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Fhe ICRC is looking for suitable candidates to fill the following vacancy:

Administration Assistant (Welcome Post)
Reference Number: ADMIN_MYI_2018004
o be based in Myitkyina.

Duties and Responsibilities
=  You will responsible for the well-functioning and well-running of the office

management.

= You will handle incoming and outgoing phone calls during working hours and takes
messages.

= You will establish the organization chart of the Sub-Delegation and keeps it up to
date.

= You are responsible for stationery stock and registering mobile phone top-ups.

*  You will organize flight reservations for professional trips for Delegation Employees
and Expatriates and also for private trips of Expatriates.

*  You will be responsible to organize airport pick-ups and drop- offs in conjunction
with Logistics department.

= You will updates flight schedules, airfares, hotels and guest houses information.

= In coordination with the Finance Department, you will ensure all bills from the
travel agency are settled out on due time.

Required profile
= |tisrequired to have a university degree in a relevant discipline.

*  You should have at least two years' experience in a secretarial or receptionist
position.

*  Your communication skills should be excellent and you should be fluent in written
and spoken English as well as Myanmar language. The knowledge of local dialects is
a definite asset.

= Very good computer skills, spread sheets, ( word, power point)

=  Previous ICRC experience is also a strong asset.

e The International Committee of the Red Cross (ICRC) delegation in the Republic of the Union of Myanmar is an independent, impartial
and neutral humanitarian organization. The ICRC undertakes humanitarian activities in various regions of the country and promotes ICRC
ICRC international humanitarian law and universal humanitarian principles.

What we offer

= We offer an employment contract of 12 months with the possibility of extension.

= Fair compensation package including, for example, medical coverage and
transportation allowances.

= Various training opportunities to develop and strengthen the quality of the services
provided to our beneficiaries as well as to support our staff members’ professional
and personal development.

All applications should include an updated CV and a cover letter expressing your motivation
working with the ICRC and in the vacant position in English language. Your application should
include contact details of three professional referees minimum, as well as your salary
expectations.

Please send your application no later than 10 July 2018. Interviews are expected to take place
within 2 weeks days after the application closing date.

You can also submit your application via mail to:
yan_hr_recruitment_services@icrc.org

ICRC - Human Resources Department
No.2(C)-5, Kaba Aye Pagoda Road

8th Mile, Mayangone Township

Yangon

Or

akhaing@icrc.org

ICRC Sub Delegation Myitkyina- Human Resources Department
448, Myay Myint Ward, Lane 13,

Myitkyina, Kachin State.

The ICRC is looking for suitable candidates to fill the following vacancy:
Technical Worker

Reference Number: ADMIN_MYI_2018002 To be based in Myintkyina
To be based in Myintkyina with frequent travel to Kachin State

Duties and Responsibilities

= As a Technical Worker, you will report to the Premises and Maintenance
Responsible on the on-going maintenance activities, and proposes improvements.

=  You will ensures that the generators, water pumps, sewage system, electrical board
and lights are functioning and liaise with the concerned department for technical
support.

=  You will also maintain and repair the technical tools, equipment, and consumables
in good condition of use and at appropriate storage places.

= As part of your duties, you will perform and repair minor plumbing, drainage,
painting, mason, carpentry work and other basic technical maintenance work.

=  You will install and repairs electrical network of the delegation and residences
(short circuits fuses, lamps, cables, electrical lightning fixtures and security lights.

=  Furthermore, you will maintain and perform minor repairs relating to power supply
for electric equipment as copiers, printers, refrigerators and air-condition of the
delegation and office.

=  You will maintain servicing to overhead tank, ground tank and septic tanks in
collaboration with external team and repairs and disinfect of septic tanks and
latrines.

Required profile

= Professional education or technical diploma or equivalent and some vocational
training required.

= 3 years work experience in similar field.

= Your communication skills should be excellent and you should have basic knowledge
in written and spoken English as well as Myanmar language. Previous ICRC
experience is also a strong asset.

. Humanitarian organization experience is a strong asset.

The International Committee of the Red Cross (ICRC) delegation in the Republic of the Union of Myanmar is an independent, impartial
and neutral humanitarian organization. The ICRC undertakes humanitarian activities in various regions of the country and promotes
IC RC international humanitarian law and universal humanitarian principles.

What we offer

= We offer an employment contract of 12 months with the possibility of extension.

=  Fair compensation package including, for example, medical coverage and
transportation allowances.

= Various training opportunities to develop and strengthen the quality of the services
provided to our beneficiaries as well as to support our staff members’ professional
and personal development.

All applications should include an updated CV and a cover letter expressing your motivation
working with the ICRC and in the vacant position in English language. Your application should
include contact details of three professional referees minimum, as well as your salary
expectations.

Please send your application no later than 02 July 2018. Interviews are expected to take place
within 2 weeks days after the application closing date.

You can also submit your application via mail to:
yan_hr_services@icrc.org

ICRC - Human Resources Department

No.2(C)-5, Kaba Aye Pagoda Road

8th Mile, Mayangone Township

Yangon

Or

akhaing@icrc.org

ICRC Sub Delegation Myitkyina- Human Resources Department
448, Myay Myint Ward, Lane 13,

Myitkyina, Kachin State.
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