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FLASH VACANCY NOTICE
OFFICE OF THE UNHCR BRANCH OFFICE IN KENYA

E X T E R N A L  V A C A N C Y    N O T I C E

JOB DESCRIPTION

EVN/KEN/IDP/08/005
Functional Title:

Snr. Community Services Clerk
Position No:


Temporary Assistance (TA)
Location:


Kisumu, Kenya
Date of Entry of Duty:
ASAP
Duration:


Initially for 3 months

Grade and Level:

GL5 

Closing Date:


25 January 2008
1. Duties and Responsibilities

Under the direct supervision of the Protection Officer and overall supervision of the Head of Field Office, the incumbent will perform the following duties:

(i) Identify, using a participatory approach, IDPs with special needs, in particular women and girls, including survivors of sexual and gender based violence, children and adolescents, persons with disabilities and persons with HIV/AIDS;
(ii) Provide counselling, referral and protection services to the IDPs identified as having specific needs; provide counselling to IDPs to facilitate finding solutions for individuals and communities;
(iii) Ensure that referral to other agencies and services corresponds to the genuine needs of the IDPs seeking assistance and is conducted in accordance to the guidelines and procedures agreed with agencies concerned;
(iv) Liaise with operational partners to ensure effective coordination of the referral and counselling services offered to IDPs and affected persons;
(v) Ensure that IDPs receive appropriate medical care;

(vi) Maintain comprehensive records of individual IDP cases received and of referral and counselling services provided;
(vii) Draft reports on incidents involving individual IDP cases;

(viii) Perform other duties as required.
2. Qualifications:

Knowledge & Skills: Completion of secondary education, a diploma in Sociology, Social Work, Education or a closely related field
Experience:
At least five years of previous work experience, with one year in the same functional area.
Language:
Fluency in English and Kiswahili is essential.  

___________________________________________________________________________
Candidates who wish to be considered should submit their applications to The Secretary, Appointments, Postings and Promotion Committee (APPC), Human Resources Section, Branch Office, Nairobi or by Email to Kenna@unhcr.org  Please quote reference: EVN/KEN/IDP/08/005
Candidates must complete a Personal History Form (P.11) available at the UNHCR offices in Nairobi and Field Offices in Dadaab and Kakuma.  
IMPORTANT:
CANDIDATES MUST INDICATE THE LOCATION OF THE POSITION APPLIED FOR.  ONLY THOSE CANDIDATES WHO ARE SHORT-LISTED WILL BE CONTACTED.  
LATE APPLICATIONS WILL NOT BE CONSIDERED.
QUALIFIED FEMALE CANDIDATES ARE ENCOURAGED TO APPLY.
Nairobi, 18 January 2008
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