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Job title			:	Staff Officer
Duration of contract		:	6 months
Department			:	Disaster Response department (PMO)
Salary				:	Negotiable
Age				:	36 years maximum(age limit will be relaxed in case of potential candidate)
Job nature			:	Contractual
Duty station			:	Dhaka
[bookmark: _GoBack]

Purpose: Under the supervision and management of Director, Disaster Response, the Staff Officer will be responsible for managing all day to day events relating to office management, preparing financial and administrative report on regular basis. The position will act as the point of contact for all employees.    

Educational Qualification: Bachelor degree in management or relevant subject. Experience on office administration or similar role. Strong organizational skill with problem solving attitude. Excellent written and verbal communication. 
 
Proficiency in MS Word, Excel, and Bangla English language typing. Required fluency in both spoken and written in English language.

Duties and responsibilities:
· Prepare regular reports on events carrying out under the program
· Maintain and update the relevant information and database
· Organize a filing system for important and confidential office documents
· Responding to queries of program staff
· Create enabling condition so that weekly, monthly work plan are implement properly
· Preserve and circulate corresponding documents such as, letters, emails, packages etc.
· Prepare schedule on in-house and external official events  


Personal Qualities:
· Adhere to the 7 fundamental principles of Red Cross and Red Crescent movement
· Act at all times in accordance with the Code of Conduct
· Able to work in a team and respects opinions of others
· Honest and high level of integrity
· Assist the organization on occasion, in times of national, international, local emergencies or major disasters
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