Q ProNGO!
Vacancy Notices (February 2024)
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Pro NGO! e V. will start the project "SEDEP: ‘Sustainable Economic Development,
Empowerment and Protection of vulnerable young women"in March 2024 with a duration of
30 months and is looking for the following freelance employees for the international and
local project team in Kyrgyzstan:

1) Teamleader (in head office Cologne, Germany)

Your tasks will include:

e Contract management with Contracting authority (EU Delegation to KG)

e Overall management and coordination of the project (in cooperation with the Co-
applicant WPB, which oversees organisation and implementation of most project
activities on the ground)

e Supervision of procurements, planning and implementation of activities according to
the action plan

e Control of preparation of necessary project documentation and timely submission to
Contracting Authority and fiscal authorities

e Coaching of Pro NGO! staff, international and local experts in KG (online and during
field missions)

e Coordination of external monitoring and expenditure verification.

e Participation in various project components (meetings with stakeholders, training and
PR events, and Contracting Authority)

What you should bring for this job:

e Availability from March 2024

e At least 10-year experience in the implementation of EU-funded projects in the non-
profit sector (PCM and finance and administrative management)

¢ Knowledge of the project region

e High capacities in management and motivation of multinational teams

e Strong experience in awareness raising and advocacy of managed projects and
working with various counterparts (donor organisations/contracting authorities,
ministries, partners, local stakeholders and media)

e \Willingness to travel

e Language skills (German/English - good / Russian - basic)

The scope of work is about 90 days with a daily rate of 400,- €.

2) Finance manager (in head office Cologne, Germany)

Your tasks will include:

Financial management & accounting for Pro NGO!

Preparation of interim and final reports to the EU Delegation in Bishkek

Preparation and realisation of the external expenditure verification

Consulting services for the local project partner organisation (conducting regular
coordination meetings with international and local project teams), online but also on
site if required

What you should bring for this job:
e Availability from March 2024
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e Experience in the implementation of EU-funded projects in the non-profit sector
¢ Knowledge of the project region

e \Willingness to travel

e Language skills (German/English - good)

The scope of work is about 60 days with a daily rate of 275,- €.

3) Project coordinator (in field-office Bishkek)

Your tasks will include:
e Project daily management (PCM)

e Coaching of local co-applicant WPB in project implementation, monitoring and
reporting aspects

e Coordination between partners, stakeholders, and final beneficiaries
e Supervision of preparation of training and information materials
e Active presence at project events (incl. delivery of training)

e Selecting and coordination of external experts involved in the project components
Training of local trainers

e Supporting coordination of logistics (travel, selection of locations etc.) and supporting
implementation of training and consultations provided by international experts

e Supervising preparation and implementation of financial support to third parties
component (drafting guidelines, selection procedure, reporting and accounting in
cooperation with WPB experts and community managers

e Supporting communication & visibility actions
e Managing external monitoring (ROM) and contract management (EU-OPSYS)
\What you should bring for this job:

e Availability from March 2024

e At least 10 years of experience in implementation of international projects of non-
profit organisations in Kyrgyzstan (from donor agencies such as the European Union,
USAID, United Nations etc.)

e Knowledge of the project region

e \Willingness to travel to project target regions

e Language skills (Kyrgyz/Russian - native/ English - good)
The scope of work is about 120 days with a daily rate of 275,- €.

KoopaguHamop npoekma (B nosieBoM oguce)

B Bawu 3agayu 6ygem Bxoquma:
e BE>xxenHeBHOEe ynpaBneHune npoektom (PCM)

e KoyuumHr mectHoro cozaasutenda WPB no Bonpocam peanusaumm npoekta, MOHUTOPUHIa U
OTYETHOCTMU

e KoopauHauua Mexxay napTHepaMu, 3aMHTEPECOBAHHbIMU CTOPOHAMU N KOHEYHbBIMU
b6eHeduLapamun

e KoHTponb 3a MoAroToBKOWM y4eOHbIX M MHPOPMALIMOHHbIX MaTepmanos

e AKTMBHOE MPUCYTCTBME HA MEPOMPUATUAX NPOeKTa (B T.4. NPoBeAeHMEe TPEHNHIOB)
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Moa6op 1 KoopanHaunsa paboTbl BHELLIHWUX 3KCMEPTOB, y4aCTBYOLLMX B peanmsauum
KOMMOHEHTOB NpoekTa NoaroToBka MECTHbIX TPEHEPOB

e [loaoep>kka KoopauHaLWK NOTUCTUKM (Moe3aku, Bbibop MecT 1 T.4.) U noaaepxkka
NpPOBeAEHUA TPEHNHIOB U KOHCY/bTaLM, NPeAoCTaBAAEMbIX MeXAYyHapoaHbIMU
aKkcnepTamu

e KoHTposnb 3a MOAroTOBKOW U peanm3aumein KoMnoHeHTa GUHaHCOBOM NOALEP>KKN TPETbUX
nnuy (paspaboTtka pyKoBOAALLMX MPUHLUIMOB, NpoLeaypa oT6opa, OTYETHOCTb U
Byxrantepckun yyeT B cOTpyaHu4vecTee ¢ akcneptamm WPB n meHegykepamMum coobLuecTB)

Moapep>kka MeEPONPUATUA MO KOMMYHMUKaLMK U Nonynapu3anmm

e YnpaBneHune BHELLHUM MOHUTOpUHIoM (ROM) n ynpasneHue koHTpaktamu (EU-OPSYS).
Y70 BbI 4O/MKHbBI B3ATH C cOB0M Ha 3Ty paboTy:

e Bos3MoxxHocTb paboTel ¢ MapTa 2024 roga

e He mMeHee 10 neT onbiTa B peannaaumm MexkayHapoaHbIX MPOeKTOB HEKOMMEPYECKMX
opraHmnsauun B KbiprblactaHe (0T AOHOPCKUX areHTCTB, Takux Kak EBponecknin Cotos,
USAID, OpraHunsauus O6beanHeHHbIx Hauum v 1.4.)

e 3HaHKWe pernmoHa npoekTa
e [OTOBHOCTb K KOMAaHAMPOBKAM B Lie/IEBbIE PEFVIOHbI MPOEKTA
e 3HaHMe A3bIKOB (KblPrbl3CKUIN/PYCCKNI - POGHON/aHTTUMACKUIA - XOPOLLINIA)

O61beM paboTbl cocTaBnAeT okono 120 AHen ¢ exkeaHEeBHOM cTaBkow 275,- €.

4) Project assistant (in field-office Bishkek) / junior expert position

Your tasks will include:

e Assisting with internal monitoring/evaluation throughout the action, encompassing a
review of project documentation, keeping track on the performance progress of
logframe indicators, internal meetings with implementing management team

e Conducting on-site visits with WPB staff following the established M&E procedure
on quality management

e Regular supervising on grass-roots project implementation (achieved progress,
challenges encountered, corrective measures undertaken) with 10 community
coordinators

e Assisting with debriefing on the project progress during Steering Committee
meetings, engagement in baseline & endline assessments to analyse capacity
building impact among target groups

e Preparing of field reports, analysing media coverage reports to explore how the
action is perceived by the media and the public

What you should bring for this job:

e Availability from March 2024
¢ Knowledge of the project region

e Good user skills of web-based communication and software applications
e \Willingness to travel to project target regions
e Language skills (Kyrgyz/Russian - native/ English - good)

The scope of work is full-time with a monthly payment (gross) of 500,- €.
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e [loMoLub B NpOBeAEHNM BHYTPEHHEFO MOHUTOPUHIA/OLEHKN Ha MPOTAXKEHUN BCETO
npoekTa, BKAtoYas aHanu3 NpoekTHOM A0KYMEHTaLUM, OTCNEXMBAHME X048 BbINO/THEHWA
nokasareneu norperma, NpoBeAEHMNE BHYTPEHHMX BCTPEY C PyKOBOACTBOM NpOeKTa

e [IpoBeneHune Bbie3goB Ha MecTa ¢ coTpyaHnkamu WPB B COOTBETCTBMU C YCTAHOBNEHHOM
npoueaypon MmO no ynpaBfeHmto Ka4eCTBOM

e PerynapHoe HabnroaeHWe 3a peanmaaymen NpoekTa Ha HU30BOM YPOBHE (AOCTUTHYTbIN
nporpecc, BO3HUKLUME NPo6aeMbl, MPeanpPUHATbIE KOPPEKTMpPYHoLLME Mepbl) ¢ 10
KoopgMHaTopamMm coobLecTs

e [loMoLyb B NOABEAEHUM UTOFOB peanmsaummn NpoekTa Ha 3acegaHuax PykoBoasLLero
KOMUTETa, y4acTne B NpoBeAeHMN 6a30BbIX M KOHEYHbIX OLLEHOK A/1A aHann3a BO34eNCTBUA
HapalluMBaHMA NOTEHLMana cpeamn LeneBbIX rpynmn

e [logroToBKa NoMEBbIX OTYETOB, aHa/IN3 OTYETOB, OcBeLlaeMbix B CMW, ¢ uenbto nayveHmsa
TOro, kak akuma socnpuHmumaetca CMU m o6LecTBEHHOCTbIO.

AccucTteHT npoekTa (B nonesom odpuce B buwikeke) / MnagLumm akcnept

B Baluu 3agayun 6yOeT BXOOUTb:

YT0 Bbl AOMKHbI B3ATb C cO60M Ha 3Ty paboTy:

e Bos3MoxxHocTb paboTbl ¢ MapTa 2024 roga

e 3HaHKWe pernmoHa npoekTa

e XopoLuune HaBblk1 paboTbl C KOMMYHUKALMOHHBIMU U NPOrpaMMHbIMU NPUIOXKEHUAMN Ha
6ase NHTepHeTa

e [OTOBHOCTb K KOMaHAMPOBKAM B LieNeBble PErMOHbI MPOeKTa

e 3HaHWe A3bIKOB (KbIPrbl3CKMIN/PYCCKNIN - pOAHON/aHTTNNCKUI - XOPOLLINIA)

O61beM paboTbl - NOMHbIV pabouni AeHb C exxeMecsiuHoM oniaton (bpytTo) 500,- €.

5) Finance manager (in field-office Bishkek)

Your tasks will include:

e Primary documentation, in particular reception, control, and processing of primary
documents (acts, bills of lading, delivery notes, delivery notes, cash and personnel
documents, agreements with counterparties, etc.)

e Settlements with clients and suppliers, keeping records of the organisation's
property, fixed assets, and liabilities

e Ensure implementation operational policies and procedures consistent with the
contract general conditions and local legislation (i.e. maintain registers of contracts
with vendors for various services, prepare and monitor procurement procedures,
other)

e Support preparation of internal and external financial reports (in cooperation with Pro
NGO! international finance manager)

What you should bring for this job:

e Availability from March 2024
e At least 5 years of experience in finance sector of non-profit organisations in
Kyrgyzstan

¢ Knowledge of the project region

e \Willingness to travel to project target regions

e Language skills (Kyrgyz/Russian - native/ English - basic)
The scope of work is about 90 days with a daily rate of 200,- €.
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®duHaHcoBbIM MeHepyKep (B noneBoM opuce B buiukeke)

B Bawum 3agavum 6yaet BXOAUTb:

MepBMYHaA AOKYMEHTaLMA, B YaCTHOCTM NPMEM, KOHTPO/b M 06paboTka NepBUUHBIX
[OKYMEHTOB (aKTbl, HaKNaAHble, TOBAPHO-TPAHCMNOPTHbIE HaKMagHblE, KACCOBbIE U
KaApOBble AOKYMEHTbI, ,OFOBOPbI C KOHTPaAreHTaMm 1 T.4,)

PacueTbl ¢ KNMEHTaMK 1 NocTaBLLMKaMN, BeAEHNE yHeTa MMYLLLIECTBA, OCHOBHbIX CPEACTB U
o06sa3aTenbCTB opraHmM3auumn

Ob6ecneyeHne BHEAPEHWA ONEPALMOHHbBIX MONUTUK WU NPOLLEeAyp B COOTBETCTBMW C 06LLMMN
YCNOBMAMU [OrOBOPA M MECTHbLIM 3aKOHO4,ATENBLCTBOM (HanNpuMep, BeAEHME PEECTPOB
[,0roBOPOB C NMOCTaBLUMKAMM Ha OKa3aHMe pPas/INYHbIX YyCyr, MOAr0TOBKA U MOHUTOPUHT
3aKymno4HbIX NpoLueayp, 4pyroe)

Moanep>kka NogroToBKM BHYTPEHHUX N BHELLHUX GMHAHCOBbIX OTYETOB (B COTPYAHNYECTBE
C MeXkayHapoaHbIM GrHaHCOBbIM MeHeakepoM Pro NGO!).

YT0 Bbl 4OMKHbI B3ATb C CO60M Ha 3Ty paborTy:

Bo3aMo>kHOCTb paboTbl ¢ MapTa 2024 roga

He MmeHee 5 net onbiTa paboTtbl B UHAHCOBOM CEKTOPE HEKOMMEPYECKUX OpraHmn3aLunm B
KblpreiactaHe

3HaHue permoHa nNpoekTa

[OTOBHOCTb NyTELLIECTBOBATDL B LLE/IEBLIE PETMOHbI MPOEKTA

3HaHue A3bIKOB (KbIPrbl3CKUN/PYCCKUM - pOAHON/aHTTMACKNI - 6a30BbIN)

O61beM paboTbl cocTaBnaeT okosno 90 gHen ¢ exkxegHeBHoM cTtaBkomn 200,- €.

If you are interested in working with us, please contact:

Dr Lothar Rieth, Pro NGO!' e V.

Am Mutzbach 20, 51069 Cologne, Germany

Phone: +492218003814

Email: lothar.rieth@pro-ngo.org / info@pro-ngo.org

and submit your application documents (CV, declaration of honour and the relevant
identification documents) by 28 February 2024 at the latest.

Ecyiv Bbl 3aMHTEpEeCOBaHbI B COTPYAHUYECTBE C HAMH, NMOXKAJIYUCTA, CBSHKUTECH C HAMMU:
J-p Jlotap Put, Pro NGO! e.V.

Am Mutzbach 20, 51069 Cologne, Germany

TenedoH: +492218003814

dnekTpoHHas noyta: lothar.rieth@pro-ngo.org / info@pro-ngo.org

U npeJCTaBUTb JOKYMEHTDBI AJid ToJa4YX 3adBKH (pe3}OMe, AEKJIapallui0 YeCTHU U

COOTBETCTBYIOIIHE JJOKYMEHTHI, yA0CTOBEPSIOLINE JIMYHOCTh) He Mo3AHee 28 ¢peBpasisa 2024

rojaa.
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