OronouweHHs NPO BaKaHCito

HasBa nocagu: AcucteHT/ -ka npoekTy: “MTP” (Mob6inbHi KniHikn)
Migpo3ain: MTP (Mob6inbHi KniHikn)

Komanpa: MobinbHe 300poB's

HenapTtameHT: [porpamHum [lenaptameHT

Crartyc: WtaTtHa nocaga

IHhbopmauis npo opraHisauito:

MixxHapogHun 6narogiiHuin oHL «AnbSHC rPOMagCbKoOro 340POB’Si»  Orosiowye
30BHILWHIN Habip Ha nocagy AcucTteHT/-ka npoekty: “MTP” (MobinbHi KniHikn).
MoBinbHi KnMiHikK - e nNpoekT, B ssikoMy Al'3 Hagae OCHOBHI MeguyHi nocnyrin ocobam
Y CiNbCbKNX, BaXXKOOOCTYNHUX MNPUMPPOHTOBUX rpomMagax YKpaiHu, aki noctpaxganm
Bil BiMHW. MPOEKT Yy TICHOMY MapTHEPCTBI MK MiCLUEBOK BMagol, BINCbKOBOK
aAMiHiCTpauieto, 3aknagaMmy OXOPOHWU 300pOB’S Ta HeypsiAoBUMM Opradisauisimu
CNPsSIMOBaHUN Ha HaJaHHSA HeBiAKNa4HOI JONOMOrK HacesieHHo B Mexax Big 7 ao 30
KinomeTpiB Big NiHiT PPOHTY B 6 06nacTax. NPOEKT npaute Yepes 4 MoBinbHI rpynu,
A0 cKragy sIKux BXOAATb KOOpAMHATOPW, BOAIT Ta MeOUYHUI NepcoHarn, BKNYaruym
ciMenHux nikapiB, mMeacectep, nabopaHTiB Ta dTusiatpu. KoxHa komaHga
BUKOPUCTOBYE Tpu yproHn 3 6asoBMM nopTatMBHMM OOnagHaHHAM Ta
cneuianisaoBaHUMN HCTPYMEHTaMMU ANSA CKPUHIHIY Ta AiarHOCTUKM TyOepKynboasy,
BKMNIOYaUM ynbTpanopTaTMBHUA PEHTIEH Ta aiarHocTuky GeneXpert.

MixxHapogHu GnaroginHun oHa «AnbsHC rPOMAACbKOro 340pPOB’si» — MNpPOoBigHA
rpomagcbka HenpmbyTkoBa npodbeciiHa opraHisadisi, ska y cnisnpaui 3 gepXXaBHUMU
napTHepaMmmn Ta opraHisauisMm rpoMagsHCbKOro CycrnifieCTBa  34INCHIOE 3HAYHUI
BNNMB Ha nogonaHHsa enigemin BIJT/CHIdy, TyGepkynbo3dy, BipyCHMX renatuTiB Ta
iHWKWX couianbHO Hebe3neyHMx 3axBOploBaHb B YKpaiHi, LWMIAXOM HagaHHSA
piHAHCOBOT Ta TEXHIYHOI NIATPUMKM Bi4MOBIAHUM Nporpamam, siKi OXONnstTb NOHag,
300 T1C. npeacTaBHUKIB HanbIiNbLL BPasnMBMX BEPCTB HaCesleHHs, WO € HanBULUM
nokasHukom y €sporni. 3apa3 komaHga AnbsHcy Hanivye noHag 150 npodecioHanis,
AKi npautoloTb Y KMeBi Ta iHWKNX perioHax YKpaiHu.

[ns oTpymaHHsa oAaTKOBOI iIHhopMaLii Npo opraHisauito, a TakoX il NporpamHy
DiANbHICTb Ta OronoLeHi No3uii BiaeiaanTe Haw Beb-canT: hitp://www.aph.org.ua

Cneuudpika pob6oTtm
OCHOBHI BUMoru:
e [locsig poboTun Ha BiANOBIAHIN Nocadi He MeHLwe 1 poky (B MiXKHaApOLHIn
opraHisauii 6yae nepesaroto);
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Buwa ocsiTta. BignosigHuin yHiBEpCUTETCbKMI CTYMiHb (OXOPOHa 340POB's,
couianbHi Hayku, MeguumHa TOLLO) € NITHCOM;

MepeBaroto 6yge nonepeHii 4OCBIO 0POPMIEHHA JOKYMEHTIB Ha
BiAPSAXKEHHS, NePBUHHUX (PiIHAHCOBMX 3anuTiB, PiHAHCOBKMX 3BITIB NPO
nposefeHi 3axoau; [ocBi4 0POopPMITEHHA DIHAHCOBUX JOKYMEHTIB AN
npoBeaeHHS onaTu NOCIyr KOHCYNbTaHTIB;

[obpe BONOAIHHA MMCbMOBO Ta PO3MOBHOK YKPAIHCLKOK Ta aHriiCbKOK

MOBaMMU;
Bucokuin piBeHb BONOAIHHA KOMN'IOTEPOM Ta BiAMIHHI HaBUYKM ApyKy. [locBig
po6oTu 3 nporpamoto 1C nntoc;

e AHaniTnyHi 34ibHOCTI Ta yBara oo getanen. 34aTHICTb CaMOCTINHO
BMKOHYBaTW NOCTaBNeHi 3aBAaHHs. 30aTHICTb BUKOHYBATU XXOPCTKi Ta
YUCNEHHI aeanamnHu;

TBeppga BigaaHictb cnpasi npotunail BIJI/CHIQy Ta niatpumui gisnbHOCTI
HeypsigoBux opraHizauiv (HYO) B YkpaiHi.

OGoB'A3KU:

e OpraHizauia JoOKyMeHToOoOiry B NpOEKTi;

e [lonomora B koOpAuHaUil NporpamMHol gisnNbHOCTI NPOEKTY: NMNCTYBaHHS 3
napTHepamMmu, KOHCyNbTaHTaMu, NnpoBanaepamMmm Nocnyr, nocradasbHUKamMm
TOLWO;

e JloricTuka Ta niaTpuMkKa 3axogis, ski NPOBOAATLCA Nif KEPIBHULTBOM YNEHIB
KOMaHAan NPOEKTY;

e [ligrotoBka nakeTiB AOKYMEHTIB 41 OpraHi3auii 3axofiB NPoeKTY (TPEHiHrK,
cemiHapwu, poboui 3ycTpidi, eKCnepTHi rpynu, KOMITETU 3 PO3rnsaay NPOEKTHUX
Npono3uuin, Kpyrni CTonu TOLWO) Ta KepyBaHHA JOKYMEHTOO0Birom 3axopis
(migroToBka Ta NoAaHHs NOMCTUYHUX 3anuTiB, KOOPAMHALiS 3anpPOLLEHHS
y4acHuUKIB Ta Biabip, NigroToBka CNMCKY YY4aCHUKIB 3 BiAMOBigHOK
iHdopmauieto, NigroToBka NnakeTy AOKYMEHTIB ANs NOMCTUYHMX NnaTexis, 30ip
Ta y3aranbHEeHHs BiArykiB y4aCHWKIB Npo 3axoam, SKLLO HeobXigHO,
0dpOpMIIEHHS NiACYMKOBOrO 3BIiTY NPO 3axif, a TakoX NakeTy OOKYMEHTIB A4S
OCTaTOYHOI onnaTu, AOKYMEHTYBaHHs 3axoay (poTo, npoTokon Towo),
BiCTEXYBaTN NOAII0, AKLLO LibOro BUMarae KepiBHUK MPOEKTY;

e bpatn yyactb y nigroToBLUi TPEHIHriB, ceMiHapiB Ta pobo4mnx 3ycTpiven,
gonomaraTtiu nig Yac NpoBeaeHHS TPEHIHTIB;

e [oTyBaTH i 06POBNATU JOKYMEHTM ANSA KOHCYNbTAHTIB KOMaHAWN NPOEKTY,
OpraHi3oByBaTu Ta KOHTPOMIOBATW BiANOBIAHI NnaTexi;

e [lepeknagaTty NUCTyBaHHA, JOKYMEHTALIIO Ta iHLWIi BiANOBIAHI MaTepianu,
HeobXiaHi NSt KoMaHaW NPOEKTY;



e OpraHizauia Ta KoopauHauisa Bi3UTIB CNiBPOOITHUKIB KOMaHaW NPOEKTY Ta
KOHCynbTaHTIB. [NigrotoBka nakeTy OKYMEHTIB ANS BidUTIB CNiBPOOITHUKIB
KOMaHaM NPOEKTY Ta KOHCYNbTaHTIB BiAMNOBIAHO A0 npoueayp AmnbsHCy;

e KooppauHauist Ta 06MiH iHdbopMaLi€eto 3 iHWUMKM BigainaMmm Woao NPOEKTHMX
NMOTOYHUX CMPaB Ta BUHUKAKYUX NMUTAHb;

e YnpaBniHHA iHopMauieto (pannyBaHHs, 36epiraHHss, 06MiH incTamum,
apxiByBaHHS TOLO), NOB’A3aHe 3 KOMAaHOOK MPOEKTY;

e CTBOpPEHHS NPOMKHMX OHOBSIEHD i 3BITIB 4151 KEPIBHUKA MNPOEKTY LLOAO
po60o40ro nnaHy NPOEKTY LWOAO BUKOHAHHS Nporpamu, iHaHCyBaHHS,
3aKynisenb TOLO;

e BukoHyBaTy iHWI 3aBAaHHs, BU3Ha4veHi KepiBHMkoM, HeOOXigHi 4ns ycnilHol
AiSNbHOCTI NPOEKTY SIK HEOBXiAHI ANs1 BUKOHAHHSA CTpaTeriyHuX Winen.

AK nopatu 3aABKY: HagiwniTb CBOE pe3loMe YKpalHCbKO Ta/abo aHrnincbkoro
MOBOI | CynpoBigHMMA JIUCT YKpaiHCbKOw Ta/abo aHrNiNCbLKOKD MOBOK Ha
vacancy@aph.org.ua

Hasa Temun nosigomneHHs mae Mictutn «Project Assistant: MTP»

TepMmiHn nogaHHA 3asaBOK | NpoBeAeHHA Bigbopy:
16 BepecHs - 16 xxoBTHA 2024 p.

MoniTuka AnbsiHCY WOA0 NepcoHarny Ta KOHCYSbTaHTIB:

MixxHapoOHut 6r1a200itiHuti gpoHO «AnbsIHC 2poMadcbKo20 300p08’» rpazHe PiBHUX
Moxxrnueocmel i eimae 3asi8ku 8i0 rirodel 3 8i0rnoBIOHO Kearighikauiero 3 ycix eepcme
cycninbcmea. QOcobnueo 3aoxo4yembCcsi [100aHHS 3asi80K  KeaslighikogeaHUMU
KaHOudamamu, ki Hanexamb 00 KITHHYo8UX 2pyr HacerieHHs abo € npedcmasHuKkamu
ypasnueux criflsHom, 30kpema xueyme 3 BIf1/CHIom.

MixxHapoOHul 6ria2o0itiHulti poHO «AJbSIHC 2pomMadCbKo20 300p08’si» 3acmocosye
ronimuky Hyfb080I mosiepaHmMHocmi wWo00 CeKCyarbHOI eKcrilyamauii, Hapyau 4u
JomaecaHb ma rog’si3aHo20 3 HUMU 3/108XKU8aHHS 6/1a00K YU MO8HOBAXXEHHSIMU.
Ouikyembcs, wo eci eidibpaHi kaHOUOamu OompumMysamuMymbCs Hausuuwux
emuy4yHUX cmaHdOapmie i MpoxodumuMymb repesipKy pekomeHoauiti ma pernymaujil.
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Vacancy Announcement

Position title: Project Assistant: MTP (Mobile Treatment Points)
Unit: MTP

Team: Mobile Health

Department: Program

Status: Staff position

Information about employment organization:

The International Charitable Foundation 'Alliance for Public Health' announces
external recruitment to fill the position of Project Assistant: MTP (Mobile Treatment
Points). MTP - APH provides essential medical services to individuals in Ukraine's
rural, hard-to-reach frontline communities affected by war. The project, in a close
partnership between local authorities, military administrations, health care facilities,
and NGOs, aims to deliver critical care to communities within 7 to 30 kilometers of the
frontlines in 6 regions. The project operates through 4 mobile teams comprising
coordinators, drivers, and medical staff including family doctors, nurses, lab workers,
and TB personnel. Each team uses three vans containing basic portable equipment
and specialized tools for TB screening and diagnostics, including ultra-portable X-ray
and GeneXpert diagnostic.

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

Job Specifications

Requirements:

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

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

e Good command of written and spoken Ukrainian and English;

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

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

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

RESPONSIBILITIES:

e Organize circulation of documents in project;

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

e Logistics and support for events conducted with leadership of Project team
members;

e 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;

e Take part in trainings, workshops and working meetings preparation, assist
during trainings delivery;

e Prepare and process documents for the project team consultants, arrange
and monitor relevant payments;

e Translate correspondence, documentation and other relevant materials
needed for the project team;

e 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 to the Alliance procedures;

e Coordination and information exchange with other departments on programs
routine business and emerging issues;

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

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



e 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 «Project Assistant: MTP»

Deadlines for submitting applications and selecting candidates:

September 16 - October 16, 2024

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.
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