OronoweHHs Npo BiAdip NOCTINHOIO KOHCYSbTaHTa
Has3Ba poni koHcynbTaHTa: AcucteHT(-ka) npoekty: SUPRA

HDenaptameHT: NporpamHnin genaptTameHT
CraTtyc: [NoCTinHUIM KOHCYINbTaHT

IHhbopmauis npo opraHisauito:

MixxHapogHun 6narogiHmin oHL «AnbSHC rPOMaaCbKOro 340POB’si» Orosiowye
BiaKpMTMI BigOip Ha ponb KoHcyrnbTaHTa AcucTteHT(-Ka) npoekTy: SUPRA.

MixxHapogHun GnaroginHun goHa «AnbsHC rPOMaACbKOro 340pPOB’s» — MpOoBigHA
rpoMagcbka HenpmnbyTkoBa npodbeciiHa opraHisadisi, gka y cnisnpadi 3 Aep>XaBHUMMU
napTHepaMmm Ta opraHisauisMym rpoMagsaHCbKOro cycrnifieCTBa  34INCHIOE 3HAYHUN
BNNMB Ha nogonaHHsa enigemin BIJT/CHIQy, Ty6epkynbo3y, BipyCHUX renaTuTiB Ta
iHWKX couianbHO Hebes3neyHMx 3axBOploBaHb B YKpaiHi, LWMIAXOM HagaHHSA
griHaHCOBOT Ta TEXHIYHOT NIATPUMKM BigNOBIOHMM Nporpamam, AKi OXOnsoTb NoHas
300 T1C. npeacTaBHUKIB HANbiNbLL BPasnnBMX BEPCTB HACENEHHS, WO € HanBULLUM
nokasHukom y €sporni. 3apa3 komaHga AnbsHcy Hanivye noHag 150 npodbecioHanis,
AKi npautoloTb Y Knesi Ta iHWKX perioHax YKpaiHu.

[ns oTpymaHHsA goAaTKoBOI iHhopMaLii NPo opraHisauito, a TakoX il NporpamHy
OiNbHICTb Ta OronoLleHi no3uuii BigeiganTe Haw Beb-canT: hitp://www.aph.org.ua

Cneuundhikauis

BUMOTI'U:

e [locsig poboTu Ha BIANOBIAHIN Nocadi He MeHLe 2 pokiB (MiXkKHapogHa
opraHisauis 6yge nepesaroto).

e Bwuwa ocsita. BignosigHUN yHIBEpPCUTETCLKMIA CTYMiHb (OXOPOHa 340POB'S,
couianbHi Hayky, MeauumMHa TOLLO) € NIHOCOM.

e [lepeBaroto 6yage nonepeHi 4OCBIO 0POPMMIEHHA JOKYMEHTIB Ha
BiOPALKEHHS, NoYaTKoBUX (PIHAHCOBUX 3anuTiB, PiHAHCOBUX 3BITIB MPO
nposefeHi 3axoau; [ocBia 0PopMIIEHHA PIHAHCOBUX JOKYMEHTIB AN
npoBeAeHHs1 onnaTh NOCNYr KOHCYNbTAaHTIB;

e [lo6Gpe BONOAIHHA NMCbMOBO Ta PO3MOBHO YKPaiHCBKOK Ta aHrMiNCbKO
MOBaMMU.

e Bucokun piBeHb KOMM'IOTEPHOT rPAMOTHOCTI Ta BigMiHHI HABUYKWN OPYKY.
Hocsig po6otun 3 nporpamoto 1C ta Microsoft Excel 6yae nntocom.


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

e AHaniTuyHi 34ibHOCTI Ta yBara oo getanen. 34aTHICTb CaMOCTINHO
BUKOHYyBaTW NOCTaBIEHi 3aBAaHHs. 34aTHICTb BUKOHYBATUM XXOPCTKi Ta
YUCNEHHI AeananHun.

e [OTOBHICTb A0 BiAPSAKEHb NO BCi TEpUTOPIi YKpaiHW.

TEXHIYHE 3ABAAHHA

e OpraHi3sauiss AOKYyMeHTOO0biry B NpoeKTi, NigTPUMKa Ta MOHITOPUHI CUCTEMM
KapTOTEKN.

e [ligrotoBka nakeTy AOKYMEHTIB ANA OpraHi3auii 3axofiB NpoeKTy (TPEHIHMH,
cemiHapwu, poboui 3ycTpidi, eKCnepTHi rpynu, KOMICiT 3 po3rnsigay NPOEeKTHUX
npono3unuin, Kpyrmi ctonu Towo). KepyBaHHs AOKyMeHTOOBirom no 3aaxogax
(migroToBka Ta nogaya noricTUYHMUX 3asBOK; KOOpAUHALIA 3anpoLUEeHHA Ta
BiAGOpy y4yacHuUKIB, NiAroTOBKa CMNUCKY y4acCHUKIB 3 BigNOBIAHO
iHbopMauieto; NiAroToBKa NakeTy AOKYMEHTIB ANA NIOMNCTUYHUX NNaTexiB;
NiaroToBKa iH(pOpPMaLiNHMX Ta Npe3eHTauinHnX MaTepianis; 30ip, aHani3 Ta
y3arasnibHeHHS BiArykiB y4acHuKIB No 3axoaax, sKwo notpibHo. OdopmneHHs
NiZACYMKOBOrO 3BiTY 3 BUCHOBKaMU Ta pekoMeHgauigaMum rno 3axony, a Takox
nakeTy AOKYMEHTIB A4f1s1 OCTaTOYHOI onnaTu, AOKYMEHTYBaHHSA 3axoay (doTo,
NPOTOKOJT TOLLO), MOHITOPUHT 3axo4y, SKLLO Lie BUMaraeTbCcs
KoopAuHaTtopamu nporpamm abo KepiBHMKaMu nporpam.

e bpaTtu yyacTb y NigroToBLi TPEHiHriB, ceMiHapiB Ta pobounx 3ycTpiyven,
aornomaraTti nig Yac NpoBeAEHHS TPEHIHTIB.

e KoHTpontoBaTu nogayy NPOEKTHMX Npono3uuin 0o AnbsaHcy. Bectn obnik
noZaHnx Npono3unuin, BiANOBIAHNX NOBIAOMMNEHb OO0 KOHKYPCIB NPOMNO3ULLIN,
a TaKoX iHLIOI JONOMOrM Ha 3anuT.

e KoHTpontoBaTK CBOEYACHE NOAAHHSA 3BiTiB rpaHTOOTpPUMyBayYaMu Ta
KOHTPONOBATM NPOrpamMHy BiANOBIAHICTb CTaH4apTaM 3BITHOCTI AnbsiHCY
NPOTAroM 3BITHOrO nepioay.

e bpaTu yyacTb y HagaHHi NPaKTUYHOI TEXHIYHOI 4ONOMOrU
rPaHTOOTPMMYyBaYaM i KOHCyNbTaHTaM ANbSHCY, BKAOYAOYM HaBYaHHS,
HaCTaBHULUTBO, BUPILLEHHS NpobrieM, BU3HAYEHHS NoAanblUMX KOPUCHUX
pecypciB i MOHITOPUHI €(PEKTUBHOCTI FPAHTOOTPUMYBAUYIB | KOHCYbTaHTIB
AnbgaHcy.

e 3abeaneveHHsa JOCNIAHNLBKNX MangaHuYunKiB HEOOXiAHMMM pecypcamm
(naneposi hopmu, BUTpaTHI MaTepianu Towo). KOHTPOosb 3a BUKOPUCTAHHAM
pecypciB Ha HAayKOBO-AOCIIOHMX OiNAHKaX.

e [lepeknagatu NUCTyBaHHSA, JOKYMEHTALUIIO Ta iHLWI BiANOBIAHI MaTepianu,
HeoOXiaHi NSt KOMaHaW NPOEKTY.



e OpraHizauia Ta KoopamHauis Bi3uTIB CNiBPOOITHUKIB KOMaHAN NPOEKTY Ta
30BHiLLHIX ekcnepTiB. [0TyBaTK NakeT 4OKYMEHTIB ANs Bi3WTIB CNiBPOBITHUKIB
KOMaHAM NPOEKTY Ta 30BHILLHIX ekcrnepTiB Bi4NOBIiAHO 40 npouenyp ArbsHCY.

e BepgeHHA Ta MOHITOPUHT cyBrpaHTOOTPUMYBaiB Ta iHLWMX BignosigHMx 6a3
OaHnX.

e 36upaTun Ta aHanidyBaTu iHpopmauito, HeobxigHy Anst poboTK KOMaHaW
NPOoeKTY.

e [oTyBaTu Ta 06pOGNAATM AOKYMEHTU AN KOHCYNbTAHTIB KOMaHAN NPOEKTY,
OpraHi3oByBaTV Ta KOHTPONIOBATN CBOEYACHY NnoJady 3BiTiB Ta BiAMNOBIOHI
nnaTexi.

e [locTinHO BOOCKOHanNBaTK NPodecCinHi Ta 0COBUCTI HAaBUYKK, LLLO CTOCYOTHCA
poboTKn, 3a 4ONOMOIOK CaMoNiAroTOBKM Ta KypCiB KOPNOPaTUBHOIO HaBYaHHS.

e BukoHyBaTu iHWIi 06rpyHTOBaHI Ta NOB’A3aHi 3aBAaHHSA, BU3HAYeHi
KoopAnHaTopaMmn NpoeKkTy Ta 3acTYMHMKOM BUKOHaBYOro AnpeKTopa
(nporpamu), HeoOGXigHi 4Ns ycnilWHOT AisinbHOCTI NPOEKTY Ta Bigainy sk
HeoOXiaHi 4N BUKOHAHHS CTpaTeriyHuX uinen.

AK nopgatu 3aABKY: HagiwniTb CBOE pe3lOMe YKpalHCbKOW Ta/abo aHrniicbKoro
MOBOK | CynpoBiOHUM §UCT YKpaiHCbkok Ta/abo aHrMINCbKOK MOBOK Ha
vacancy@aph.org.ua

HasBa Temu noBigomMneHHs mae Mictutn «Project Assistant: SUPRA»

TepMmiHn nogaHHA 3asABOK | NpoBeAeHHA Bigbopy:
18 nuctonapa - 18 rpyansn 2024 p.

lMonimuka AnbsiHcy w000 nepcoHasly ma KOHCyJsibmaHmie:

MixxHapodHull 6ra2oditiHuti poHO «AnbsSIHC 2poMadcbKo20 300P08 Ty npazHe PieHUX
Moxxrnueocmel i eimae 3asieku 8i0 r1ro0ell 3 8i0rnoBIOHO Kearighikauieto 3 ycix eepcme
cycrniinbcmea. Ocobnueo 3aoxodyembcsi MNoOaHHS 3asi80K  KearslighikosaHUMU
KaHOudamamu, SKi Hanexamb 00 KITlH08UX epyrn HacereHHs1 abo € npedcmasHuUKamu
ypasnueux crifisHom, 30kpema xueyme 3 BIJI/CHI[om.

MixxHapoOHul 6ria2o0itiHuti poHO «ArbsSHC 2poMaldCbKo20 300p08’s1» 3acmocosye
rnonimuky Hynb080I mosiepaHmMHoOCcMi wWo00 CeKCyarnbHOI eKcrilyamauil, Hapyau 4u
JomMaecaHb ma roe’si3aHo20 3 HUMU 3/108XKU8aHHS 8/1a00K YU MO8HOBAXXEHHSIMU.
Ouikyembcsi, wo a&ci e8idibpaHi kaHOudamu OompumMysamuMymbsCsi Hausuuwux
emuy4yHUX cmaHOapmie i MpoxodumumMymb repesipKy pekomeHoauiti ma perymaujil.


mailto:vacancy@aph.org.ua

CONSULTANCY ANNOUNCEMENT

Consultancy position title: Project Assistant: SUPRA

Department: Program Department
Status: HR Consultant

Information about organization:

The International Charitable Foundation 'Alliance for Public Health' (APH) announces
external recruitment to fill the role of consultancy of Project Assistant: SUPRA

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

REQUIREMENTS:

Minimum 2 year working experience on the relevant position (within an
international organization will be an advantage).

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

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;

Good command of written and spoken Ukrainian and English.

High level of computer literacy and excellent typing skills. Experience with 1C
program and Microsoft Excel will be a plus.

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

Willingness to take business trips throughout the territory of Ukraine.


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

SERVICES AND RESPONSIBILITIES:

Organize circulation of documents in project, maintain and monitor filing
system.

Prepare package of documents for organization of the project events
(trainings, workshops, working meetings, expert groups, project proposals
review committees, round tables etc.). 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; preparing of
informational and presentation materials; gathering, analysing and
generalizing participants’ feedback on events if required. Completing final
report with conclusions and recommendations 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 coordinators or
Program Managers.

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

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.

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

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

Providing research sites with necessary resources (paper forms,
consumables, etc.). Control over the use of resources at research sites.
Translate correspondence, documentation and other relevant materials
needed for the project team.

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.

Maintain and monitor sub-grantees and other relevant databases.

Collect and analyse information needed for the operation of the project team.
Prepare and process documents for the project team consultants, arrange
and monitor timely submission of reports and relevant payments.
Continuously improve professional and personal skills relevant to the job
through self-training andcorporate training courses.

Undertake other reasonable and related tasks identified by the Project
Coordinators and Deputy Executive Director (Program) required for the
successful activity of the project and the department as necessary for the
fulfilment 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: SUPRA»

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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