or interested.

[bookmark: _Toc521333175]VIII.	In the Event of Dispute

In the event of any grievance or dispute regarding your employment contract, the procedures which you and Organization should follow in order to resolve such dispute fairly, are detailed in the Human Resources Manual for the Organization. 

If the above offer is acceptable to you, please sign below, retain a complete copy for your records, and return the original of this employment contract to the HR Department of the Organization office to acknowledge your acceptance of the terms and conditions of your employment.

For and on behalf of Organization:			

Name:						                Name

Designation:					               Head of Organization

Date:						 



15. [bookmark: _Toc521333177]Acceptance

I, _________________________________s/o, d/o, w/o ______________________________________,						
hereby declare that I understand the terms and conditions of my employment as set out above in this Employment Contract, of which this is a true copy. By my signature hereunder, I confirm that I fully accept without reservation the above terms and conditions.

Signature of employee: 			________________________________________________

Address:				________________________________________________
					
					________________________________________________
					
National Identity Card Number:		 ________________________________________________ 

Date: 					_________________________________________________


	

Annex G
Sample for HR Checklist
Name of Employee				Designation    
Location   					Employee Code	
	Documents 
	Check (Available) Yes/No/NA
	Remarks 

	Staff requisition form
	
	

	Signed Job Description/ TOR
	
	

	Job Advertisement
	
	

	Application Forms/ CV
	
	

	Written test/ Interview/ selection notes
	
	

	Reference Check forms
	
	

	Transfer letter from other project (if applicable)
	
	

	Joining report
	
	

	Signed Contract/ Letter of Appointment
	
	

	Copies of all relevant educational degrees 
	
	

	Relevant experience certificates
	
	

	Copy of CNIC
	
	

	One passport size picture
	
	

	Signed copy of Code of Conduct and associated policies (Signing sheet) 
	
	

	Driving License (required for drivers only)
	
	

	Any other supporting document 
	
	


Annex H
                                            Reference Form


	Name of candidate:
	

	Job applied for:
	

	Referee name:
	

	Referee job title:
	

	Referee phone:
	

	Referee email:
	



	Did you manage the candidate directly?   YES                      NO






1. How long have you known the candidate and in what capacity? 
	



2. For how long and when did you work together?
	



3. Please state his/her job title and primary responsibilities
	



4. Did the candidate deliver the key expectations/objectives of his/her role? 
	



5. During employment, were there any issues around the performance of this candidate?
	



6. During employment, was this candidate ever subject of a disciplinary action?
	



7. During employment, were there any concerns regarding this candidate’s behaviour, in particular involving issues related to the welfare of vulnerable groups, including women and/or children?
	



8. Why did the candidate leave the role OR why is s/he leaving the role? 
	



9. To the best of your ability, could you please comment on the candidate’s ability or behaviour in the following areas:
	Ability to achieve results
	

	Interpersonal skills with managers, colleagues and direct reports 
	

	Ability to work in a team 
	

	Ability to manage workload and prioritise effectively
	

	Honesty & reliability
	


10. Were there any issues regarding punctuality or persistent and/or frequent absence from work? 
	


11. Concern works with vulnerable groups including at risk women and children. Are you completely satisfied about the candidate’s suitability to work in such an environment? If not, please specify your concerns and the reasons why this may make him/her unsuitable. Alternatively, let us know and we will contact you in confidence.
	


12. Please provide any general comments relating to your overall impression of the candidate.
	



13. Would you re-employ the candidate? If ‘no’, please state why.
	




	I confirm this reference is an accurate and factual account and does not contain any misstatement or omission. 
Any information you have provided will be treated confidentially and in accordance with relevant legislation. 

	Signature:
	

	Date:
	

	Print name:
	

	Position in organisation:
	



	FOR HR USE ONLY

	Date references received and checked:
	

	Print name:
	

	Date:
	

	Job title:
	
























Annex I
Sample for Time Sheet
[image: ]
Job Advertisement


Long-listing


Shortlisting


Interview


Offer


Reference Check
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PC-JD for partners Ver 26092013.docx
Job Description



     Job Title: 				Programme Coordinator

     Duty Station:                                       	Field Base	

     Reporting Line: 	Program Manger

     Job Status: 	Fixed term contract



Job Summary:



The programme coordinator will be responsible for overall management and supervision of the project activities and staff at field office.  He/ She will be responsible for the coordination with the stake holders at the field level. He /She will be responsible for the sharing of clear and proper relevant project information/ feedback and reports with the head office. He/ She may facilitate in project teams visits and coordination with the committees 





Duties and Responsibilities



1. PC will be responsible for effective and efficient management of the project in line with the project proposal, processes, the budget, the time-frame, and the Concern/USAID/OFDA regulations and as per the partnership agreements. 

2. Collaborate with the Program Management in HQ for the implementation of the project activities and sharing of updates ensure Project Coordination, Networking & Visibility at District Level 

3. To assist program management in monitoring, evaluation of the relevant programmes and quality progress reporting to donors by ensuring quality reporting by relevant staff

4. To regularly monitor expenditure of project financial resources and use of (Insert the name of the organisation)’s assets at Concern and partner levels as per approved budgets and agreements & provide regular, structured feedback to partners on their monthly reports

5. To coordinate capacity building support from Concern/RF Program, M&E Finance, Logistics and security sections for (Insert name of Project), when required. 

6. To ensure all necessary programme documents are properly maintained and recorded properly at field level. 

7. To ensure smooth implementation of policies and code of conduct in respective project activities, in addition handling of beneficiaries and stakeholder s complaints.

	

1. PC will be responsible for effective and efficient management of the project and staff in line with the project proposal, processes, the budget, the time-frame, and the Concern/USAID/OFDA regulations and as per the partnership agreements. 





Performance standard 

· Conduct orientation sessions for properly orient the staff about overall objectives and activities of the project as per approved proposal.

· Develop DIP in consultation with the team, with the assigning of roles and responsibilities against the activities of the project as per approved proposal.

· Sharing of communication check list with the staff and follow ups for ensuring its implementation in the field activities.

· Provide guidance for the field level activities and facilitate staff for implementation and issues resolution.

· Facilitate staff for the Broad Based Community meetings and Mobilization in selected Villages and establishment of  Village Committees on each village level 

· Facilitate the process of identification/verification and registration of project beneficiaries as per the agreed criteria in the approved proposal.

· Facilitate monitoring team for conducting baseline survey, end line survey and ensure proper data entries.



2. Collaborate with the Program Management in HQ for the implementation of the project activities and sharing of updates ensure Project Coordination, Networking & Visibility at District Level 



Performance standard:

· Liaise with the HQ programme management for the implementation of project activities.

· Share progress of on-going activities of the project and future plans in line with the DIP with the HQ with required support if any

· Share and finalize the programme documents (formats) for required compliance in consultation with the HQ programme Management.

· Ensure proper coordination with district government /concerned line departments and participate in meetings of concerned networks, forums and clusters at district level 

· Develop project presentation, project introduction  and other project orientation and visibility matter for staff, visitors and general stakeholders 



3. To assist program management in monitoring, evaluation of the relevant programmes and quality progress reporting to donors by ensuring quality reporting by relevant staff



Performance standard

· Monitor activities of the project and coordinate and develop monitoring plans for the project. 

· Review and sign staff work plans in-line with the DIP for the completion of project within time frame.

· Review reports of monitoring visits and daily visits reports and share proper feedback with the teams.

· Take necessary actions for the issues highlighted during monitoring visits and assigns responsibilities to the relevant staff.

· Conduct weekly & monthly project review meeting with staff 

· Compile and ensure data of the project during implementation to share with the HQ management for the timely submission of mid-term and final reports.



4. To regularly monitor expenditure of project financial resources and use of (Insert the name of the organisation)’s assets at Concern and partner levels as per approved budgets and agreements & provide regular, structured feedback to partners on their monthly reports



· For the field level project activities, ensure that the activities being carried out are as per budget with prior approval from line manager

· Liaise with Manger Admin and Logistics, Manager Finance, M&E, HR, Q&A in Head office to take support in order to make project activities as per budgeted

· For the submission of financial reports to the donors, ensure timely sharing of financial data with the HQ .

· Ensure the funds handling for the activities at field level as per the organisational /donor policies. 

5. To coordinate capacity building support from Concern/RF Program, M&E Finance, Logistics and security sections for (Insert name of Project), when required. 



Performance standard

· Assess the staff capacity to perform his duties efficiently and identify the areas of improvement.

· Share the need of sessions for the capacity building of the staff areas of improvement with the Concern.

· Identify the topics/ contents of the areas of staff improvement and suggests Concern for the on job capacity building.



6. To ensure all necessary programme documents are properly maintained and recorded properly at field level



Performance standard

· Develop and share the check list of the required documents for the compliance of the project with the relevant staff.

· Orient staff for the developed formats and its filling in line with the activities for the proper record keeping.

· Review the programme documents as per the activities completed or on-going and share properly feedback with the staff.

· Monitor the  filing of the programme documents of the project



7. To ensure smooth implementation of policies and code of conduct in respective project activities, in addition handling of beneficiaries and stakeholder s complaints.

 

Performance standard

· Oversee organizational assets and ensure efficient and effective use of resources 

· Orient staff for the P4 and share signed hard copies of P4 with the staff. 

· Display Banners for the contact details of complaint mechanism in project areas at prominent locations 

· Share with community / beneficiaries about complaint handling mechanism and give them proper guidance about the ways / means of sending complaints. 

· Ensure availability of complaint boxes & complaint forms at project office and main locations in project area 

· Provide full cooperation and support to team handling project related complaints 

· Guide the complainant if he/she needs any assistance about the systems 



Skills/Qualification/Experience:

· Holder of Master degree in Social Sciences or equivalent in the related subject.

· At least 3 year experience in team leading.

· Sense of Responsibility; Exerts a high level of effort and perseverance toward goals attainment. Works hard to become excellent at doing tasks by setting high standards, paying attention to details, working consistently, and displaying a high level of concentration even when assigned an unpleasant task. Displays high standards of attendance, punctuality, enthusiasm, vitality, and optimism in approaching and completing tasks.

· Planning and Organisation; Believes in own ability and maintains a positive self-confident approach to task achievement.  demonstrates knowledge of own skills and abilities, is aware of impact on others, knows own capacity and needs and how to address them.

· Flexibility; Demonstrates a willingness and ability to change.  Manages that change in a sensitive manner to effectively balance the needs of the task and the people involved

· Creative Thinking; Uses imagination freely, combines ideas or information in new ways, makes connections between seemingly unrelated ideas, and reshapes goals in ways that reveal new possibilities.

· Decision Making; Specifies goals and constraints, generates alternatives, considers risks, and evaluates and chooses best alternatives.

· Problem Solving; Recognises that a problem exits (i.e., there is a discrepancy between what is and what should or could be), identifies possible reasons for the discrepancy, and devises and implements a plan of action to resolve it. Evaluates and monitors progress, and Exercises

· Leadership; Communicates thoughts, feelings, and ideas to justify a position, encourages, persuades, convinces, or otherwise provides leadership focus to individuals or groups. 

· Managing People and Teams; Gets things done effectively through others using appropriate management style to address differing situations 

· Dealing with Difficult Situations; Applies logic and sensitivity to transform difficult situations into opportunities for motivation and teambuilding.  Demonstrates ability to achieve positive output from conflict and challenge revises plan as indicated by findings.

· Good understanding of humanitarian issues in Pakistan

· Familiarity with the following USAID Proposal Development Guidelines 



     Accountability:

Accountable as per above mentioned duties and Responsibilities



     Authority:

	As per duties and responsibilities





Performance Standards: Mentioned above against each duties and responsibility respectively





Concern Staff Code of Conduct and Programme Participant Protection Policy



Concern Worldwide has a staff Code of Conduct and a Programme Participant Protection Policy which have been developed to ensure the maximum protection of programme participants from exploitation and to clarify the responsibilities of Concern staff, consultants, visitors to the programme and partner organizations, and the standards of behaviour expected from them. In this context staff have the responsibility to the organization to strive for, and maintain, the highest standard in day-to-day conduct in their workplace in accordance with Concern’s core values and mission.



Any candidate offered a job with Concern Worldwide will be expected to sign the Programme Participant Protection Policy and the Concern Staff Code of Conduct as an appendix to their contract employment.



Any breach of Concern Staff Code of Conduct or the Programme Participant Protection Policy by employees of Concern Worldwide during the course of their employment will result in disciplinary action up to, and including dismissal.





Name (Employee)			Signature			Date





Name (line Manager)			Signature 			Date
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JD-FM.docx
Job Title: 		Finance Manager (FM)

Reporting To: 	 

Job Status:                        

Job Location: 		

Approved By:	 	



Job Purpose / Summary:  

The finance manager will enable smooth operations of the finance activities and maintenance of financial records. To lead and coordinate the effective management of finance and general administration functions in Finance department Finance Manager will support program manager in budgeting, and donor reporting and ensure that financial reports are effectively used by programme team. 



Duties and Responsibilities:



1. Financial Management

Finance manager will be overall responsible for financial management of the organization. S/he will ensure that appropriate finance systems are maintained, and that all procedures and controls are implemented.

Performance Standard

· Compliance with standard financial policies and procedures.

· Cash count sheets every two weeks.

· Cash flow and request top-ups from head office.

· Monthly approved payroll.

· Month end cashbooks and bank books supported with financial ledgers

· Proper financial filing system.

· Actual expenditure versus budgets reports.

· Midterm and Final financial reports to donors.

· Provide support to the office in all other financial matters.

· Manage the Cashier/Admin Assistant.



2. Transport Management

Finance Manager will be responsible for vehicle/transport management of the organization. S/he will be responsible for proper maintenance of the vehicle and will ensure that log book is timely maintained and have contract with petrol pump for fuelling.

Performance Standard

· Office has vehicles appropriate to its needs.

· Fuel vouchers system for all vehicles and the generator.

· Vehicle request form

· Agreement with the fuel supplier is valid, fair and works well. 

· Agreement with the vehicle owners is valid, fair and works well.

· Proper log book is maintained

· Prepare monthly vehicle/fuel reports.







3. Administrative

Finance Manager will be responsible for overall office administration. S/he will analyse the phone bill, produce private bills for private usage and a summary report. S/he will manage the purchase, distribution, use and repairs of all office equipment (e.g. computers and photocopier). S/he will negotiate any changes to the property contract, or improvements to the property, with the landlord

Performance Standard

· Timely payment of all utility bills

· Have updated assets register

· Updated agreements with different stockholders

· Proper security register

· Oversee all administrative filing and records, and archiving.

· Manage the Watchmen, the Cook, and the Cleaner.



4. HR Management

Finance Manager will be responsible for human resource management. S/he ensures that all staff has valid contracts and job descriptions, and that they understand them. S/he will ensure that staff moves from step to step up their grade as appropriate. S/he will manage the recruitment of all new staff.

Performance Standard

· Maintain HR records, including staff lists, staff files 

· Maintain the leave register.

· Updated agreement with all staff

· Payroll sheet





PERSON SPECIFICATION



Essential: 

 Partly qualified from ICMAP, ICAP, ACCA  MBA, M. Com . 

 At least two years work experience 

Must be computer literate with a comprehensive knowledge of MS, Excel & accounts packages

Good communication & team building skills



Desirable:

Qualified profession accountants will be preferred 

Knowledge of development issues & concepts

Experience of working in an insecure environment



Special Skills, Aptitude or Personality Requirements:

Active team player.

Adaptable and flexible. Willing to travel to remote field areas with basic living conditions.

Ability to regulate own time and perform to deadlines.

Command of MS Office. Experience on accounting programmes will be a plus.

Capacity building and training skills

Good interpersonal and communication skills 

Basic report writing skill

Basic analytical and problem solving skill



Accountability:



Accountable as per above mentioned duties and Responsibilities



Authority:

As per duties and responsibilities





Performance Standards: Mentioned above against each duties and responsibility respectively





Concern Staff Code of Conduct and Programme Participant Protection Policy



Concern Worldwide has a staff Code of Conduct and a Programme Participant Protection Policy which have been developed to ensure the maximum protection of programme participants from exploitation and to clarify the responsibilities of Concern staff, consultants, visitors to the programme and partner organizations, and the standards of behaviour expected from them. In this context staff have the responsibility to the organization to strive for, and maintain, the highest standard in day-to-day conduct in their workplace in accordance with Concern’s core values and mission.



Any candidate offered a job with Concern Worldwide will be expected to sign the Programme Participant Protection Policy and the Concern Staff Code of Conduct as an appendix to their contract employment.



Any breach of Concern Staff Code of Conduct or the Programme Participant Protection Policy by employees of Concern Worldwide during the course of their employment will result in disciplinary action up to, and including dismissal.





Name (Employee)			Signature			Date





Name (line Manager)			Signature 			Date
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Job Title: 		Finance Officer (FO)

Reporting To: 	 

Job Status:                        

Job Location: 		

Approved By:	 	



Job Purpose / Summary:  

The finance Officer will responsible to assist in smooth operations of the finance activities and maintenance of financial records. To assist and coordinate the effective management of finance and general administration functions in Finance department Finance Officer will support Finance Manager in budgeting, and donor reporting and ensure that financial reports are effectively used by programme team. 



Duties and Responsibilities:

1. Bank/Cash Payments

Finance Officer will be responsible for making cash and bank payments in accordance with financial procedures of the organization and will ensure proper supporting documents available with the voucher and availability of the budget.

Performance Standard

· Collect and examine supporting documents for payments

a. Supply Request

b. Request for Quotation

c. Quotations

d. Quotations/Bid Analysis form

e. Purchase Order/Agreement

f. GRN

g. Invoice

h. Copy of Cheques

i. Receipt acknowledgment on supplier letter head

· Ensure that documents and signatures are valid.

· Prepare payment vouchers, and receipt vouchers.

· Prepare cheques/payment orders and ensure that they are properly delivered.



2. Salary payments

Finance office will be responsible for preparation of monthly staff payroll and payment of the salary to staff and ensure proper supporting documentation available.

Performance Standard

· Proper payroll sheet with columns of additions, deductions and net salary

· Tax is deducted on payroll

· Supporting time sheet available with the vouchers

· Attendance sheet

· Leave record

· Payment of salary through bank transfer or cross cheque

· Receipt acknowledgement from staff





3. Bookkeeping and Financial Reporting 

FO will ensure that staffs adhere to internal controls; make necessary accounting adjustments and keep books of accounts as per standard procedures.  S/he will review field books of accounts.  S/he will do day to day payments, adjustments.  S/he will coordinate internal/external audits. S/he will be responsible for donor financial reporting.

Performance Standard

· Record all transactions, on manual/computer systems as appropriate.

· Proper Ledger available for each budgeted head

· Maintain Cash Book

· Maintain Bank Book

· Maintain float, loan and salary advance registers.

· Bank and Cash reconciliation statement

· Midterm Financial report

· Final financial report



4. Manage the petty cash:

FO will be responsible for managing for petty cash for day to day cash payments.

Performance Standard

· Ensure that supporting documents/signatures are valid.

· Prepare petty cash vouchers.

· Be responsible for petty cash held in the office.

· Prepare Petty Cash Form, and request additional cash as necessary.

· Carry out cash count every two weeks. 



5. Proper filing:

FO will be responsible for proper finance filling. S/he will be responsible for keeping all financial record in an effective and efficient manner

Performance Standard

· Ensure that all accounts records are filed in an orderly manner.

· Produce bills for staff use of vehicles, photocopier and phone.

· Personal file or properly managed

· Copies of all agreement



PERSON SPECIFICATION

Essential: 

 Partly qualified from ICMAP, ICAP, ACCA  MBA, M. Com . 

 At least two years work experience 

Must be computer literate with a comprehensive knowledge of MS, Excel & accounts packages

Good communication & team building skills



Desirable:

Qualified profession accountants will be preferred 

Knowledge of development issues & concepts

Experience of working in an insecure environment



Special Skills, Aptitude or Personality Requirements:

Active team player.

Adaptable and flexible. Willing to travel to remote field areas with basic living conditions.

Ability to regulate own time and perform to deadlines.

Command of MS Office. Experience on accounting programmes will be a plus.

Capacity building and training skills

Good interpersonal and communication skills 

Basic report writing skill

Basic analytical and problem solving skill



Accountability:



Accountable as per above mentioned duties and Responsibilities



Authority:

As per duties and responsibilities





Performance Standards: Mentioned above against each duties and responsibility respectively





Concern Staff Code of Conduct and Programme Participant Protection Policy



Concern Worldwide has a staff Code of Conduct and a Programme Participant Protection Policy which have been developed to ensure the maximum protection of programme participants from exploitation and to clarify the responsibilities of Concern staff, consultants, visitors to the programme and partner organizations, and the standards of behaviour expected from them. In this context staff have the responsibility to the organization to strive for, and maintain, the highest standard in day-to-day conduct in their workplace in accordance with Concern’s core values and mission.



Any candidate offered a job with Concern Worldwide will be expected to sign the Programme Participant Protection Policy and the Concern Staff Code of Conduct as an appendix to their contract employment.



Any breach of Concern Staff Code of Conduct or the Programme Participant Protection Policy by employees of Concern Worldwide during the course of their employment will result in disciplinary action up to, and including dismissal.





Name (Employee)			Signature			Date





Name (line Manager)			Signature 			Date
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Job Description



     Job Title: 				Hygiene Promoter

     Duty Station:                                       	Field Base	

     Reporting Line: 	-----------------------

     Job Status: 	Fixed term contract

     JDs prepared by:                                  ----------------------

     JDs approved by:                                 ----------------------





Job Summary:



This post aims hygiene promotion through mobilization in the targeted community focused on personal, domestic, environmental, water and food hygiene with additional situational focus on seasonal diseases and that relevant to disasters



Duties and Responsibilities



1. To mobilize targeted communities for their involvement in project activities as per project proposal, good programming principles, orient the communities about project activities, village/beneficiaries selection criteria and their right as per (Humanitarian accountability Partnership (HAP) requirement



Performance standard 

i. Share introduction of organisation, Concern and OFDA as per communication check list in Broad Based Community Meetings

ii. Conduct inception meetings in the target areas to share the details of the projects

iii. Share projects details, beneficiary and/or village selection criteria with the community and provide the details of complaint response mechanism  (refer to Communication checklist)

iv. Establish/Re-Activate targeted number of WASH Committees for the project in the target area

v. Clarify their roles and responsibilities to Committees’ and prepare required documentation like Terms of Partnership (ToP) or MoU, etc as agreed 

vi. Arrange Community meetings as per project design as well need basis



2. To conduct Pre-KAP survey as per approved methodology/Project proposal and ensure proper documentation  for future reference.



Performance standard 

1. Fill approved Pre-KAP questionnaire forms as per agreed sample size of households

1. Upload the data of Pre-KAP survey in Excel Sheet (if required) and submit the survey form to relevant staff member 

1. Provide filled Pre-KAP questionnaire forms to relevant staff member on daily basis or at the end of survey (as agreed)







3. To facilitate the WASH/Village committee in the beneficiaries identification process and take the lead role in verification and final selection of the beneficiaries as per approved selection criteria.



Performance standard 



0. Share approved beneficiaries selection criteria with WASH committee and target communities

0. Mobilize WASH committee for the identification of Beneficiaries as per approved beneficiaries selection criteria

0. Facilitate verification process of beneficiaries by cross matching the identified beneficiaries with standard selection criteria  

0. Submit final beneficiaries lists to line manager timely as per DIP of the project





4. To conduct hygiene promotion sessions in targeted community as well mobilize community regarding proper use and maintenance of hard component of the WASH



Performance standard

i. Support line manager in developing/printing IEC materials

ii. Support line manager in targeting beneficiaries for hygiene promotion sessions 

iii. Arrange and conduct Hygiene Promotion sessions as per standard hygiene promotion strategy, session design and standard protocols

iv. Arrange awareness raising campaigns/walks/international days celebration regarding better hygiene promotion (as per project requirements)

v. Maintain complete record keeping of the sessions by providing session reports, participants attendance sheets and pictorial proofs on regular basis to line manager



5. To support line manager/organization in collecting information/support for project reports on regular basis during project period 



Performance standards:



i. Produce and develop case studies relevant to project interventions in targeted community  and submit to line manager regularly/as per project requirements

ii. Timely report to line manager regarding potential of water born disease in the targeted community if observed in the targeted area





6. To keep documentation of the project activities in hard and soft during the course of project



Performance standard 



i. Maintain committees lists along with contact numbers 

ii. Maintain folder of verified lists of hygiene sessions/campaigns beneficiaries of the targeted activities

iii. Submit hygiene session reports to line manager on daily/weekly basis (which ever applicable) and maintain folder with signed and verified session reports



7. To properly plan the assigned duties as per DIP of the project



Performance standards:

i. Provide bifurcated work plans on weekly basis to line manager and follow the work plan

ii. Provide progress report to line manager along with variance and reasons for variance on weekly basis 



8. To conduct Post-KAP survey according to approved project design



Performance standards:



i. Fill approved Post-KAP questionnaire forms as per agreed sample size of households

ii. Provide filled Post-KAP questionnaire forms to relevant staff member on daily bases/as the survey ends

iii. Provide support in the analysis of Pre and Post KAP surveys (If required)









Qualification/Experience/Skills:

· Minimum qualification FA/F.SC 

· Minimum 1 years’ experience in hygiene promotion with NGOs/INGOs 

· Must have good knowledge of hygiene regarding its types and components

· Must have good knowledge and understanding about different approaches/methodologies of hygiene promotion

· Ability to motivate community regarding active participation in project activities

· Ability to work individual and in team harmoniously with problem solving attitude

· Ability to meet deadlines, achieve results and work with minimal day to day supervision

· Fluency in local and National languages

· Preferably computer literate specially in MS Offices

· Must be willing to travel in the community and meet different groups

·  Poses good communication, interpersonal and reporting skills

Documents that must be read by hygiene promoter and received copies:

· Program Participants Protection Policy (P4)1

· Communication Check list

· Approved Beneficiaries Selection Criteria

· Standard Hygiene Promotion Session Design



     Accountability:

Accountable as per above mentioned duties and Responsibilities as well organization’s rules and regulations



     Authority:

	As per duties and responsibilities and organization’s rule and regulations 





Performance Standards: Mentioned above against each duties and responsibility respectively





Concern Staff Code of Conduct and Programme Participant Protection Policy



Concern Worldwide has a staff Code of Conduct and a Programme Participant Protection Policy which have been developed to ensure the maximum protection of programme participants from exploitation and to clarify the responsibilities of Concern staff, consultants, visitors to the programme and partner organizations, and the standards of behaviour expected from them. In this context staff have the responsibility to the organization to strive for, and maintain, the highest standard in day-to-day conduct in their workplace in accordance with Concern’s core values and mission.



Any candidate offered a job with Concern Worldwide will be expected to sign the Programme Participant Protection Policy and the Concern Staff Code of Conduct as an appendix to their contract employment.



Any breach of Concern Staff Code of Conduct or the Programme Participant Protection Policy by employees of Concern Worldwide during the course of their employment will result in disciplinary action up to, and including dismissal.





Name (Employee)			Signature			Date





Name (line Manager)			Signature 			Date
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Job Description



     Job Title: 				Social Mobilizer

     Duty Station:                                       	Field Base	

     Reporting Line: 	Program Coordinator

     Job Status: 	Fixed term contract

      Date Written or Revised

      Approved by



Job Summary:



The Social organiser will primary contact person in the target area from the project team. He/ She will be responsible for the mobilisation of the community for the project activities and seek their support and involvement in the project activities. He /She will be responsible for the sharing of clear and proper relevant project information to the communities, establish community organisation and selection of beneficiaries. He/ She may facilitate in project teams visits and coordination with the committees 





Duties and Responsibilities



1. SO will be responsible to mobilize target communities for their involvement in project activities and facilitate the community in the formation of community organisation ensuring their roles will contribute in the overall goal achievement of the project.

2. To mobilize the community organisation for the effective use of the community resources and process of beneficiaries identification and final selection as per agreed in the approved proposal.

3. SO will develop and submit weekly/monthly work plans in-line with the DIP to the line manager and submit field visits report timely to share the progress and issues during implementation.

4. To maintain proper record keeping of the project activities during the implementation of the project available at field office.

5. The Community mobilizers should develop in-depth knowledge of all their villages of intervention and should have close contacts with community leaders, volunteers, and activists

6. To share the details of CRM and handle the complaints of the stake holders/ beneficiaries





1.	SO will be responsible to mobilize target communities for their involvement in project activities and facilitate the community in the formation of community organisation ensuring their roles will contribute in the overall goal achievement of the project.



Performance standard 

1. Conduct inception meetings in the target areas with the support of key contact and share the details of project activitis and objectives and introduce  (insert name of the organisation), Concern and OFDA/USAID as per details mention in the communication checklist for the project

1. Facilitate the community for establishing of Community organisation for the project through sharing of the roles and responsibilities of the Committees

1. Facilitate the process of identification of members for CO and ensure the documentation of the process and preparation/finalisation of Memorandum of Understanding (MOU) with the Community Organisation (CO).

1. Arrange Community meetings as per social mobilization strategy for the on-going  and planned activities (insert the name of the NGO)

 

2. Creating decision-making power among the communities in order to resolve their problems related to project, effective use of the community resources and process of beneficiaries identification and final selection as per agreed in the approved proposal



Performance standard 





i. Share the beneficiaries’ criteria for the project deliverables with the community organisation as per approved proposal.



ii. Facilitate the Community organisation for the identification of beneficiaries as per criteria

iii. Share the list of identified beneficiaries with the PC for verification and finalisation and finalise the schedule for the joint verification of identified beneficiaries with the CO.



iv. Share the final list of beneficiaries after verification with the CO and mobilize CO for the TOPs with the beneficiaries and their contribution where required.



v. Conduct meetings with beneficiaries and share their entitlement for the project deliverables.



vi. Mobilize the CO for the resolution of the conflict if arises related to the project activities.



3.  SO will develop and submit weekly/monthly work plans in-line with the DIP to the line manager and submit field visits report timely to share the progress and issues during implementation.



Performance Standard



i. Prepare and discuss weekly/ monthly work plans for the activities mention in the DIP with the line manger

ii. Share day to day feedback with the line manager for the field visit.

iii. Submit daily field visit reports with the line manager and highlight the issues need to be address immediately.

iv. Record the progress of the project activities and share with the management and Community organisation.



4.  To maintain proper record keeping of the project activities during the implementation of the project available at field office.



Performance standard 



i. Follow the checklist of the required documents as per project activities and ensure their completion during the activities implementation.

ii. File the documentation of CO formation (resolution forms, list of CO member & MOU) village wise

iii. Maintain verified lists of final beneficiaries duly signed and approved by relevant community member and project inchanre in the field

iv. Ensure signing and verifying of TOPs/MOUs by community/beneficiaries/CO where required 

v. Ensure muster rolls (or completion certificate of infrastructure) is signed by beneficiaries and CO members where required.

vi. Maintain and organise programme documentation in files available to any third party to understand and in sequence

5. The Community mobilizers should develop in-depth knowledge of all their villages of  intervention and should have close contacts with community leaders, volunteers, and activists



Performance standard 





i. Develop the lists of contact details of the CO members/ key contact persons and record an outline of the village profile

ii. Conduct meetings with the community leaders, volunteers, beneficiaries during the field visit for the feed-back and suggestions for the on-going project.

iii. Facilitate the team member/ donors and HQ management for the field visits in the selected project areas and coordinate with the respective CO for the information sharing of visit. 

6.   To share the details of CRM and handle the complaints of the stake holders/ beneficiaries



i. Share the information of CRM and contact details of complaint registration means and addresses/cell numbers for the complaints



ii. Ensure the placement of complaint boxes, display of banners in the target villages at the proper accessible places; in addition provide hard copies of the contact details for the complaints with the CO.



iii. Facilitate the beneficiaries /complainants during the field visit for registration of their complaints.





Skills/Qualification/Experience:

· Holder of Bachelor degree in Social Sciences or equivalent in the related subject.

· At least 2 year experience in community mobilization.

· Efficient in managing community as well as team problems. 

· Participates as a Member of a Team; Works cooperatively with others and contributes to group with ideas, suggestions, and effort. 

· Learns from Others; Demonstrates ability to listen, understand and build experience of others into own knowledge, skills and abilities in an appropriate manner 

· Builds Relationship with Beneficiaries; Works and Communicates well with beneficiaries.

· Sense of Responsibility; Exerts a high level of effort and perseverance toward goals attainment. Works hard to become excellent at doing tasks by setting high standards, paying attention to details, working consistently, and displaying a high level of concentration even when assigned an unpleasant task. Displays high standards of attendance, punctuality, enthusiasm, vitality, and optimism in approaching and completing tasks.

Language Skills; Demonstrates tolerance in understand and support for others who may be operating in a language other than their ‘mother tongue’ and/or has own additional skills in local language use.

     Accountability:

Accountable as per above mentioned duties and Responsibilities



     Authority:

	As per duties and responsibilities





Performance Standards: Mentioned above against each duties and responsibility respectively





Concern Staff Code of Conduct and Programme Participant Protection Policy



Concern Worldwide has a staff Code of Conduct and a Programme Participant Protection Policy which have been developed to ensure the maximum protection of programme participants from exploitation and to clarify the responsibilities of Concern staff, consultants, visitors to the programme and partner organizations, and the standards of behaviour expected from them. In this context staff have the responsibility to the organization to strive for, and maintain, the highest standard in day-to-day conduct in their workplace in accordance with Concern’s core values and mission.



Any candidate offered a job with Concern Worldwide will be expected to sign the Programme Participant Protection Policy and the Concern Staff Code of Conduct as an appendix to their contract employment.



Any breach of Concern Staff Code of Conduct or the Programme Participant Protection Policy by employees of Concern Worldwide during the course of their employment will result in disciplinary action up to, and including dismissal.





Name (Employee)			Signature			Date





Name (line Manager)			Signature 			Date
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Job Description



     Job Title: 				Site Supervisor/Field-Engineer (WASH/Shelter/ERMS)

     Duty Station:                                       	Field Base	

     Reporting Line: 	-----------------------

     Job Status: 	Fixed term contract

     JDs prepared by:                                       ----------------------

     JDs approved by:                                      ----------------------





Job Summary:



· Main purpose of the job is to regularly supervise technically the on-going activities of infrastructure in close coordination with skilled labours, VO/project committees and beneficiaries



Duties and Responsibilities



1. Provide support to mobilization team in identification, verification and final selection of beneficiaries for site selection of hard component of the project as per Detailed Implementation Plan of the project and project strategy



Performance Standard:



i. Regularly conduct field visits along with mobilization unit during beneficiaries selection process as per work plan of the project

ii. Prepare documentation of the beneficiaries identification, verification and finalization (as required)

iii. Support community in technically feasible site selection for infrastructure activities of the project during the beneficiary selection process or as per DIP of the project





2. To technically supervise the construction activities of the project that they are adhered with project approved design, standards and as per approved implementation strategy of the project during the project tenure



Performance standard:



1. Conduct daily/regular field visits of the project area during the course of the project

1. Provide layouts for construction activities like shelter, bath room, hand pumps, culverts etc. as per approved design and drawings of the project and also support/guide labours for execution of task as per requirements

1. Maintain the dimensions of project outputs like shelter, bath room, wash pads, water tanks etc. as per approved design and drawings

1. Maintain quality of construction works and different ratios as per approved design like Cement Sand Mortar (CSM), PCC and RCC etc. as per BOQs of the specific activity of the project

1. Closely coordinate with beneficiaries, community activists and village committee for smooth implementation of the project activities

















3. To provide technical support to skilled labours, community activists and/or beneficiary households of the project during the project tenure



Performance standard 



0. Orient skilled/unskilled labour/community activists on project’s construction activities as per approved design and provide simplest and easily understandable drawings or sketches to labours such that they are able to execute the activities even in the absence of organization staff

0. Guide skilled labours/beneficiaries and maintain the adherence of cross cutting parameters like structural DRR, Environmental and protection as per project’s approved design  

0. Guide VO/project committees/community activists/beneficiaries regarding the quality check of supplies so as to avoid inconvenience regarding quality for supplies received in the absence of organization staff



4. To maintain the quality and quantity of project’s materials supply during the course of the project 



Performance standard 



i. Check that supplies are of the same quality as per approved sample and provide GRN against received goods

ii. Reject any sub graded materials with proper record keeping and timely report such issue to the line manager

iii. Maintain and sign GRNs with percentage of quality check and give remarks for supply on regular bases

iv. Check and maintain quantity of supplies are matching the quantity shown in way bill

v. Maintain or Support warehouse/logistic assistant in maintaining GDN against the materials issuance to beneficiaries

vi. Timely report to the line manager in case the supplies are lag behind than material supply schedule given to supplier or as per agreement with supplier

vii. Timely select hub in most suitable location for goods distribution in beneficiaries (if required) by closely and efficiently coordinating with community activists/VO 





5. To maintain labour documentation as per requirements of the project during the course of the project



Performance Standards:



0. Maintain labour attendance sheet on approved format

0. Maintain labour payment sheet on approved format

0. Maintain supportive documents of labour payment including CNICs







6. Take necessary steps for timely completion of assigned project target during the course of the project



Performance standard 



i. Submit bifurcated work plans to the line manager for the assigned targets of project activities

ii. Submit progress reports to the manager on daily/weekly/monthly bases (which ever applicable)

iii. Report variances in progress on need bases along with reasons to the line manager 

iv. Closely coordinate with community activists, VOs and beneficiary households for smooth implementation of the project







Skills/Qualification/Experience:

· Three years Diploma of Associate Engineer (DAE) in discipline of Civil Technology 

· [bookmark: _GoBack]Minimum 1 to 2 years’ relevant experience preferably in NGOs/INGOs

· Must have key knowledge of DRR, Sphere Standards and field method of materials quality check

· Possess problem solving skills and adaptability

· Ability to work under pressure often to strict deadlines

· Ability to work individual and in team harmoniously with problem solving attitude

· Fluent in local language and Urdu, also at least basic understanding of English

· Possess good communication skills

· Must have computer literacy specially MS offices 

· Must be gender sensitized and keep respect for the local norms 

Documents that must be read by employee received and hold copies:

· Program Participants Protection Policy (P4)1

· Communication Check list

· Approved Beneficiaries Selection Criteria

· Hard and soft copy of the approved project proposal, drawings, BOQs etc.

Accountability: Accountable as per above mentioned duties and Responsibilities and as well Organization’s rules and regulations



     Authority:  As per duties and responsibilities and organization’s rules and regulations





Performance Standards: Mentioned above against each duties and responsibility respectively





1Concern Staff Code of Conduct and Programme Participant Protection Policy



Concern Worldwide has a staff Code of Conduct and a Programme Participant Protection Policy which have been developed to ensure the maximum protection of programme participants from exploitation and to clarify the responsibilities of Concern staff, consultants, visitors to the programme and partner organizations, and the standards of behaviour expected from them. In this context staff have the responsibility to the organization to strive for, and maintain, the highest standard in day-to-day conduct in their workplace in accordance with Concern’s core values and mission.



Any candidate offered a job with Concern Worldwide will be expected to sign the Programme Participant Protection Policy and the Concern Staff Code of Conduct as an appendix to their contract employment.



Any breach of Concern Staff Code of Conduct or the Programme Participant Protection Policy by employees of Concern Worldwide during the course of their employment will result in disciplinary action up to, and including dismissal.





Name (Employee)			Signature			Date





Name (line Manager)			Signature 			Date
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Project 

Code

Project Name Donor Name % to Charge

Month %

%

Name: %

%

Staff Joining Date to Project: %

%

Designation: %

%

Employee Code: %

%

%

Date Day  Start Time  Finish Time

* Number 

Break Hours 

Signature

1 Mon 09:00 18:15 0

2

Notes:

3

1)

4

2)

5

3)

6

4)

7

5)

8

6)

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

Employee Signature _____________________________

Supervisor Signature ____________________________

Thesignaturesonthistimesheetatteststothefactthatthepercentageallocationtogrant

agreements is a reasonable and true estimation ofthe time and effort dedicated to each

project for the period being reported.

Staff Timesheet/Attendance sheet

ORGANIZATION NAME

LOCATION

1) Sample Filled Sheet for Project/RAPID Staff

2) Sample Filled Sheet for Shared Staff

SAMPLE FILLED SHEETS

Each staff member will enter the start and exit time on his/her attendance 

sheet on a daily basis (The time in and out should be on actual basis)



In case a staff member is on leave or on field visit, S/he will mention the same 

in “Number Break Hours Column”

The last column will be signed/initialled by the relevant staff member at the 

time of entry in the office.

Please submit the final completed time sheet to Finance staff by 3rd working 

day after end of the month of time sheet

Feel free to contact Finance if you need any help about this Time Sheet



TOTAL MUST BE 100%

Any break during the office hours in excess of the standard 30 minutes will be 

mentioned in the ‘Number Break Hours’ column



Project 

Code

Project 

Name

Donor 

Name/Code

% to 

Charge

Month

8003 RAPID OFDA

100%

Name:

0%

Staff Joining Date to Project:

0%

Designation:

%

Employee Code:

%

Date Day 

Start 

Time 

Finish 

Time

Number 

Break 

Hours 

Signatur

e

100%

1 Mon 9:00 18:45 0

20-03-16

Finance Coordinator

123

TOTAL MUST BE 100%

March-16

Imran Sabir

Project 

Code

Project 

Name

Donor 

Name/Code

% to 

Charge

Month

8003 RAPID OFDA

60%

Name:

8006 ABC ECHO

20%

Staff Joining Date to Project:

8818 XYZ DFID

20%

Designation:

%

Employee Code:

%

Date Day 

Start 

Time 

Finish 

Time

Number 

Break 

Hours 

Signatur

e

100%

1 Mon 9:00 18:45 0

20-03-16

Finance Coordinator

130

TOTAL MUST BE 100%

March-16

Shahid Rafiq
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