OronoweHHs Npo BiAdip NOCTINHOIO KOHCYSbTaHTa

HasBa nocagu: [NporpamHuin acuCTeHT (ka)

Komanpa: ignopsaakyBaHHS AUpeKTopy AenapTaMeHTa

HdenaptameHT: [loBeiHKOBOro 340pOB’s, TeNne3aopoB’st Ta KPU30BOro pearyBaHHs
CraTtyc: [NoCTinHUIM KOHCYINbTaHT

IHdopmauisa npo opraHisauito:

MixxHapogHun 6narogivHmin oHL «AnbSHC rPOMagCbKOro 340POB’Si» Orosiollye
30BHILLHIN Habip Ha nocaay NporpaMHOro acucTeHTa.

MixxHapogHun GnarofginHun doHAa «AnbsHC rPOMAaACbKOro 340pOoB’si» — MpoBigHa
rpoMagcbka HernpubyTkoBa npodbeciviHa opraHisauisi, gka y cnisnpadi 3 Aep>XaBHUMMU
napTHepaMmn Ta opraHisauisMnm rpoOMagsaHCbKOro cycnifieCTBa  3L4INCHIOE 3HAYHUN
BNNMB Ha nogonaHHsa enigemin BIJT/CHIQy, Ty6epkynbo3y, BipyCHUX renaTuTiB Ta
iHWKWX couianbHO HebesneyHMx 3axBOptoBaHb B YKpaiHi, LWISAXOM HagaHHS
driHaHCOBOT Ta TEXHIYHOT NIATPUMKM BiANOBIAHMM Nporpamam, ki OXOMnsoTb NoHaA
300 T1C. npeacTaBHUKIB HanbIiNbLL BpasnMBUX BEPCTB HaCesieHHs, WO € HanBULUM
nokasHukom y €sporni. 3apa3 komaHga AnbsHcy Hanivye noHag 150 npodecioHanis,
AKi npauotoTb Y Kuesi Ta iHWIMX perioHax YkpaiHu.

[nsa oTpumaHHs gogaTtkoBOl iHGOpMaLil Npo OpraHisauito, a TakoX I1i nporpamHy
OiANbHICTb Ta oronoLweHi Nno3uii BiaeiaanTe Haw Beb-canT: http://www.aph.org.ua

Cneuuncpika HagaHHA KOHCynNbTauinHMX nocnyr (TexHiyHe 3aBAaHHSA)

Bumoru:

1. [Nocsig poboTu Ha BignoBigHIM nocagi He MeHwe 1 poky (B MiXHapoOAHin
opraHisauii 6yae nepesaroto).

2. Buwa ocsita. BignoBigHun yHIBEPCUTETCbKMI CTyMiHb (OXOpPOHa 340pOB'SA,
couianbHi Hayku, MeauumMHa TOLLO) € NIHOCOM.

3. lNepeBaroto 6Gygoe nonepefHii [ocBiA OMOPMIIEHHS  OOKYMEHTIB  Ha
BIAPSMXKEHHS, MepBMHHUX IHAHCOBUX 3anuTiB, iHAaHCOBMX 3BITIB NpO
nposefeHi 3axoau; p[ocsBig OMOpMNEHHSA (iHAaHCOBUX [OOKYMEHTIB AJS
npoBeAEeHHs OnnaTn NOCAYr KOHCYNbTaHTIB.

4. [obpe BOMOAIHHA MUCLMOBO Ta PO3MOBHO YKPAIHCHLKOK Ta aHrmincbKow
MOBaMW.

5. Bucokui piBeHb BOMOAiHHA KOMM'IOTEPOM Ta BigMiHHI HaBun4ku Apyky. [Jocsig
po6oTu 3 nporpamoto 1C nntoc.
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6. AHaniTnyHi 3gibHOCTI Ta yBara oo getanen. 3gaTHiCTb CaMOCTINHO BUKOHYBaTH
nocTaBreHi 3aBgaHHs. 30aTHICTb BUKOHYBaTW XXOPCTKI Ta YMCIEHHI AeananHu.

7. TBeppa sigaaHicte cnpasi npotugii BIT/CHIQy Ta nigTpumui AOisnbHOCTI
HeypsagoBux opraridauiv (HYO) B YkpaiHi.

Onuc nocnyr KOHCynbTaHTa:

1. OpraHisauiss AOKYyMeHTOO0biry B NpOEKTi.

2. [onomora B KoopAuHauii MporpamHoi AisfIbHOCTI NPOEKTY: JIUCTYBaHHA 3
napTHepaMn, KOHCyInbTaHTaMu, rnpoBavgepamMu nocnyr, nocravasibHUKamu
TOLLO.

3. Jlorictnka Ta nigTpuMKa 3axofiB, AKi NPOBOAATLCS Nif KEPIBHULTBOM YreHiB
KOMaHaW NpoeKTy.

4. TligrotToBKa nakeTiB OOKYMEHTIB ANs1 opraHis3auii 3axofiB npoekTy (TPEHiHru,
cemiHapu, pobodi 3ycTpidi, ekcnepTHi rpynu, KOMITETU 3 pO3rnsgy NPOEKTHUX
NPono3unLin, Kpyrni CToNM TOWO) Ta KepyBaHHA OOKYMEHTOOLirom 3axofis
(migrotoBKka Ta MOAAHHA NOTMCTUYHUX 3anuTiB, KOOpAMHAUIA 3anpoOLUeHHSs
ydyacHukiB Ta Bigbip, nigrotoBka CNUCKY Yy4yacHWKIB 3  BigMNOBIAHOW
iHdpopMauieto, NigroToBka NakeTy AOKYMEHTIB ANs NOriCTUYHMX nnaTexis, 36ip
Ta y3aranbHEeHHSs1 BIAryKiB Y4YaCHUKIB Npo 3axogu, SKWo HeobxigHo,
0OpMIEHHS MiACYMKOBOro 3BIiTY NPO 3axif, a TakoX NakeTy AOKYMEHTIB Ans
OCTaTOYHOI oOnnaTtu, AOKYMEHTYBaHHS 3axody (¢oTo, npoTokon Touwo),
BiICTEXYBATU MO0, AKLLO LIbOro BMMarae KepiBHUK MPOEKTY.

5. bpatn y4acTb y nigrotoBui TPEHIHriB, ceMiHapiB Ta poboumx 3ycTpiyen,
gonomMaraTti nig Yyac NpoBeAeHHS TPEHiHrIB.

6. [oTyBatn Ta 00OpPOGNATU OOKYMEHTU Of1s1 KOHCYNbTAHTIB KOMaHAW MpPOEKTY,
OpraHisoByBaTK Ta KOHTPOOBATK BIiAMNOBIAHI NnaTexi.

7. lepeknagatv nNUCTyBaHHSA, LOOKYMEHTAUil0 Ta iHWIi BIigNOBIgHI MaTepianwu,
HeoOXigHI NSl KOMaHOM NPOEKTY.

8. OpraHizauis Ta koopauHauisi Bi3uUTiB cniBpOBITHUKIB KOMaHAM MNPOEKTY Ta
KOHCynbTaHTiB. [liAroToBKa nakeTy AOKYMEHTIB AN Bi3UTIB CNiBPOBITHUKIB
KOMaHAaM NPOEKTY Ta KOHCYSbTaHTIB BiAMNOBIAHO A0 npoueayp AnbsHCy.

9. KoopguHauia tTa obMmiH iHpopmauieo 3 iHWUMK Bigdinamu LWOO4O nporpam
NOTOYHUX CMpPaB Ta BUHUKAKYUX NUTAHb.

10.YnpaeniHHa iHopmauieto (dannyBaHHs, 36epiraHHa, O0OMIH nuctamu,
apxiByBaHHS TOLLO), NOB’A3aHe 3 KOMaHAO MPOEKTY.

11.CTBOpPEHHS iHpOpMaLiMHMX OHOBIIEHD i 3BIiTIB AN KEPIBHUKA MPOEKTY LWOA0
poBoyoro nnaHy NPoeKTy WOoA0 BUKOHAHHA NporpamMu, hiHaHCYyBaHHS,
3aKyniBesib ToLoO.

12.BukoHyBaTK iHWI 3aBaaHHs, BU3Ha4veHi KepiBHMkoM, HeoOXxigHi 4ns ycniHol
AiSiNbHOCTI NPOEKTY K HEOBXiAHI ANS BUKOHAHHA CTpaTerivHnX Linemn.



AK nopatu 3aABKY: HajiwniTb CBOE pe3loMe YKpalHCbKO Ta/abo aHrnincbKoro
MOBOK | CYNpOBIiOHWW NUCT YKpaiHCbKOKW Ta/abo aHrIiNCbLKOKD MOBOK Ha
vacancy@aph.org.ua

Hassa Temun nosigoMneHHs mae Mictutu «Program Assistant»

TepmiHu noaaHHA 3asABOK i NpoBeAeHHSA Biabopy*:
07 xxoBTHSA - 07 nuctonapa 2024 p.

*Ile ozonoweHHsT € MOeMOPHOK imepauyicto paHiwe ony6rnikoeaHo20
020JIOWEHHSI HA MYy caMy pPOJib KOHCYJIbmaHma. AnbsiHC 3anuwae 3a cobor
npaeo 30ilicHumu ei06ip kaHOuOama Ha poOJ/Ib KOHCY/lbMmaHmMa paHiwe
3asiesieHUX mepMiHie i He po3anissdamu 3asi80K, NodaHuUx Mni3Hiwe ghakmu4Hoi
damu makozo gidbopy.

MoniTuka AnbsiHCY WOA0 NepcoHarny Ta KOHCYSbTaHTIB:

MixxHapoOHul 6r1a200ilHuti poHO «AnbsIHC 2pOMadcbKo20 300P08’s» rnpazHe PiBHUX
Moxxrnueocmel i eimae 3asieku 8i0 r1rodel 3 8i0rno8IOHO Kearighikauiero 3 ycix eepcme
cycninbcmea. Ocobnueo 3aoxodyembcsi 100aHHS 3asi80K  KeasihikogaHUMU
KaHOudamamu, ki Hanexamb 00 KITiH08UX 2pyr HacenieHHs abo € npedcmasHukamu
ypasnueux criflbHom, 30kpema xueyme 3 BIf1/CHI[om.

MixxHapoOHut 6naz2o0itiHuli poHO «AnbSHC 2poMadcbKo20 300p08’S» 3acmocosye
rnonimuky Hyfb0ogoi mosiepaHmHocmi Wo00 CeKcyarlbHOI eKcrilyamauii, Hapyau 4u
JomaecaHb ma rog’si3aHo20 3 HUMU 3/108XKU8aHHS 8/1a00l0 YU MO8HOBAXXEHHSIMU.
Ouikyembcsi, wo 8ci eidibpaHi kKaHOudGamu OompumMysamuMymbeCsi Hau8uUWUX
emuy4yHUX cmaHOapmie i MpoxodumumMymb repesipKy pekomeHoauiti ma pernymaujil.

CONSULTANCY ANNOUNCEMENT

Position title: Program Assistant
Team: Direct subordinate to Department’s Director



Department: Behavioral Health & Crisis Response
Status: Permanent Consultant

Information about organization:

The International Charitable Foundation 'Alliance for Public Health' (APH) announces
external recruitment to fill the position of Program Assistant

The International Charitable Foundation 'Alliance for Public Health' is a leading non-
governmental professional organization which makes a significant impact on the
epidemics of HIV/AIDS, tuberculosis, viral hepatitis and other socially dangerous
diseases in Ukraine in cooperation with state partners and civil society organizations
through providing financial and technical support to relevant programs, which cover
over 300,000 members of most vulnerable populations, which is the highest indicator
in Europe. Currently, the Alliance team includes over 150 professionals who are
based in Kyiv.

For additional information on the organization as well as its programmatic activities
and the positions announced, please visit our website: http://www.aph.org.ua

Terms of References

Core Requirements:

1. Minimum 1 year working experience in the relevant position (within an
international organization will be an advantage).

2. High University Degree. Relevant University degrees (Public Health, Social
Science, Medicine etc.) is a plus.

3. An advantage will be previous experience in preparation of business trips
documents, initial financial requests, financial reports on conducted events;
experience in execution of financial documents to conduct payment for
consultants' services.

4. Good command of written and spoken Ukrainian and English.

5. High level of computer literacy and excellent typing skills. Experience with the
1C program is a plus.

6. Analytical skills and attention to details. Ability to perform assigned tasks
independently. Ability to meet tough and multiple deadlines.

7. Strong commitment to confronting HIV/AIDS and to supporting non-
governmental organizations (NGOs) activities in Ukraine.

Service Description:
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1. Organize circulation of documents in the project.

2. Assistance in coordinating the program activities of the project: correspondence
with partners, consultants, service providers, suppliers, etc.

3. Logistics and support for events conducted with leadership of Project team
members.

4. Prepare package of documents for organization of the project events (trainings,
workshops, working meetings, expert groups, project proposals review
committees, round tables etc.) and manage documents circulation on the
events (preparing and submitting logistic requests, coordinating participants’
invitation and selection, preparing the participants list with relevant information,
preparing  documents package for logistic payments, gathering and
generalizing participants’ feedback on events if required, completing final report
on the event as well as documents package for the final payment, documenting
the event (photo, protocol etc.), monitor an event if required by Project
manager.

5. Take part in trainings, workshops and working meetings preparation, assisting
during trainings’ delivery.

6. Prepare and process documents for the project team consultants, arrange and
monitor relevant payments.

7. Translate correspondence, documentation and other relevant materials needed
for the project team.

8. Organize and provide coordination to visits of project team staff and
consultants. Prepare documents’ package for the visits of the project team staff
and consultants in accordance with the Alliance procedures.

9. Coordination and information exchange with other departments on programs,
routine business and emerging issues.

10.Information management (filing, storing, exchanging letters, archiving etc.)
related to the Projects team.

11.Generation of interim updates and reports for Project Manager on Project’s
Working Plan on program, funding, procurement etc. status of implementation.

12.Undertake other reasonable and related tasks identified by the Manager
required for the successful activity of the project as necessary for the
fulfillment of strategic objectives.

How to apply: You should send your CV in Ukrainian and/or English and a covering
letter in Ukrainian and/or English to vacancy@aph.org.ua

Subject line should contain «Program Assistant»

Deadlines for submitting applications and selecting candidates*:



October 07 - November 07, 2024

*This announcement is a repeat of a previously published announcement for the
same consultancy role. The Alliance reserves the right to close the process of search
and selection earlier than the stated deadlines and not to consider applications
submitted after the actual date of such closing.

Alliance disclaimer:

The International Charitable Foundation "Alliance for Public Health" is committed to
equal opportunities and welcomes applications from appropriately qualified people
from all sections of the community. Qualified representatives of key populations and
vulnerable groups as well as people living with HIV/AIDS are particularly encouraged

to apply.

The International Charitable Foundation "Alliance for Public Health" applies a zero
tolerance policy with regard to sexual exploitation, abuse or harassment and related
abuse of power or authority. It is expected that all selected candidates will adhere to
the highest ethical standards and will undergo rigorous reference and background
checks.



