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Name of (lonrponcnt: (lonrmunity llesilicncc'[hrough Locally Led Inclusivc r\daptation in CII'l'
(-.oItLL-\ of Iiltlll)-('l I'l' I'ro

;
ndcr supervision of the District OfllcerCoRlIA and

Lidancc ol'thc Progranrnre Olllcer- M&E o1'UNDI'] thc

onitoring & llcporting Ofl'iccr rvill be rcsl;orrsible ti;r
tclnal rnorritoling ol'all lrcld l*el activitics ol (loRI-[A

ornpone nt. S/he u ill llso be rcsponsible lbr cstirblishinlr

nraintaining an r'flectilc nronitoling and rc;rorting

stcrn fi)r the l)ro.iect. 
-l hc M&RO u'ill ensurc thc tinrell

llcction. enallsis, iind dissenrination ol'pxr-jcct data lo

suppolt pro.ject rnanagernent, decision-making. and

succcsstirI achievcrnent ol pro.icct goals. S/hc *'iII lrcllirlnr
lbllou'ing responsibilities:

e krp and irnplement a N4onitoring & E,r'irluation (M&E)

ll'anrcrlork fbr the plo.ject. aligne d with rhe prri ject lrotls.
tllllcctir cs. urd indie uttlrs.

Dcsigrr data collcetion tools aud rre thodologies. includirrlr

rve1,s. intcrvieu,s. and lleld data collectiorr tcchniques.

the oollection olquantitative and clualitatir,e data

to projeot activities, outpLlts, and ontconres.

lunugc antl analyze collectcd data rrsirrg irltpropriate

I

POSn-ION IrEQI llREi\rEN'r'S IiEY It]iSI'ONSI III LIl'IES

I ) istrict
Ol'ficer-

Cot{t-lA (l
position )

Masters in

Errvirorrnrental

M anagenren t/stud ies/sc ien ce/Soc i

al Science /Agricultural Sciences

/Disaster Managernent or any

other relevant fleld tionr a

reputed university.

Mininrunr 5 l ears' rvorking
expcrienccs in Conrnrunitl'
Clinrate I(esilrence l'roject or
Livel ihood dcvclopnrcnt ot'

cornrlunitics vulncllrblc clrrc tcr

Clinratc Cllrange ctc.

[inder the supcrvision of FIill District Council (tlDC) anJ

closc collaboration r.vith ERRD-CI-lT Pro.ject, IINDP the

incurrbent s,ill be the tbcal persott in inrplententing the

CoRLIA activities to be implemcnted by the HDC. -l 
hese

include but not limited to planning. coordination.

nranagelnent of trainings. se lcction oi conrmunities/PDCs.

tbrmalion o1'WCRC, supelvise and appraise project

personne I under HDC and nronitor project actilities. -l'he

person rvill keep liaison s,ith I'O-Clinrate- C)hangc. PO-

Livelihoods, District FFS Otflcer. I)istrict I'roject
I nrplcnrentation Analyst and t.l paz i la Faci I itator o f' I jRI{D-

CI I'f l']ro.icct. tJNDI'. Sihc u'illact as fbcal pointolllD('lirr
rnartaging Lctter ol.Aglccrncnts (l.oA) on CoRI-lA. S/he rvill
be lesponsible to lead the teanr (8-9 persons) urrder []DC.
S/he will be based at District rvith spending {iequcnt time fbr
llultl visits othe r than planning. budgcting. inrplr:rncnting.

coordinatinu. rcportinlr and adurnistrativc proccdures. S/hr:

tr ill hale t() e nsurc clualitl during irlplerncntation in

cornpliuncc ri ith EITRI)-CI I I'. UNDI' gLridclincs.

IVlonitoring &
Reporting

Otilce r-

CoRLIT\ (01)

Mastels in

Statistics/Econonr icsi Social/Po I iti

cal Science/ Agricultiral
Science/Developrrrent Studies or

any other lelevant tleld fiorn a

reputcd LIniversitr,.

Mininrunr 3 1'cars' expericnce as

M&E Ullicc' irr the Ilcltl ol

N4onitoring & Evtluirtion lbr a

cler cltrprncnt projr:ct:

Dernonstrated expclience in data

collection. analvsis" and

rcporting.

Strrrng trndcrstiurd irrlt oi' clirnatc

changc issucs enrl pro.jcct

lnanaS.emcnt principles.

Excellent conrnrurrication,

writing, and presentation skills.

I)roliciencf in drta rranagernent

rnd anall'sis solil,are (c.g.. MIS

llxccl. SI'SS).
soliu'ulc and statistical rncthods

l
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POSIl'ION

Abilitl' to work independcntly

and as part ol a teaur.

Experience u,orking in a

developing countr)' context
(desi rable ).

'lechnical

Ofllcer-
CoRLIA/Com

nrun ity

Resilience ( I

position)

Masters in

Environmental

Managerlent/studies/science/Soci

al Science /Agricultural Sciences

/Disastcr Mirnagerncnt or attl

0thsr rclevant lleld tiont a

reputed university.

Minirrurn 3 years' working

experiences as tcchnical ollcer in

Conrnrunitv Clintate Resilience

Pro.ject ol l.ivclihood
devcloptnetrt ol' contntttnities

vulnerable due to Clirttate Change

etc.

2

RF.Qt[ Ir Et I].Nt-S lil.\ lillSI'O\Sl BILIl II-S

alc regrtlar progress reports (nronthll'. cluarterll

nually) on ploject irnplenrentation. including kev

ievcnrents. challenges. and corrective actions.

are technical reports. as required. on specitic aspects ol'
he pnrjcct. including tiata anall'sis arrd Iinclings.

iaisc u'ith project stalicholders. ilrcltrtliltll stlll. pattners.

beneflciaries. to facilitate data collection and cnsure

ct oornpliance with reporting recluiremcnts.

ibute to thc dcvelopnrent ot'project oorrimunicatiorr

atelials (e.g." reports. presentations) to shorvcase pro.ject

and inrpacts,

airrtairr a conrplehensive pltljcct knorvledge nrarragenrent

stenr to docunrenl lcssnns lcarncd ancl best practiccs.

tay up-to-date on relevant clinratc charrge issucs.

onitorirrg & evaluation nre thodologies. irnd rcporting

e ri'ill bc baseci at district rvith ficqucnt nronitoring r,'isits

fleld other than data analysis and reporting. S/he rvill hale

du,elop the capacity of'thc project slafls in tlre area of'

&ll and take lead rvith guiclance fl'om his/hcr supervisor.

will havc to extcnd his/hcr support to othcr tcanl

ernbers in organizing training, uorkshop ctc. S/he ra'ill

)' capture case studies. photos and share. S/hs will
pport or tal<e Icad in thc district during pcriodie lcsult

ssurcnt. conduct FGDs as required by the projcct. S/he

ill pcrltrrnr any other duties/assignnicnts as and uhen

h1' thc pro.jccl

dcr tlre supcn'ision of [)isLrict Otjicer-Coltl IA arrd closc

llaboration rr,ith I)istrict l'r'oject Inrplcnruntation u\nall st.

la Facilitator olF.RRD-CI'lT Project. t INDP in the

istrict thc incurnbcnt rvill be providing tcchnical supports to

Irc tcarrr rn irnple nrenting thc ('oRl.l,,\ rrctivitits. 'l'lresc

nclude but arc not lilnited to plarrnirrg. coordinatit:rtt.

irnagenrcnt o t' train ing. sclsction o f' conrntun iticsil'[)Cs.

rnration ol'\\/CI{C and tnonitoling ptoject activitics. 'l hc

rson ri ill keep lirrison rvith I'O-Clinrate (iharrgr;. District

O l-llcer, I'O-Livcl ihoods. o f' LI{ RD-CIJ I- l'ro.icct.

S/he rvill ar:t as technical person ol II[)C lbr

ve loping dillcrcnt tlaining rlodulcs. tnatcrials. callacitl'

rclupnrcnt ol WCttC. []nion l'trlishad nlctltturs (1outh an

rronre n). crchangc r isits. organizing dif't'ercnt trainirrgs and

orkslrops. S/lte u'ill bc bascd at [)istrict rvith spentling

licqLrent tinre firr lrcld visits other than planrlinlt. budgetirr;1,

inrple mcnting. coordinating, t'cporting. S/hs rvill have to

pelr ise L)paz ill Cornnurnitl l{csiliencc [-acilitittors attd

I



POSITION lllr.QI II{EIIIIN'l'S

Local I{esilience Facilitakrrs in lhe tc'arn. S/hc u ill havc ro

ensure quality clurirrg irlplenrcntiltion rind achicr ing results

in corlpliance t'ith Flltl{t)-('ll'f. t INl)I'] guide lines.

S/hc uill perlirrrn anv othcr dutics/assignrnents as anrl uhr:rr

rcquircd br tlrc project.

Upazila

Cornnruuity

Rcsi I icnce

l--ac ilitators

(4 in BBN. 4 in

KHG and 5 in

RGT)

Minirnum Graduate.

Minirluni 3 i'ears' cxpcrience

rvith NGOs as Cornrnunit)'

fjacilitator ol nrobiIiscr or

orgauizcr. or sirl ilar positiorr iu

releYant projccts.

S/lre rrust [re perrnanent resident

tiom the local ityfu nionfu pazila.

Must be able to physically move

in renrote areas.

3

I( EY I{I],SI'ONSI T}II,ITII.]S

nder the supervision ol' l'echn ical Of'ficcr-Coltl-IA and

ring and Reporting Otlrcer o1'l{I)Cl and olcrall
rv is ion oi' I)istrict O t'l iccr-C'oll L I A s/hc *,i I I be

nsitrlc lbr:

- Prepaling i illagc prolilc:

- Organizing. rnobilizing thc targeted conrrnurritics:

- Social nrap. resource rnap:

- Support fbrmation olWomen led Clirnate Resilience

Cornrnitl.ee (WCRC);

- tsuild capacity ol.WCRC as per project ncetl:

- Conduct difli'rent awaleness laising sessions at

cotntrtuttitl'lcvcl:
- Suppolt to organize nronthly mcetings arrri rnaintain

nreeting Icsolutions;

- Supporl WCRC to conduct Community Climate

Vulnerability Assessnrent (C(lVA):

- Suppolt C[{C to prepare Local Ilesilience I)lans ([-RPs)

and project proposals lbllorving the priolitizcd actions:

- I)rirrarl' drta collectionl

- Coortlinatiorr witlr othcr contponsnts 0t'l lt)(' (\\r(it:ll:.
l-oCIC):

- Liaison and lirrkage building u'ith Union ['arisltads.

Traditional institutions, GoB line departrnertts etc.

- Organisc conrtrtunitics lirr di(f elcrrt visitors lo shorv

projcct activities/results:

- Participate in Binronthly UDCC rleetings and necessatl'

support fbr WCRC proposals and need:

- S/he s'ill support L.l{F at his/hcr \\'orkinll arca to perlirrrn

his/lrer duties as pcr project guidanceirrccds.

-S C AL-() idcntillcation attd tilt ro n

I
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- Sulrport ('ornrnunities l.o inrplenrcnt cornrlunit1' Clirnate

IlcsiIicnce building pro.iects ancl docurnentation.

- S/hu u ill perlbrnr art other tluticsi assignrrents as an(l

s lre rr re quilcri h) tlrc Ir',riee t.

ndcr supcrvision ol'District Olliccr -Coltl-lA & Accourrts
of'l lDC and technical guidancc of'Iiinancc and

ccorrnts O1'licr'r'ol'l:l(l{D-Cll l. UNI)l'. thc Financc &
dnrin Olliccr l ill bc rcsponsiblc firr:

I,'inancc:

S/he will support Disttict Ot'tlcer-CoRLIA tbr
component's budget delivery. tund request. cxpenditure
reports, ljnancial repofls, audit etc.
Process accounts payable and receivablc in a timely and

accurate ntanner.

Maintain genclal ledger and cnsure accuratc llnancial
rcCOrtlS.

['rcpalc linarrcial rcports (c.g.. balance shccts. in0onrc

statcnrcnts. cash llow' statuncnts) accoldirrg to
established deadlines.
Assist with budgeting arrd lbrccasting lcti\ itics.
Liaise with auditors during external audits.
Ensure adherence to all tlnancial regulations arrd

policies.

Adnr in istration:
. Manage ol}'icc sr.rpplics and cclr.ripnrent irrvcrrtory.
r ('otrldirtale trin cl itlliurglenrents and logistics tirr stirll.
. I)roridc lrerrcral adrninistratilcsul)pnrt. irrclLrdirrg lilrrr*

colrcsponticrtcc. anci scltcdul ing.
t Manage pctty cash and o{Iice expenses.

Assist with hunran resorrrce functions as needcd (e.g

onboarding. leave managernent).

Maintain a prolessional and organized rvolk
environnrent.
rvill perlorrn any other duties/assignments as and when

lcd bv the pro.iect.

I'ositions under HDCs under Col{LIA component:

r' District Officer - Col{LIr\ ( l)
,/ Technical OtUcer- CoR[,lA/(]omrnunit)' Resilience ( I )

/ Monitoring and Reporting Olilce r (l)
/ lJpazila Cotnrnunity Resiliencc l'-acilitators-'l in KII(i
/ Finance and Adnrin Ot'llccr ( | )

POSITION IIIIQUIIIENENTS K T]\' ITESI'ONSIItI LITI},S

in Ol'fiocr
0t)

& ucational Background:

lor's clcgrcc in accounting.

inistration- Corrrrnerce. or zr

rnur.n 3 1,ears' practical
perience rvorking in relevant
rlcVproject.

erpericnce rvorliing on

inrilar pro.jccts l'ith a

nrorrstratrll strccesslbl track

is strorrgly pre fi:rred

. Business

llc ld

ork Expcrience

l'



JOts DIiSCRIPT'ION OT I(E\' S1',\FF'S
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Nantc ol'('onrponent: \\'ontrn and Girls l'lntpolcrmcnt through lnclusivc F.ducation in ('ll'l (\\'(;UIE)
ol' l,llLltl)-CI l'1, L'\' DP

l(tlY ltl:.SI'O\SI tll t.l1'lllS

nder the supen'ision of Hill District Council (FIDC') and

stucll' fiom a rcl.rutcd

close collaboration rvith ERRD-CHT Project. LINI)P the
District Ofllcsr'-WCEIE will be the key person in
inrplcrnenting the GAC funded "Women and Girls
Ernpos,erment through Inclusive Llducation in CHT"
corlrponcnt activities to be irnplenrented b1' tlrc tlDC. I-he

incunrbent will lead the conrponerrt tctivrties li,ith orerall
technical guidance tiom EI{Il.D-L-ll l. UNDP stafls. flrt'se
includc but are not linlited to planning. budgeting.
implenrentation, coordination, nranagenrcnt, stat't'
supervision, technical support, monitoring and reporting ol
WGITIE intr'rvcntions. S/he rvill pcrlornr fbllorvirrg
rcsponsibilities:
[)ar -to-tlar ofllce adnrirristrati()n and coordinntiorr.
Supllr"rlt lo rrlgarrizc/eouduct nrcctings. trainings.
sorkshops. day obscnations. rcsult assessnrents. nccd

asscsslncnts. studies/F(i [)s/l( I I s eLc.

I:le ilitate propcr c'lcclion ol schools/cdu(ational
i nstitut ion s.

tirlnration olMothers' Clubs. projcct planned support t()

schools/cclucational institutions such as: MMU lacilities.
clrssroonr renovation, wate l fircilitl'. sirtgle se x krilt:1s,

teachcls capacity cleveloprrent. support to poor girl
st'.rdints. [roarding f acilitl . sale space Ior ltills irt

\\'orli lrxpcrirucc:

1

i

Educational 13lc ligrounr.l :

Mlslcrs clcgree in (lcvqlol)nlcilt studies

or Social Scienccs or Alts. or anl'

ct Oltlcer'

rclevant flcld ol
utr lvctsr ty

A nrininrur.rr of'5 ),ears' expenence

'uvorking on devclol)tnent p|ojects, rn thc

educatiorr scctor. or on edncation-relatcd
pro.lccts.

l

l'rior expe liertcu wolking on sintilar

nroiects with a dcrronstrahly successltrl

track lccortl is sl.rongly prclcrri'tl.

[]rlueational ll:rcltllrotl nd

r's degrec iu

ist ics/F-cononr ics/Social Scierrcci
Dcvelopnrent Stirdies or any othiJr

relevant ficld o1'study ti-om a replttctl
LJ n i vc rs it1'.

hools/college. non-N'[PO schools' grirdurtion tou,ards
PO status. rnid-tlll, rneal suppolt to se lcctctl schools.

aetivities i nclr.rd in g- support [o lcl.u ocluctivc hca I th

, lirr 5tirl sludcnt. corrrrluuiclrtion antl lisibilrtr,.
;rlion with victim support ce nter (VSC) and t,the r

icvant stake holders/ institutions, support to GVB r iutirns

c..

rvill sLrpervise and appraise proiect pr:rsonnsl tutder'

JI)(' (fl telrnr of'9- l() personncls) and rttortitor projccl
'l'he pelsorr uill kccp liaison riith l)istrrt:t

Irrl,lcnrentatiorr,\rtallst. [;ducatiort OlllcL:r. l'()-
l\'l&lr ol t;lLl{D-Cll l- l'ro.1e ct. I ri.v[)l) rvorking u'ithirr thc

]district. S/hc ilill act as lircrl point ollllXl fitr tnarril;lrttg
[.cttcl o1 ,\grccnle nts (Lo { ) Lrrr \\'(il:ll: e ()lllpol]crrl

lincluding firncl request, expcrrdittrlc/linattc ial lepot ls. itssct

lnlltrragcrtrr:nt. t'egttlar tcptltts (nlonthll'. tlttat'tcrl1'. attttultl

and coniplctiott). S/he rvill be bascd at [)istrict u'ith

slrc'rrdi:rg. ticclucttt tirne lirr llcld visiLs othet thitn pliirlt:irtr'..

budgttinlr. inrplctncnting. coordinatinlt. r'cpot'ling ltttd

aclnrirristratile plocedtttcs. S/hc rvill Itave to ensttre qualitl

dcIivclr durin1t pro-lcct itrtltletttentatiotr in cont1llilrrree rvith

Rt{t)-r'll-f. uNl)1, idc li
ludcr supervision ot-(hc District OI'ficcr- W(-il:.lI: and
'chnical guirlanoo ol tltc Proglatntttc Olllce r-N4&[i,rl'
I{ltl)-Ctl'l'. LINI)I']. thc i\'lonitoling & I{cporting

ccr uill bc responsi[rle li)r int0rnal planning.

itoring and rcportinLl ol all tlcld lcvcl rtctivitics ol'tltc
.,\t lurrdcd W(ilrl l:. corlrllonunt. S/lrc rt'ill also bu

l r)

I position)

g, ie ne

POSI.l'rON\S IlEQtrll{1.\llrNl S

onitorirrg &
ing Of'liccr

I position)

rc sible lbr- collcr:tirtg tkrla liotrt ( j nlzila. artalr ze dula

)

I



t,ost'llo\\s

A nrininrunr ot'3 years' experience as

]Vae Offi.e, in thc field ot'Monitoring
]& lrvaluation.

Prior cxpcrierrce urrrl<ing on sinrilar
p|ojects u ith a denronstrabN successful

itrack record is str-ongl1' pre fcrrccl

ork Erperiencc

\\'orl< I!tpcricncc:
A nrinimurn ol3 years'exlrerience
s orking orr dcvcloprrrerrt projects. irr

gender, u'clnrerl empolvermcnt.
e tlrrcllion scct\)r. or'ort c(lucu(iorl -

lrclatcd Projccts.

I'rirlr cxpelicncc rvorliittg nn sirttilrtr
projccts rt ith ir d.Jnrotrstlab11 sLrcccsslirl

track record is stlunlrll prefilrcd.

tiI.\, R t.sPo\stBt l.l'l l[.s

rutl plcpale dill'ercnt lcporls. S/hc rvrll hc lrusctl rrr the

u,ith fiequent nronitoring visits to lield othcr than
analysis and reporting. S/he rvill have to develop

pacity of'the project stallis in the area of'M&E. reporting
nd take lead with guidance liorn his/her supervisor. S/hc

ll havc to cxtencl his/hcr support to other [carrr rre rnt'rr'rs

in olganizing trairring. lorkshop r:tc. Silrc n,ill rcgularl)
pture case studics. photos and share. S/he will suppolt to

preparc regular nronthl1 /cluarterll',/arrnuaI rcports lirr tlrc
projcct, S/he riill support or takc lead irr thu district Juring
peliodic rcsult assessrlcnt. corrrluct F(il)s. KIIs as

requiled bi, the projcct. S/he rvill pcrlirrnr any other
'assignrlents as and rvhen required hy the plo.jeu't.

rrdcr the supcrr'ision ol'[)istrict ()l'fie cr' \\'Cil;lI: oI'
onrtn lntl (iirls l;,nrporrcrnrcrrt througlr Inclusir e

l.ld ucat ion in ( ll l'l' (\\'(; lal 1,. ) c()n'r pondnl iurd c losc

laboration u'ith District ['ro je ct lrnplrrncntation .\rralr st

d []rlucirtion Oll'iccr ol'I;llllD-('ll l. tjNl)l'. tlrc

irrcurrrtrcrrt ((;l[,O) u ill be pror' itlinB tcchnrcul sr.]pl)i)r'ts tr)

lgrrolirrrndll'. Sr'hc ri ill u'trrk in thr tuarrr mJ e \te n11 sul)llort.

Ito It1&t- ()llicer. Upazila I:tlucatiorr IjaeiIitators.

lconsultant (civil errgineers) or lelcvarrt stafl. Finuncc turd

lAccounts Ottlcel e tc. S/he u ill act as lir(:al point ()l lllXl
llirr tlcrclopirrg dillcrcrrt lraining rntrJulL's. nratcliuls.
lc,tprciti, clevc lopnrcnt o t' \\' (i tll F- c{)nrpr)nurt. ctl ucat ion:t l

insl itut iorrs. orlrirn izing. cl i l'lcrcnt trzri tt i rt gs ancl u'orkshttps.
S,'hc \\'ill bc buscd at I)isLrict u iLh spr'rrdirrg I'r'c11ur:nl titttc
lbr llcltl i'isits othul thirn plarrninlr^ bLrtiue tirrlr.

inrplcnrcrrting. coortlinirting.. rcl)ortilril. Slhc u'ill har c tLr

sLrpcr'r rsc tJpazila L:rlucatiorr liucilitirlors lrrrtl l{l I( \\ r r:r

thc tuam. S/he rvill have to ensurc (icnde r equit-v. cqLr;rlitl .

inclusivencss in thc cducatiorl scctor ilr ('l l'l- lirllor'virrlr thc
(-iendcr Stlalcltyilargets. S/he ivill llrve to cnsurc cprrlitl
during irnplernentrrtion ancl achicving rcsults in

compiiarrcc ivitlr I:ltRD-CI l'l'. t.iNI)P guitlelines.

Sr'hu \\,ill har"e to pelfirlnl an\,othcl tluticsiassiqnnrcnts ils

lultJ tt ltcrr lctluirc,l [l thc pr rrlce l.

IJncler the orelalI sLrpclvision ol I)istlicl ()llicer-\\'(il.II
te:chrricaI guidancc ol'Cender & Inclusire l:ducation

ItrcI the incunrbcrrt (llpazila liducttion l'acilitltor)
ll bc rcsporrsiblc lbr:

- [)rcparing educational prolilc:
- O|garrizirrg. ntohilizirrg the targcterl sturjcnts. teache rs

tttotlterr' c lLtlr tttclttl,e;s & !()l1pl,.1t il tc):

t{LQlrIRE\tEN-ts

dcr & lnclusive
O lilccr

GllrO) (l position)
a

pazila I:ducation irrinrunr (i t a!liiilte
litator (4 in

h aglachari) Minimum 3 years' erperience r.rith
CiOs as C'onrrtrunitl, F'aci I itator t,r

f:rrch I i]lr *'ill
2-3 upazilas irr

iser ol orilrnizcr. or sintilar'
irr rclcr urrt pnr.je cts.

nrlrs( bc l)ctntalllcnt rcsiLlent fiorn
d i stri ct.

locali /ttrriti,r. If no

2

Blc ligrr-ru nd:

ft*/
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candidale s/he nrust be tiom nealby
LInion in the IJpazila. Must be able ttr

physically' rnove in rorrote are as.

Priol expericnce uorkirrg urr sinrilar
projccts ri'ith a rlcrtlonstrahlr sucqcsslirl
track rccortl is stronltli prelcrrctl

- Assist to prepare social rnap. resourcc rrap:
- Support tbrnration ol'Mothers' Club:
- Build capacir.v ot bencllciaries ol'\\'onrcn anrl (lirls

[)mporvcrnrent through I nclusive l.,rlucation in
( lI'l' cornponunt i.ls pcr project nccdt

- ('onduct rlillcrcnt a\\'itrcncss raising sussions rt
schools r cornnrunitl lcr cl:

- Support to organizing rnonthlv nleetings and rnaintain
nlecting resolutions;

- Support to provide legal aid to GVB victirns & other
fac i I ities:

- Manage Salb spaces or girls at school/college;
- Collect primary data fionr tleldsl
- Olganise communitics fbr ditlerent visitcrrs to slror.r

plojcct activities/resultsl
- Palticipatc- in [Jirlurrtlrll I tl)C](l rneetings and.

- Org.an ize dill'erent a\\ areness raisin g nrogranrs/dil\
o [rse lvation s;

- Support to organizc RHCWs tbr conducting trairring
and other activities:

- I)ertbrrr any other duties/assignments as and whcn
rcquircd b1, thc pro.jcct.

tIndcr supervision ol'[)istrict Olf]ccr -W(i[]lll &
;\ccounls Ol'llccr ol ll[)(' artd tcchriical gtridarrcc ol
lriur.rucc and Accounts Ol'liecr ol lrltl{l)-( lII. U\ll)l'. thc
Fin:tncc &.\tlnrin Ol'liccr rvill bc rcsponsihlc lirr:

F'in lncc:

S/he will support District Ot'tlcer-WCEIE lor
oornponent's budget dr'livery. fund request,

expenditure rcports. llnancial rcports. audit ctc.
I)roccss accounts payable and receivahle in a tinrcll'
and accurate rranrlcf.
Maintain gcncral lcclgel urrd ensulc arccuratc lln.rrtcial
lecolds.
l)repare linancial rcports (e.g., balance sheets. rncornc

statements, cash f'low staternents) according to

established dcadlines.
Assist u ith budgcting and lirrecusting iretivitics.
l,iirise: r.vith auditors during e rternal audits..
llnsurc adhelcnue to all linancial rcgulations rnel
policics.
Srrpptrrt Ilcing irrrtlit ltrr tlrc pltrjeut

.\tlrninistrltion
Manage ollicc supplies ancl eqriipnrent inverrLor'1'.

Coordinate travel arrangements and logistics fbr statl.
Pror,ide general adrninistrative support, including
fi ling. correspondence. and scheduling.
Manage petty ctsh and olllce expcnses.
Assist with hurnan resource firnctions as needed (e .9..
onboarding, leave rrarrirgerlcnt).
Mlintain a prolcssional and oreanized rvork
cnvironnrent.

t

Financc & Admin
Olticer (l ;rosition)

l',ducationaI Ilucliground

[]achelor's tlegrcc in accounting.
Firrarrcc. Ilusiness Adrn irristrution.
Conrmerce, or a related field.

\\'ork Experience:
Minimurn 3 years' practical experience
wolking in finance sector with
go!ern nrent/ non-government
organizations.

Prior experiencc rvorkirrg on sinrilar
pro.iects u'ith a denronslrably succcsslirl
track record is strongly pret'erred.

I

t:
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I
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S/he will perlbrnr anv other duties/assignments as and
u'hen recluired b1' the pro.jcct.

Positions under LoA of WGEIE conrponent undcr I(l{D(l antl I}llD(':

District Oflicer - WClrlE - l

Gender & Inclusive Education Ol'flser- I

Monitoring and Reporting Otllcer- |

Upazila Education Facilitatols- 4

Finance and adnrin Otficer.l ffi
Chairman-

EryrfotimlIsidCounol

-r-
4

I


