OronouweHHs NPO BaKaHCito

HasBa nocagu: AcucteHT/ -ka npoekTy: “HCT” (IMokpalleHHa JocTyny 40 NOocnyr 3
nikyBaHHs BIJT)

Migpo3ain: HCT (MokpalueHHa goctyny Ao nocnyr 3 nikyBaHHA BIJ)

Komanpa: PORT (Bigain gocnigxeHb onTumisadii nporpam)

HenaptameHT: [NporpamHumn [lenaptameHT

Craryc: WtaTtHa nocaga

IHhbopmauis npo opraHisauito:

MixxHapogHun 6naroginHuin oHL «AnbSHC rPOMagCbKoOro 340POB’si»  Orosiowye
30BHILWHIN Habip Ha nocagy AcucTteHT/-ka npoekTy: “HCT” (MokpaweHHs agocTyny
Ao nocnyr 3 nikysaHHa BIJ).

MixkHapogHu 6narofginHmm oHa «AnbsiHC rpoOMagCbKoro 340pOB’si» — MNpoBigHa
rpoMagcbka HernpubyTkoBa npodeciiHa opraHisadis, ska y cnisnpaui 3 gepXXaBHUMU
napTHepaMmn Ta opraHisauissMu rpoMagsiHCbKOro CycnifibCTBa  34INCHIOE 3HAYHUM
BMNMB Ha nogonaHHsa enigemiv BIN/CHIOy, Ty6epkynbody, BipyCHUX renatutie Ta
iHWKWX couianbHO Hebe3neyHMx 3axBOploBaHb B YKpaiHi, LWIAXOM HagaHHSA
griHaHCOBOT Ta TEXHIYHOT NIATPUMKM BiANOBIOHMM Nporpamam, SKi OXOnmoTb NOHaA
300 TnC. npencTaBHUKIB HANBiNbLL BPasnMBMX BEPCTB HACENEHHS, WO € HanBULLUM
nokasHukom y €sponi. 3apa3 komaHga AnbsHcy Hanivye noHag 150 npodbecioHanis,
sKi npauotoTb Y Kuesi Ta iHWNX perioHax YkpaiHu.

[nsa oTpumaHHa go4aTKoBOI iHpopMaLil NPo opraHiszavito, a TakoX it MporpamHy
OiNbHICTb Ta OronoLleHi no3uuii BigeiganTe Haw Beb-canT: hitp://www.aph.org.ua

Cneuundpika pobotu
OCHOBHI BUMoOru:

e [locsig po6oTu Ha BiANOBIAHIN Nocaai He MeHLe 1 poKy (B MiXKHapOL4Hin
opraHisauii 6yae nepesaroto).

e Bwuwa ocsita. BignosigH1n yHiBEpCUTETCLKNIA CTYMiHb (OXOPOHa 340pOB'H,
couianbHi Hayku, MeguumHa TOLLO) € NITHCOM.

e [lepeBaroto Oyge nonepeaHin 4OCBIA 0POPMIEHHSA JOKYMEHTIB Ha
BiAPALKEHHS!, NoYaTKoBUX (DiHAHCOBKMX 3anuTiB, PiHAHCOBUX 3BITIB MNPO
nposefeHi 3axoan; [ocBig opopMIieHHsT PIHAHCOBUX JOKYMEHTIB ANnA
nNpoBeAEHHS OnnaTn NOCAYr KOHCYNbTaHTIB,;

e [apHe BOMOAiHHA NMCbMOBOIO Ta YCHOK YKPAIHCLKOK Ta aHrMincbKow
MOBaMMU.


http://www.aph.org.ua/

Bucokui piBeHb BONOLIHHA KOMN'IOTEPOM Ta BiAMiIHHI HaBUYKK ApyKy. [ocsig,
po6oTu 3 nporpamoto 1C nntoc.

AHaniTnyHi 3gi6HoCTI Ta yBara 4o AeTanen. 3gaTtHICTb CaMOCTINHO
BMKOHYBaTW NOCTaBeHi 3aBAaHHs. 30aTHICTb BUKOHYBATU XXOPCTKi Ta
YMCIEeHHI aegnanHun.

TBeppga sigaaHictb cnpasi npotuail BIJI/CHIQy Ta niatpumui 4isnbHOCTI
HeypsagoBux opraxidauiv (HYO) B YkpaiHi.

OOOB'A3KM:

OpraHisauis 4oKyMeHToobiry B NPOeKTi.

MigroToBnoBaTn NakeT JOKYMEHTIB ANS opraHisauil 3axofiB NpoekTy
(TpeHiHrn, cemiHapu, poboui 3ycTpidi, eKCnepTHi rpynu, KOMITETU 3 po3rnagy
NMPOEKTHUX MPONO3nLin, KPYrii CTONKW TOLLO) Ta KepyBaTy AOKYMEHTo0birom
3axofiB (NigrotoBka Ta NOAAHHSA NOMICTUYHUX 3aNUTIB, KOOPAMHALLS
3anpoLUEeHHs y4acHuKIB Ta Biabip, NigroToBKa CNUCKY y4acHMKIB 3 Bi4NOBIAHO
iHdpopMmavieto, NigroToBka NakeTy AOKYMEHTIB ANs NOMCTUYHMUX nNnaTtexis, 30ip
Ta y3arasribHeHHs BiArykiB y4acHUKIB Npo 3axoam, SKLO HeobXxigHo,
ohOopMIIEHHA NiIACYMKOBOTO 3BiTY NPO 3axifl, a8 TaKoX NakeTy JOKYMEHTIB A5
OCTaTOYHOI onnaTu, AOKYMEHTYBaHHSA 3axoay (poTo, NPOTOKOY TOLLO),
BiACNiAKOBYBaTM NOAIH0, SKLLO BUMarae KepiBHUK Nporpamu: nikyBaHHS.

BpaTu yyacTb y NiAroToBLi TPEHIHTIB, ceMiHapiB Ta poboymx 3ycTpiden,
aornomaraTti nig Yac NpoBeAEeHHS TPEHIHTIB.

KoHTpontoBaT nogady npoekTHMX Nponosuuin o AnbsiHey. Bectun obnik
noZaHnx Npono3unuin, BiANOBIAHNX NOBIAOMIEHb OO0 KOHKYPCIB NPOMO3NLLIN,
a TaKOX iHLWWOT 4ONMOMOrM Ha 3anuT.

KoHTpontoBaT cBoe4YacHe HafaHHS 3BiTiB rpaHTOOTPMMYyBadYamMu Ta
KOHCYNnbTaHTaMM Ta KOHTPOMOBATU JOTPUMAHHSA HUMW CTaHAAPTIB 3BITHOCTI
ArnbaHCY NpOTArom 3BITHOrO nepioay.

BpaTu yyacTb y HagaHHi NpakTUYHOI TEXHIYHOI AONOMOTIU
rpaHToOTpMMyBadaM AnbAHCY, BKITOYAKOYM HaBYaHHS, HACTaBHULTBO,
BUPIiLLEHHSA NpobneM, BU3HAYEHHS NofarnbLlUMX KOPUCHUX PECYPCIB |
MOHITOPUHI €(PEKTUBHOCTI rpaHTOOTPUMYBaYiB ASbSHCY.

BeneHHs1 Ta MOHITOPUHI cuctemu annis LWOOO MPOEKTY.

MepeknagaTtn NUCTYBaHHS, AOKYMEHTAaLi0 Ta iHLWWI BiANOBIgHI MaTepianu,
HeoOXigHI ANsl KOMaHOM NPOEKTY.

Opranizauia Ta KoopauHauis Bi3uTIB CNiBPOBITHMKIB KOMaHAM NPOEKTY Ta
30BHILLUHIX ekcnepTiB. [NigrotToBka nakeTy AOKYMEHTIB A5 Bi3UTIB
cniBpoBITHMKIB KOMaHAaM NPOEKTY Ta 30BHILLHIX eKCnepTiB BiANOBIAHO A0
npoueayp AnbsiHey.



e BeaeHHA Ta MOHITOPUHT CyBrpaHTOOTPMMYBaYiB Ta iHLWMX BigNoBigHMX 6a3
OaHnX.

e 306upatu Ta aHanisyBaTtu iHbopMmauito, HeobxigHy ansa poboTn komaHan
NPoeKTY.

e [oTyBaTu Ta 0OPOONATM AOKYMEHTU OS1S1 KOHCYIbTAHTIB KOMaHAM NPOEKTY,
OpraHisoByBaTu Ta KOHTPONOBATY BIiAMNOBIAHI NnaTexi.

AK nogatu 3asABKy: HagilWwniTb CBOE pe3loMe YKpaiHCbKOK Ta/abo aHrmincbKow
MOBOK | CynpoBiAHWMA NUCT YKpaiHCbKOW Ta/abo  aHrmiicbKo MOBOK Ha
vacancy@aph.org.ua

HasBa Temu nosigomneHHs mae mictutn «Project Assistant: HCT»

TepmiHn nogaHHA 3asABOK | NpoBeAeHHA Biabopy:
18 nuctonapa - 18 rpyaHsa 2024 p.

MoniTuka AnbsiHCY WOA0 NepcoHarny Ta KOHCYSbTaHTIB:

MixxHapoOHul 6naz2oditiHul ¢poHO «ArnbsHC 2pomMadcbKo20 300p08’I» rpazHe PieHUX
Moxxrnueocmedl i gimae 3asieku 8i0 rirodel 3 8i0rnoBIOHOK Kearsighikauyieto 3 ycix eepcme
cycniinbecmea. Ocobnueo 3aoxodyembcs M00aHHS 3asi80K  KearslighikogaHUMU
KaHOudamamu, ki Harexamb 00 KITHH08UX epyrn HacesieHHs1 abo € npedcmasHuUKamu
ypasnueux crifisHom, 30kpema xueyme 3 BIJ1/CHI[om.

MixxHapoOHul 6ria2o0itHulti poHO «AJbSIHC 2pomMadCbKo20 300p08’si» 3acmocogye
rnonimuky Hynb0og8oi mosiepaHmHocmi w000 ceKcyarbHOI eKkcrilyamauil, Hapyau 4u
JomMazcaHb ma roe’si3aHo20 3 HUMU 3/108XKUBaHHS 8/1a00k YU MO8HOBAXXEHHSIMU.
Ouikyembcsi, wo 8ci eidibpaHi kaHOudGamu OompumMysamuMymbeCs Hau8uUWUX
emuy4yHUX cmaHOapmie i MpoxodumumMymb repesipKy pekomeHoauiti ma pernymaujil.


mailto:vacancy@aph.org.ua

Vacancy Announcement

Position title: Project Assistant: HCT (HIV Care Treatment)
Unit: HCT (HIV Care Treatment)

Team: Program Optimization Research Team (PORT)
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: HCT (HIV Care
Treatment).

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

PURPOSE: to provide programmatic and administrative support as well as effective
general assistance to HIV Care and Treatment project team.

Job Specifications

Requirements:

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

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


http://www.aph.org.ua/

e As 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 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 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 Program manager: Treatment.

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

e Monitor submission of project proposals to the Alliance. Keep record on the
submitted proposals, relevant communications on Calls for Proposals as well
as other assistance upon request.

e Monitor timely submission of reports by the grantees and consultants and
control their compliance with the Alliance reporting standards throughout
reporting period.

e Take part in providing hands-on technical assistance to the Alliance grantees
including training, mentoring, problem solving, identification of further useful
resources, and monitoring of the performance of the Alliance grantees.

e Maintaining and monitoring filing system regarding the project.

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 external
experts. Prepare documents’ package for the visits of the project team staff
and external experts in accordance to the Alliance procedures.

e Maintain and monitor sub-grantees and other relevant databases.

e Collect and analyse information needed for the operation of the project team.

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



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: HCT»

Deadlines for submitting applications and selecting candidates:

November 18 - December 18, 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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