Vacancy Announcement

January 08, 2003

Ministry of communication in order to facilitate the process of work to the Ministry is operating to manage the administrative and technical affairs of the ministry .The Ministry of Communication is inviting applications from both male and female applicants for the following position. 

Title: 



HR Assistant 
Duty Station:


Kabul

Salary:


             Negotiable 

Closing Date:


January 13, 2003

Purpose: Under the guidance and supervision of Capacity Building Advisor, the incumbent will perform the following duties:

Responsibilities:

· Assist MoC in setting up of personnel data base

· Set up and organise the personnel files

· Develop new systems of personnel filling system 

· Assist the Admin Director in provision of a proper staff evaluation  

· Keep proper track record of personnel files

· Typing  and drafting of letters

· Computerizing the old personnel data 

· Assist the Admin Director in recruiting the new staff

· Keep proper record of the staff leave (s) and official assignment out of the MoC

Experience:

At least 3 years in a government department or national/International organizations with exposure to the following:

· Experience in office administration
· Experience in staff training 
· Establishing a proper system of correspondence and follow up systems with the concerned organizations
· Creating personnel database

Filing system 
Languages:
Fluency in written and spoken Dari, Pashto and English

Others:



· ability to communicate and interact with others
· some technical knowledge such as knowledge or experience in technology or telecommunications would be preferred
· computer knowledge including Microsoft Access ,Word, Excel 

Interested candidates  meeting the above requirements are requested to submit a cover letter quoting this Vacancy Announcement  along with their CVs, photocopies of certificates and name, address and telephone number of three referees to: to haroon.stanekzai@moc.gov.af /ajmal.ayan@moc.gov.af  or to the address of Ministry of Communications no later than  13 of  January 2005.

Address: Ministry of Communications, Third Floor, Advisory Board, Mohd Jan Khan Watt, Kabul Afghanistan.
Contact: 210 26 55/210 3883

