Здравствуйте, дорогие получатели рассылки!

Предлагаем Вам 324-й выпуск электронной рассылки для кыргызстанских выпускников программ Госдепартамента США. Вы получаете данное сообщение потому, что Вы либо являетесь выпускником программы обмена, спонсируемой правительством США, либо Вы запросили данную информацию.  В настоящее время в списке получателей рассылки зарегистрировано около 1000 электронных адресов.
Электронная рассылка для кыргызстанских выпускников программ Госдепартамента США предназначена для информирования о мероприятиях, проводимых для выпускников, а также для распространения новостей и объявлений от АЙРЕКС, АКСЕЛС, Посольства США в Кыргызстане и других организаций о вакансиях, грантовых программах, стипендиях для учебы и стажировок и  других возможностях для личного, академического и профессионального роста.  Информация рассылается один раз в неделю.  Вы вправе распространять ее среди всех заинтересованных лиц.

У этого сообщения нет приложений, поэтому из соображений безопасности не открывайте возможных прикрепленных  файлов. Для Вашего удобства, теперь выпуски электронной рассылки размещаются в формате word по адресу http://www.irex.kg/en/alumni/newsletter.html. Также материалы рассылки доступны на блоге по адресу http://kgalumnilistserv.blogspot.com. Если Вы желаете распространить какую-либо информацию по данной рассылке, пожалуйста, отправьте соответствующее сообщение на адрес alumnilistserv@irex.kg не позднее 13:00 каждую среду. 

Сообщения, отправленные напрямую на электронный адрес рассылки, блокируются.

Сегодня 23 июня 2010 г. В этом выпуске:

*************************************************************

1) ANNOUNCEMENTS / ОБЪЯВЛЕНИЯ:

1. ЭЛЕКТРОННЫЙ ДАЙДЖЕСТ, КОМПАНИЯ ЭЛ ГРУП КОНСАЛТИНГ
2. INTERNATIONAL UNIVERSITY OF CENTRAL ASIA (IUCA) 2010 ADMISSION
2) VACANCIES / ВАКАНСИИ:
1. SHORT-TERM LOGISTIC ASSISTANT POSITION, THE AMERICAN REFUGEE COMMITTEE
2. ADMINISTRATIVE/FINANCE ASSISTANT POSITION. UNITED NATIONS POPULATION FUND, BISHKEK

**************************************************

ANNOUNCEMENTS/ОБЪЯВЛЕНИЯ
************************************************** 
1. ЭЛЕКТРОННЫЙ ДАЙДЖЕСТ, КОМПАНИЯ ЭЛ ГРУП КОНСАЛТИНГ

Уважаемые коллеги и партнеры!

Компания Эл Груп Консалтинг представляет первый выпуск регулярного электронного Дайджеста, который содержит информацию  о последних тенденциях в области управления человеческими ресурсами, рынка труда и заработных плат, а также самые свежие и интересные новости Эл Груп. 

Читайте в первом выпуске:

1. Особенности национального рекрутинга в Кыргызстане - интервью Жамили Иманкуловой, Основателя и Управляющего Партнера Эл Груп Консалтинг, изданию Business Partnership - http://el-group.com/press/analytics/170 
2. Кадры утекают? – интервью Арсена Иманкулова, Исполняющего директора Эл Груп Консалтинг, деловому изданию Business Times - http://el-group.com/press/analytics/169 
3. Особенности регионального рынка заработных плат - результаты Исследования рынка заработных плат и компенсаций, II полугодие 2009 г - http://el-group.com/press/analytics/168 
4. Исследование рынка заработных плат и компенсаций в Кыргызстане 2010 - приглашение к участию в очередном Исследовании рынка заработных плат и компенсаций по г. Бишкек и регионам Кыргызстана за 2010 год - http://el-group.com/press/news/167
Дайджест Эл Груп Консалтинг выпускается ежемесячно и рассылается партнерам и клиентам Эл Груп Консалтинг.  Для подписки на получение Дайджеста, отправьте сообщение с пометкой  "DIGEST" на адрес  info@el-group.com 
2. INTERNATIONAL UNIVERSITY OF CENTRAL ASIA (IUCA) 2010 ADMISSION
International University of Central Asia (IUCA) accepts documents of the applicants for the class of 2014.

About IUCA

· The University is based on the American style of Higher Education and meets all academic and ethical standards.

· UCA was founded in 2008

· IUCA gives the Bachelor’s degree in following fields:

· Linguistics (English),

· Chinese Studies,

· Business Management,

· International Relations,

· Information Technologies,

· Economics,

· Pedagogy.

There are all necessary facilities for study and learning at the University: comfortable classrooms, well equipped labs with modern technology, a modern library with an up-to-date data base of its holdings and with Internet access, a cafeteria and a comfortable dormitory.

The best professors and scholars from Kyrgyzstan and the United States work at the University.

President (Camilla Sharshekeeva) and vice-president (John Clark) of IUCA – were founders of KAF / AUK / AUCA.

IUCA has a scholarship plan as well as a work-study program to help to students from needy families.  

IUCA offers a one-year Preparatory Program. It is intensive courses in learning English, Russian, Kyrgyz, Math, Informational Technologies and other subjects to admission in the future to IUCA or other Universities. Students studying in the Prep Program can take courses the IUCA freshmen take.

FOR MORE INFORMATION:

Admission Committee in Bishkek: Isanova str., 42/1, Business-center, 6th floor Tel.: (0312) 89-54-75. 
(Note: Office works only from June 14, 2010 to August 13, 2010)

Admission Committee in Tokmok: Komsomolskaya Str. 141a, Tel.: (03138) 6 29 91, (03138) 5 56 51.

Our Web site: www.iuca.kg 
**************************************************
VACANCIES / ВАКАНСИИ:
**************************************************
1. SHORT-TERM LOGISTIC ASSISTANT POSITION, THE AMERICAN REFUGEE COMMITTEE

The American Refugee Committee is currently preparing to send emergency relief specialists to Kyrgyzstan and Uzbekistan in response to the humanitarian crisis resulting from ethnic fighting in southern Kyrgyzstan.  

We are seeking a local host country national from Kyrgyzstan who can assist our initial assessment team with logistics on the ground (transportation, translation, getting around, etc.) for a 3-week period.  This position will be contract based and a reasonable stipend will be provided. The candidate must speak English and Kyrgyz fluently and have experience working with international NGOs. Someone with a Bachelor’s degree is preferred.  We are hoping you will be able to assist us with this humanitarian situation that continues to worsen for tens of thousands of people each day.  Depending on the results of this assessment, we may be looking at longer term assignments for 3 to 6 months.   

If there are interested candidates, they may respond to this message along with a current resume and the best phone number and email address at which they can be reached.  They should also include Skype contact information if available.
Andrea Darrington | International Recruiter - andread@archq.org
American Refugee Committee

430 Oak Grove Street, Suite 204

Minneapolis, MN  55403

www.arcrelief.org 
2. ADMINISTRATIVE/FINANCE ASSISTANT POSITION. UNITED NATIONS POPULATION FUND, BISHKEK
Project title:                      Availability of RH Commodities
Project Number:               UNFPA, KYR2R204

Job Code Title:                 RH Administrative/Finance Assistant

Duration of Employment: One year with further prolongation 

Working nature:                Full-time assignment

Working hours:                 40 hours a week (08:30-17:30; 12:00-13:00 lunch time)

Duty station:                     Bishkek

Pre-classified Grade:       SC-5 

Supervisor:                       National Programme Analyst on RH
Expire Date: 
        Friday, 02 July 2010
Position overview 

Under the guidance and supervision of the Programme Analyst/Officer, the Administrative/Finance Assistant provides administrative/finance services ensuring high quality of work, ensures accurate, timely and properly recorded/documented service delivery. The Administrative/Finance Assistant promotes a client, quality and results-oriented approach.

The Administrative/Finance Assistant works in close collaboration with the Administrative/Finance Associate and RH Programme personnel to ensure consistent service delivery.

Summary of Key Functions:

· Implementation of operational strategies

· Provision of accounting, administrative, procurement, HR and logistical support
· Provision of support to office maintenance and assets management
· Support to knowledge building and knowledge sharing

· Planning, organizing and multi-tasking

1. Ensures implementation of operational strategies, focusing on achievement of the following results:

· Full compliance of administrative, procurement and HR activities with UNFPA rules, regulations, policies and strategies. 
· Full compliance of financial processes and financial records with UN/UNFPA rules, regulations, policies and strategies
· Provision of inputs to preparation of AWPs.

2. Provides administrative, finance, procurement, HR and logistical support, focusing on achievement of the following results:

· Interpretation and implementation of procedures and rules related to administrative, procurement, financial and personnel matters and ensure their compliance.

· Administrative support to organization of conferences, workshops, retreats, study tours, etc.

· Arrangement of travel and hotel reservations, preparation of travel authorizations.

· Full compliance of procurement activities with UNFPA rules, regulations, policies and strategies.

· Timely preparation and updating of procurement plans for the RH Programme.

· Support to organization of procurement processes including preparation of RFQs, ITBs or RFPs documents, receipt of quotations, bids or proposals, their preliminary evaluation 

· Preparation of requests with all supporting documents for issuance contracts, subcontracts and other documents and other shipping services related to procurement of goods and services.

· Serving  as a  focal point  in procurement processing for the RH Programme

· Distribution of programme/project suppliers and equipment

· Operate in Atlas as per Atlas profile role.

· Certifying availability of funds and ensuring that the activities are in line with the approved AWPs and budget levels. 

· Monitoring regularly the RH Programme budget and assisting in preparation of budget revision in collaboration with Programme Associate and provision of timely advice to Programme Analyst/Officer on fund limitations 
· Provision of information for reports on financial status, procedures, exchange rates, costs and expenditures and potential funding problems.

· Assistance in proper control of the supporting documents for payments and financial reports for the RH Programme/Project under UNFPA and NEX/HACT and NGO modality; payment execution and monitoring payment status.  

· Processing of financial documentation (vouchers, supporting documents, etc.) and maintaining internal expenditures control system by ensuring that vouchers processed are matched and completed, transactions are correctly recorded and posted in Atlas; travel claims, COE, C, D and E forms duly signed and submitted by IPs and other entitlements are duly processed, including timely extension of personnel contracts as and when required. 

· Assistance to the Audit including for NEX and NGO executed projects and prepare necessary documents

· Preparation and handling the routine correspondence related to general administration, procurement, financial and personnel matters; faxes; memoranda and reports in accordance with UNFPA rules and procedures. 

· Maintenance of files related to personnel, finance, procurement, administrative, logistical, programme/project matters. 

· Assistance to the Audit and prepare necessary documents

· Provides both oral and written translation when required

· Backstops Programme Associate and Administrative/Finance Associate when necessary

· Performance of other duties as and when required

3.  Provides support to office maintenance and assets management, focusing on achievement of the following results:

· Monitoring the Inventory Records, maintain the records and files on assets management and Form C under NEX/HACT and NGO modality.
· Maintenance of files and records relevant to RH programme/projects.

4. Provides support to knowledge building and knowledge sharing in the CO, focusing on achievement of the following results:

· Participation in the training for the operations/projects staff on administration, procurement, finance and HR. 

· Briefing RH programme/project personnel on general administrative, financial and personnel matters.

5. Ensures provision of adequate and timely support for planning, organizing and multi-tasking, focusing on achievement of the following results:
· Organises and accurately completes multiple tasks by establishing priorities while taking into consideration special assignments, frequent interruptions, deadlines, available resources and multiple reporting relationships

· Plans, coordinates and organises workload while remaining aware of changing priorities and competing deadlines

· Demonstrates ability to quickly shift from one task to another to meet multiple support needs

· Establishes, builds and maintains effective working relationships with staff and clients to facilitate the provision of support

Recruitment Qualifications

Education:

· University degree in economics, management, accounting, finance or other relative fields  

· Specialized training in finance is desirable.
Experience:

· At least 3 years of relevant administrative, accounting and financial experience at national and/or international level is required. 

· Working with accounting software is an asset

· Experience in the usage of computers and office software packages (MS Word, Excel, Power Point, Internet Explorer, etc.).  

· Previous experience of working for UN agencies is an asset.

Language Requirements:

        Fluency in English and Russian. Knowledge of Kyrgyz is an asset

Download Form
p.11.zip
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