TEMPORARY DUTY ASSIGNMENT
Scope of Work
TDY Information

	Title: Head of Office 
	Supervisor: CO Operations Manager 

	Country:   CIS Sudan ( Care International Switzerland in Sudan)
	City/Province: Nyala

	Start date:  February 1st, 2012 
	Duration: 6 months 

	Contact person: Ashraf Elmaghrabi
Contact e-mail address: AElmaghrabi@sudancis.org
Please note that applicants will be asked to contact you directly at this address. 


Scope of Work (Describe responsibilities, tasks, expected results/deliverables, language(s), experience and skills required)
	The Head of Office (Nyala, South Darfur) is CIS’s senior representative in South Darfur, and has overall responsibility for the operational aspects of the Country Office presence in the state and as well the implementations of safety policies and guidelines in the state.  Specifically, the position oversees all programme support functions and ensures staff safety in all CIS locations in South Darfur, and in this capacity directly supervises the heads of office in Kass and Gereida, as well as the Senior Administration Officer in Nyala.  

In addition, he/she leads CIS’s representation with state government authorities, UNAMID, and the South Darfur INGO Forum, and in collaboration with the South Darfur Program Coordinator ensures the Country Office effective participation in the cluster (sector) coordination process in South Darfur.  He/she (Nyala, South Darfur) reports to the Country Office Operations Manager, but maintains a direct line of communication with the CO Safety Manager and the Country Director on matters of staff safety and security. The Head of Office is a member of the Country Office Senior Management Team.

He/she is responsible for the quality and effectiveness of CARE’s programme support functions within Darfur. He/she is the leader of the Team, responsible and accountable for coordinating and assurance of effective management of all activities.  He/she has overall responsibility for the implementation of staff safety and security guidelines and requirements and the wellbeing of CARE staff. 

TDY REQUIREMENTS

· Knowledge and experience of managing staff safety in complex and insecure settings.

· Knowledge of contract management 
· Experienced in organizational effectiveness and operations management implementing best practices.
· Demonstrated commitment to high professional ethical standards and a diverse workplace 
· Excels at operating in an fast pace, community environment
· Strong background and work experience in general services, administration, logistics and assets management 

· Well developed written and verbal communication skills

· Master computer skills and proficient in excel, word and outlook
· Good interpersonal communication skills
· Multiple language skills desirable (Arabic, English ) 

The incumbent should have at least 4 years administration experience, relevant communication backgrounds


Development opportunity (Describe the competencies and skills the incumbent may develop during the TDY as well as the support and coaching that will be provided)
	It will provide an opportunity to enhance ones problem solving and analysis skills as you will be working in a complex environment. Give one an opportunity to manage a wide range of functions.




