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FOREWORD 
ACKNOWLEDGEMENTS 

1 Composition of the Structure

The Organisation Structure for the Commission has been informed to a very large extent by the questionnaires that were filled by the staff during the consultants’ first visit, the response to group discussions and addition individual comments during the second visit. The basis is justified in the Strategic Plan which forms part of the delivery under this assignment.
The structure is clearly delineated into the following components:

1. The President of the Government of Southern Sudan

2. The Executive Board

3. The Executive Management which included:

a. Chairperson and Chief Executive Officer

These are supported by i). Protocols Officer/Personal Assistant to Chairman; ii). Personal Secretary and Confidential Secretary to the Board. These are on a staff line relationship with the executive and do not bear any authority over other staff in the commission. They will take order directly from the Executive and are answerable to the Executive

4. Directorate of Technical Services. This has been structured to take care of the concern by the Chairman about the structure being top heavy at Head Office level.  We have also catered for meaningful deployment of the Commissioners in functional positions. We propose therefore that commissioners will be in charge of linkages with the States working closely with the State Governors in ensuring that service are rendered to  the war martyrs and war victims. They will work under coordination of Director General in charge of Technical Services. In this arrangement ensures that the concerns for the war victims are dealt with holistically in stead of fragmenting as is the case now. The following structure is proposed:

a. 1 Commissioner in charge of war victims in 3 States 

b. 1 Commissioner in charge of war victims in 3 States

c. 1 Commissioner in charge of war victims in 4 States 
d. Senior Monitoring, Data Base and Documentalist

The Commissioners will be supported in their functions by Technical Directors and State Coordinator who in turn will have Program Officers, Counselors and Clinical Officer to support them at grassroots level. The Commissioners together with the two Director Generals and the Chairperson will form the Executive Board which is the supreme management body of the Commission for the time being. The legal adviser currently serving the Commission should be retained on adhoc basis and invited as an ex-oficio to the Executive Board as need arises. 
5. Directorate of Administration and Finance which is responsible for:

a. Administration and Finance

6. State Coordination Offices. These have been placed directly under the jurisdiction of the Directorate for Technical Services where their functions will be coordinated and supervised.  Support positions have been identified for all the directorates according to the basic documents given to the consultants and suggestions on a desirable organisation structure obtained during the strategic planning workshop. It is important to note that not all suggestions by the participants during this workshop were deemed as practical. The technical advices of the consultants have therefore prevailed in some cases. 


[image: image1]
2 Job Descriptions

The job descriptions appended herewith have been done based on information obtained through the questionnaires administered during the first visit and the information gathered during the second visit. These are therefore generic and have been tampered by the technical expertise of the consultants. Because of the need to consolidate functions, some jobs may seem overwhelming. If this is the case, the consultant will appreciate revisiting the jobs to make them more attainable.  

3 EXECUTIVE MANAGEMENT/STAFF LINES

3.1 Chairperson/Chief Executive Officer

Department: 
Executive Management
Reporting to:
The President of Government of Southern Sudan
Responsible for:

1.   Director General in Charge of Technical Services 

2. Director General in Charge of Administration  and Finance
3. Protocol Officer and personal Assistant
4. Personal Secretary/Secretary to the Executive  Board

Position Location:

Head Office in Juba

General Duties:

1.   Overall responsible for effective and prudent management of 





      the War Disabled, Victims and Orphans  Commission 

2. Accountable to the President of the Government of Southern Sudan, like any other Cabinet Minister, on the performance of the Commission in accordance with the Law and the Policy governing the Commission 

3. Responsible for maintaining linkage and collaborating with the relevant government ministries including Ministry of Legal Affairs and Constitutional Development,  Ministry of Labour, Public service and Human Resource Development and the Office of the President of the Government of Southern Sudan.  

4. Seeking and maintaining links with other relevant partners wiling to support the activities of the Commission.   

Specific Duties/Tasks:
1.   Direct all the affairs and functions of the Commission in the 

                                                      fulfillment of the objectives for which the Commission was 

      established. 

2. Convene and chair all the meetings of the Executive Board and provide direction for the development of the Commission in consultation with the appointed Commissioners and as provided in the Law and the Policy governing the Commission

3. The legal spokesperson of the Commission  
4. Provide regular reports on the functions of the Commission to the Office of the President of the Government of the Southern Sudan as required in the  Law and the Policy governing the Commission

5. Represent the Commission in all National and International fora

6. Maintain linkages with relevant organisations and institutions locally and internationally by soliciting both technical and financial support to enhance achievement of the Commission’s objectives 

7. Ensure preparation and submission of annual estimates and budget requirement of the Commission to the Ministry of Finance and Economic Planning for inclusion in national annual budget  

8. As the Authority to Incur Expenditure (AIE) holder, approve all project and budget expenditures, appointments, promotions and disciplinary actions in consultation with the Executive Board  and upon advise from the Director General for Administration and Finance

9. Signatory to all legal instruments of the Commission including contacts issued for the provision of services to the Commission as provided in the Law and the Policy governing the Commission 

10. Delegate functions to the Director Generals accordingly 

11. Perform any other functions that will be assigned by the President of the Government of Southern Sudan

Job Specification: 

1.   University Qualification 

2. Additional training in Sociology and Management 

3. At least 10 years experience in management in public or private sector

4. Able to work long hours and possibly away from capital city

Required Training:

1.   Computer Literacy
2. Interpersonal relations course 
3. Public Relations  and Communication
4. Change management
5. Conflict resolutions and management techniques
3.2  Personal Secretary/Secretary to the Policy Board

Department: 


Executive Management
Reporting to:
Commission Chairperson/Chief Executive Officer
Responsible for:

None

Position Location:

Head Office in Juba

General Duties:

1.   In charge of general management of the office of the

      Commission Chairperson/ Chief Executive Officer

2. Responsible for keeping confidential files in the Chairperson’s office

3. Responsible for taking and keeping minutes of the Policy 

Board

Specific Duties/Tasks:
1.   Keep and manage the Commission Chairperson/Chief

      Executive Officer’s diary

2. Handle confidential internal and external correspondences directed to the Chairperson/Chief Executive Officer’s Office

3. Draft and type letters emanating from Chairperson/Chief Executive Officer’s Office

4. Maintain diary in consultation with the Protocols Officer and Personal Assistant of the Chairperson/Chief Executive Officer and follow up appointments to ensures they are kept

5. Take and keep the minutes of the Policy Board meetings  and consults with the Chairperson about the schedule of such meetings

6. Arrange for the Policy Board meetings as advised by the Chairperson/Chief Executive Officer and invite the Commissioners to attend

7. Maintaining  filing and archive for all confidential correspondences with the Commission  Chairperson and minutes of the Policy Board

8. Perform any other duties that will be assigned from time to time by the Chairperson/Chief Executive Officer.

Job Specification: 

1.   Certification of Secondary Education 

2. Competence in word processing using different computer programs

3. Certificate in Secretarial Duties

4. Certificate in Office Management

5. Experience in  document filing and archiving

6. Good interpersonal qualities

Required Training:

1.   Office Management including Computer Literacy

2. Interpersonal  Relationship and Group Dynamics
3.3 Protocols Officer and Personal Assistant to Chairperson/CEO  

Department: 


Executive Management
Reporting to:
Chairperson/Chief Executive Officer
Responsible for:

None    

Position Location:

Head Office in Juba

General Duties:

1.   In charge of Chairpersons Itinerary and all Protocol matters

Specific Duties/Tasks:
1.   Ensuring order and protocol in directing visitors to the 





      Chairman’s Office

2. Maintaining appointments and itinerary for the Chairperson/Chief Executive Officer 

3. Making all bookings and travel arrangements for the Chairperson/CEO when traveling within and outside the Country

4. Manage  visitors to the  Chairperson’s office ensuring their comfort while waiting to meet with the Chairperson

5. Receive and filter all telephone calls made to the Chairperson/CEO. Take messages where necessary and inform the Chairperson/CEO for necessary actions

6. Maintain close collaboration with the Personal Secretary to the CEO for smooth flow of work and to eliminate overlap of functions in that office

7. Ensure that all War Victims visiting the Commission are attended to immediately to avoid congestion at the reception  

8. Any other duties that will be assigned from time to time by the immediate supervisor.

Job Specification: 

1.   Certification of Secondary Education 

2. Certificate in Office Management

3. Experience in  document filing and archiving

4. Good interpersonal qualities

Required Training:

1.   Office Management including Computer Literacy

2. Basic Finance including elementary budgeting

3. Communication and interpersonal relations course
4. Procurement and Logistics
4 Directorate of Technical Services

4.1 Director General in Charge of Technical Services
Department: 
Directorate of Technical Services (New Directorate)

Reporting to:
 Chairperson / Chief Executive Officer
Responsible for:

1.   Commissioners in Charge of State Coordination
2. Senior States Monitoring, Data Base and Documentalist

Position Location:

Head Office in Juba

General Duties:

1.   Overall in Charge of all issues affecting War Disabled, War

      Orphans, War Orphans and war martyrs within the 
      Commission 

2. Overall responsible for maintaining data bank on all registered War Disabled, War Widows and War Orphans  and war martyrs
Specific Duties/Tasks:
1.   Coordinate all functions of the Commission directed towards 

meeting the needs of the War Martyrs, War Disabled, War 
Widows and War Orphans in all the states in Southern Sudan

2. In charge of coordination and facilitation of provision of logistical and material support to the  technical Directors to enhance their work

3. Facilitate and coordinate budgeting of all activities necessary to provide services for the war victims in Southern Sudan for inclusion in the overall annual budget of the Commission 

4. Ensure efficient, economic and effective provision of services to the war victims at State level to reduce traveling by the victims to Juba to seek those services     

5. Provide linkage between the Commission and the State Governments and carryout regular inspection visits to all States to ensure the needs of the war victims are met as planned in order to meet the objectives of the Commission

6. Oversee preparation of regular  reports  for information and decision to Policy Board on services provided to the War Martyrs, War Disabled, War Widows and War Orphans 

7. Coordinate closely with other National Commissions established by the Government of Southern Sudan to address different but specific issues that affect the war victims.  

8. Facilitate annual staff performance appraisal and recommend 

      appropriate actions including promotion to the Director 

      General for Administration and Finance for consolidation 

      with other staff appraisals.

9. Responsible for selecting and hiring short term consultants to support business and income generating activities for the war victims

10. Follow up all plans to establish facilities to support the War Martyrs, War Disabled, Widows and Orphans in the ten States and report progress to the Policy Board regularly

11. Advise the Commission Chairperson/Chief Executive Officer appropriately on all matters pertaining to the management of the Commission 

12. Facilitate contacts to generate scholarships to support education of War Martyrs, War Disabled, Widows and Orphans and oversee the selection of beneficiaries

13. Perform any other functions that will be assigned by the immediate supervisor.
14. Represent the Commission in all relevant key Ministries and Commissions such as Ministry of Education and DDR Commission

15. Perform any other functions that will be assigned by the Government of Southern Sudan

Job Specification: 

1.   University Qualification 

2. Additional training in Sociology and Management 

3. At least 10 years experience in management in public or private sector

4. Able to work long hours and possibly away from capital city

Required Training:

1.   Computer Literacy
2. Interpersonal relations course 
3. Public Relations  and Communication
4. Change management
5. Conflict resolutions and management techniques
4.2 Commissioners in Charge of State Coordination (Three positions)
Department: 
Directorate of Technical Services (New Directorate)

Reporting to:
Director General in Charge of Technical Services
Responsible for:

1.   Directors in Charge of State Coordination (Three States x 2

      and Four States)

Position Location:

Head Office in Juba

General Duties:

1.   Overall in Charge of all issues affecting War Martyrs, War
      Disabled, War Widows and War Orphans within the States 
      under their jurisdiction in the various States assigned to them
2. Overall responsible for maintaining data bank on all registered War Martyrs War Disabled, War Widows and War Orphans  

Specific Duties/Tasks:
1.   In charge of coordination and facilitation of provision of

      logistical and material support to the technical Directors to 

      enhance their work
2. Ensure efficient, economic and effective provision of services to the war victims at State level to reduce traveling by the victims to Juba to seek those services 
3. Provide linkage between the Commission and the State Governments and carryout regular inspection visits to all States to ensure the needs of the war victims are met as planned in order to meet the objectives of the Commission 

4. Liaise and lobby with the State Governors for allocation of land for the martyrs originating from the respective States

5. Oversee preparation of regular  reports  for information and decision to Executive Board on services provided to the War Martyrs, War Disabled, War Widows and War Orphans within the respective States under their jurisdictions

6. Follow up all plans to establish facilities and services to support the War Martyrs, War Disabled, Widows and Orphans in the States under their jurisdictions and report progress regularly to the Director General in charge of Technical Services. 
7. Perform any other functions that will be assigned by the Director General in charge of Technical Services
Job Specification: 

1.   University Qualification 

2. Additional training in Sociology and Management 

3. At least 10 years experience in management in public or private sector

Required Training:

1.   Interpersonal relations course 
2. Change management
3. Conflict resolutions and management techniques
4.3 Technical Directors in Charge of War Victims (Three in number each in charge of Several States)
Department: 


Directorate of Technical Services
Reporting to:
Commissioners in Charge of State Coordination of
Responsible for:

State Coordinators according to allocation (Three x 2 and Four)
Position Location:

Head Office in Juba

General Duties:

1.   In charge of management of the affairs of the War Victims in 





      the States under their jurisdictions
2. Generally advise the Commissioners on appropriate long term plans that will facilitate improvement of the plight of the War Victims
Specific Duties/Tasks:
1.   Facilitate systematic data collection and needs identification
                                                      covering the  War Victims in respective States under their

      jurisdiction
2. Prepare appropriate plans for the provision of relevant services in response to identified needs of the War Victims  
3. Coordinate the need identification for training and facilitate such training and necessary capacity building to enable the War Victims to engage in productive income generating activities
4. Coordinate counselling functions for registered War Victims in the relevant States  
5. Guide the Programme Officers to facilitate and support the War Victims to prepare suitable project proposals to attract financial support from well wishing financial and interested donor institutions.
6. Facilitate and support the War Victims to prepare suitable project proposals to attract financial support from well wishing financial institutions  
7. Facilitate financial returns on the funds allocated to the States to support the War Victims and make appropriate reports  to the  Commissioner in charge 
8. Perform any other functions that will be assigned by the immediate supervisor. 
Job Specification: 

1.   University Degree or Diploma in Development Studies

2. Certificate in Conflict resolution and Management 
3. Experience in active combat and war fare.
4. Experience in Counseling and handling of trauma
Required Training:

1.   Computer Literacy
2. Interpersonal relations course 
3. Change management
4.4 Coordinators of State Offices (Ten in Number)

Department: 


Directorate of Technical Services
Reporting to:


Technical Directors in Charge of War Victims responsible for the 




State
Responsible for:

1.   Program Officers
2. State Councilors 

3. Clinical Officers 

Position Location:

 State Head Offices
General Duties:

1.   In charge of general management of the State Coordination

      Offices

2. Regular liaison with the State Governor on matters affecting War Martyrs, War Disabled, Widows and Orphans in the State
Specific Duties/Tasks:
1.   Establish and maintain a register of all War Martyrs, War
      Disabled, Widows and Orphans in the State 

2. Determine the physical and emotional needs of the War Martyrs, War Disabled, Widows and Orphans who are registered in the State and plan together how to address these needs

3. Work together with the War Martyrs, War Disabled, Widows and Orphans in the State to prepare proposals for seeking funding and other support to facilitate meeting their needs in the identified areas

4. Coordinate and supervise all activities of the Commission within the State aimed at alleviating the plight of the War Martyrs, War Disabled, Widows and Orphans

5. Involve the State Government and other Authorities in all actions taken to address the plight of the  War Martyrs, War Disabled, Widows and Orphans 

6. Follow up requests by the Commission to the State Governors for allocation of land for the martyrs within the State and facilitate resettlement.

7. Maintaining office filing and archive for all the activities and support the Commission has rendered to  the War Martyrs, War Disabled, Widows and Orphans in the State 

8. Prepare regular progress reports to the Technical Director in charge of the State on all activities carried out it the State for the benefit of War Martyrs, War Disabled, Widows and Orphans

9. Ensure that staff assigned to the State Coordination Office perform their duties as required

10. Ensure that the driver allocated to the State keep the worksheets for the vehicle as required and that problems noted are reported and appropriate actions taken to remedy 

11. Assess and appraise the performance of all staff assigned to the State Coordination Office annually and advise the Director for Administration and Finance in Juba on appropriate action

12. Any other duties that will be assigned from time to time by the immediate supervisor.

Job Specification: 

1.   Certification of Secondary Education 

2. Certificate in Office Management

3. Experience in  document filing and archiving

4. Good interpersonal qualities

Required Training:

1.   Office Management including Computer Literacy

2. Basic Finance including elementary budgeting

3. Communication and interpersonal relations course
4. Procurement and Logistics
4.5 Program Officers - War Victims (10 New Positions - One in Each State))

Department: 


Directorate of Technical Services
Reporting to:
State Coordinator in the respective State
Responsible for:

None
Position Location:

State Head Office  
General Duties:

1.    In charge of collecting data on the War Victims, facilitating

       identification of the needs of the War Victims, planning for

       provision of necessary services to the War Victims in all the 

       respective States  
2. Generally advise the State Coordinator  on appropriate long term plans that will facilitate improvement of the plight of the War Victims in the State
Specific Duties/Tasks:
1.   Responsible for planning systematic data collection covering 




      the War Victims in all the respective State  
2. Prepare appropriate reports covering the number of War Victims for the provision of relevant services in response to identified needs of the War Victims 
3. Work in collaboration with the business development consultants to prepare business proposals and help the disabled access material and financial support to engage in independent income generating activities 

4. Prioritize areas of possible cooperation and collaboration with other partners in the State and advise the Commission on methods and conditions of engagement to support War Victims
5. Identify the need for training and facilitate such training and necessary capacity building to enable the War  Victims to engage in productive income generating activities
6. Coordinate, in consultation with business development experts, introduction of business and income generating services to the War Victims in all the respective State  
7. Facilitate and support the War Victims to prepare suitable project proposals to attract financial support from well wishing financial institutions.  
8. Facilitate the settlement of martyrs on lands allocated tom them 
9. Perform any other functions that will be assigned by the immediate supervisor. 
Job Specification: 

1.   University Degree or Diploma in Development Studies

2. Certificate in Conflict resolution and Management 

3. Experience in active combat and war fare
4. Preference will be given to a lady with experience in matters affecting women.
5. Experience in Counseling and handling of trauma
Required Training:

1.   Computer Literacy
2. Interpersonal relations course 
3. Public Relations  and Communication
4. Change management
5. Micro and Small Enterprise Development
6. Strategic Planning and Monitoring / Evaluation of Project Implementation Process
4.6 Counselors - War Victims (10 New Positions – One for each State)

Department: 


Directorate of Special Programmes
Reporting to:
State Coordinator in the respective State

Responsible for:

None
Position Location:

State Head Office 

General Duties:

1.    In charge of counseling the War Victims and providing 

       assurance to those visiting State Offices to seek help and 

       support

2. Generally advise the Director for War Victims on appropriate long term plans that will facilitate improvement of the plight of the War Victims
Specific Duties/Tasks:
1.   Work in collaboration with all the Coordinators of State 
      Offices in planning and executing systematic identification of

      the War Victims in all the State who need counseling 
2. Prepare appropriate counseling program  covering all the  War Victims in the State and report on the state of trauma  
3. Identify the need for training and facilitate such training and necessary capacity building to enable the War  Victims to engage in productive income generating activities
4. Coordinate provision of counselling services to the War Victims in order to reduce effects of trauma experienced during the war and thereafter
5. Advise the Commission to solicit funds to support such capacity building and empowerment of the War Victims 
6. Perform any other functions that will be assigned by the immediate supervisor. 
Job Specification: 

1.   University Degree or Diploma in Development Studies

2. Certificate in Conflict resolution and Management 

3. Experience in active combat and war fare
4. Preference will be given to a lady with experience in matters affecting women.
5. Experience in Counseling and handling of trauma
Required Training:

1.   Computer Literacy
2. Interpersonal relations course 
3. Change management
4.7 Clinical Officer - War Victims (10 New Positions – One for each State)

Department: 


Directorate of Special Programmes
Reporting to:
State Coordinator in the respective State

Responsible for:

None
Position Location:

State Head Office 

General Duties:

1.   In charge of providing clinical services to the War Victims,
      assessing the needs for artificial aids to the affected and
      facilitating access. 
2. Generally advise the State Coordinator on the prevailing conditions among the War Victims in the State especially with regard to access to artificial aids and support. appropriate long term plans that will facilitate improvement of the plight of the War Victims
Specific Duties/Tasks:
1.   Work in collaboration with all the Coordinators of State 
      Offices in planning and executing systematic identification of

      medical and other needs of the War Victims within  the State  
2. Prepare appropriate  program  for the provision of health support including artificial mobility, hearting and other support covering all the  War Victims in the State and report on the state of trauma  
3. Continually assess overall health of the War Victims within the State and provide the necessary support including referrals in difficult cases
4. Identify the need for training and facilitate such training necessary to enable the War Victims to adapt to the new artificial mobility, hearing and other support.  
5. Coordinate provision of clinical services to the War Victims in the State in order to reduce the need for affected to travel to Juba except on very necessary cases.  
6. Perform any other functions that will be assigned by the immediate supervisor. 
Job Specification: 

1.   Certificate or Diploma in Clinical Studies

2. Certificate in Conflict resolution and Management 

3. Experience in active combat and war fare
4. Experience in Counseling and handling of trauma
Required Training:

1.   Computer Literacy
2. Interpersonal relations course 
3. Change management
4.8 Senior Monitoring, Data Base and Documentalist 
Department: 


Directorate of Technical Services
Reporting to:
Director General in Charge of Technical Services
Responsible for:

None
Position Location:

Head Office in Juba

General Duties:

1.   In charge of collating and processing all information and data 

      generated by the State Coordinators with regard to the War 

      Disabled, Widows and Orphans to generated data and inform 

      management decision.  

2. Responsible for all information technology equipment within the Commission including computers

Specific Duties/Tasks:
1.   Develop formats for data and information collection by

      different directorates on the state of war victims and facilitate 

      processing and analyzing the data so analysed.

2. Receive and analyse data and information on War Disabled, Widows and Orphans generated by the Coordinators of State Offices 

3. Provide regular feed back on the information and data analysed to all the Coordinators of State Offices to facilitate decision and planning for appropriate interventions

4. Provide tracing services for Orphans to link up with their

      relatives based on the data bank.  

5. Maintain an up to date records and data on all War Disabled, Widows and Orphans based on information generated by the Coordinators of State Offices

6. Provide information to the relevant Directors in the Directorate of Special Programmes with information regarding their sections. 

7. Maintain a referral library and archive concerning all historical matters concerning the war victims 

8. Perform any other duties that will be assigned from time to time by the immediate supervisor.

Job Specification: 

1.   University Degree in Humanities with preference in Social

      Studies or Diploma in appropriate subjects 

2. Diploma Computer Programming and Technology

3. Experience in Computerized Data Processing  

Required Training:

1.   Advance Computer Programming

2. Computer Technology including Repairs
5 Directorate of Administration and Finance

5.1 Director General for Administration and Finance

Department: 


Directorate of Administration and Finance

Reporting to:
 Chairperson / Chief Executive Officer  

Responsible for:

1.   Director of Administration and Finance  
Position Location:

Head Office in Juba

General Duties:

1.   Overall in Charge of Daily Administration and Finance at the 





      Commission

2. Reporting to the  Chairman/CEO
3. Oversee management of all assets of the Commission

4. Responsible for human resource management and staff deployment and development 

Specific Duties/Tasks:
1.   Oversee daily smooth running of the affairs of the 




      Commission

2. Provide logistical support to the other Directorates and the 

Coordinators of State Offices to facilitate their work

3. Facilitate and coordinate budgeting of all activities of the

Commission in readiness for presentation to the Legislative

Assembly for approval and allocation of funds

4. Ensure proper utilisation of Commission funds according to financial management and disbursement policies

5. Ensure efficient, economic and effective utilisation and management of  resources granted to the Commission by the

Exchequer and from other donors/partners including cash, liquid assets, capital assets and equipment  

6. Process all contracts for provision of services to the Commission for the signature of the Commission Chairman and other approved signatories.

7. Oversee preparation of regular financial reports to the  Chairman /  Chief Executive Officer for decision at Executive Board 

8. Coordinate administrative and financial issues with the State Coordinators to ensure sufficient support and accountability for functions at all times

9. Process and finalize the selection and recruitment of staff and recommend to the Policy Board for appointment

10. Ensure processing of disciplinary actions according to the

labour laws and recommend appropriate action 

11. Ensure execution of disciplinary decisions on staff.

12. Facilitate annual staff performance appraisal and recommend 

appropriate actions including promotion to the Executive Board

13. Facilitate regular monitoring and evaluation of performance of all staff and projects initiated by the Commission 

14. Plan staff leaves, approve leave and off duties applications and  ensure work continues when staff goes on leave or take off duty

15. Supervise preparation of annual financial returns and facilitate annual audit of  the Commission funds both from Exchequer and donors/partners 

16. Perform any other functions that will be assigned by the immediate supervisor.

Job Specification: 

1.   University Qualification 

2. Additional training in Management and/or Finance

3. At least 10 years experience in management in public or private sector

4. Able to work long hours and possibly away from capital city

Required Training:

1.   Computer Literacy
2. Interpersonal relations course 
3. Public Relations  and Communication
4. Change management
5. Budgeting and financial planning concepts
6. Finance for non-finance managers
5.2 Director for Administration and Finance

Department: 


Directorate of Administration and Finance

Reporting to:
Director General for Administration and Finance
Responsible for:

1.   Commission Accountant
2. Procurement, Logistics and Assets Manager

3. Human Resources Management and Development Manager
4. Fund Raising Officer
Position Location:

Head Office in Juba

General Duties: 

1.   Perform daily functions related to Administration and 
Financial management of the Commission including overall

office management

2. In charge of keeping all records of financial transactions in the  Commission and prepare approvals for financial disbursement 

3. Facilitated staff recruitment and supervise the management of staff register and records 

4. Keep inventory of and manage all the Commission assets

Specific Duties/Tasks:
1.   Supervise and coordinate all administrative functions in the 





      Commission

2. Coordinate all financial management functions in the 

Commission including checking of payments and receipts

3. Ensure proper keeping of financial transactions records in the Commission and prepare approvals for financial disbursement

4. Prepare draft annual budget for the Commission in consultation with other Directorates for presentation to the Ministry of Finance and Economic Planning to be included in the annual national budgets

5. Attend sector budget meetings at the Ministry of Finance and Economic Planning

6. Prepare regular monthly financial reports for presentation to the Commission’s Policy Board through the Director General for Administration and Finance for information and decision making

7. Check and reconcile financial statements on monthly basis and advise Commission management appropriately

8. Prepare request for payment and disbursement of funds for timely presentation to the Ministry of Finance and Economic Planning 

9. Prepare the books of accounts at the Commission in readiness for annual audit and produce Annual Financial Reports. 

10. Process staff leave applications from the Directorates and make appropriate recommendations to the Director General for Administration and Finance for onward approval

11. Facilitate regular monitoring and evaluation of projects initiated by the Commission 

12. Keep inventory of the Commission’s assets and prepare annual depreciation schedule of all assets both and Head Office and in the State Coordination Officers

13. Maintain roster for vehicle utilisation and maintenance

14. Perform any other functions that will be assigned by the immediate supervisor.

Job Specification:

1.   Degree in Commerce with Accounting option or any other 





      relevant academic qualification

2. Post graduate qualification in public finance and accounting

3. Experience in auditing and office management 
Required Training:

1.   Computer Literacy
2. Interpersonal relations course 
3. Public Relations  and Communication
4. Change management
5. Budgeting and financial planning concepts
6. Finance for non-finance managers
5.3 Commission Accountant

Department: 


Directorate of Administration and Finance

Reporting to:
Director for Administration and Finance
Responsible for:

1. Cashiers
2. Book Keepers
Position Location:

Head Office in Juba

General Duties: 

1.    Perform daily functions of an accountant by keeping custody 





       of the finances of the Commission including overall 
       management of  accounts office

2.  In charge of keeping all records of financial transactions in   the Commission and prepare approvals for financial disbursement 

3. Keep inventory of and manage all the Commission assets including those in the state offices

Specific Duties/Tasks:
1.   Coordinate all financial management functions in the 

Commission including checking of payments and receipts

2. Ensure proper keeping of financial transactions records in the Commission and prepare approvals for financial disbursement

3. Prepare draft annual budget for the Commission in consultation with other Directorates and Coordinators of State Offices

4. Prepare regular financial reports for presentation to the Commission’s Policy Board through the Director General for Administration and Finance for information and decision making

5. Prepare the books of accounts at the Commission in readiness for annual audit

6. Facilitate regular monitoring and evaluation of projects initiated by the Commission 

7. Keep inventory of the Commission’s assets and prepare annual depreciation schedule of all assets both and Head Office and in the State Coordination Officers

8. Maintain roster for vehicle utilisation and maintenance

9. Perform any other functions that will be assigned by the immediate supervisor.

Job Specification:

1.   Degree in Commerce with Accounting option or any other 





      relevant academic qualification

2. Post graduate qualification in public finance and accounting

3. Experience in auditing and office management 
Required Training:

1.   Computer Literacy
2. Interpersonal relations course 
3. Public Relations  and Communication
4. Change management
5. Budgeting and financial planning concepts
6. Finance for non-finance managers
5.4 Procurement, Logistics and Assets Manager

Department: 


Directorate of Administration and Finance
Reporting to:
Director of Administration and Finance
Responsible for:

1. Procurement and Logistics Officer
Position Location:

Head Office in Juba

General Duties:

1.   In charge of maintenance of all Commission’s fixed property

2. In charge of management of Commission transport fleet  and

      assignment of duties to drivers

3.   In charge of procurement for the Commission

Specific Duties/Tasks:
1.   Keeping records of building inspections and scheduling 





      repairs and maintenance works. 

2. Keeping records for management and maintenance of the transport fleet and ensuring that commission vehicles are repaired and maintained properly and on time

3. Making purchases and keeping records of stock and materials required for repairs and maintenance of buildings and other fixed property

4. Keeping clear inventory of the buildings and fixed properties of the Commission  

5. Perform any other functions that will be assigned by the immediate supervisor
6. Link up with the Finance Department for accounting of the properties and budgeting for the building activities. 


Job Specification: 

1.   University Degree in Engineering 

2. Qualification in Human Resources Management

3. Experience in project planning and logical framework preparation and application as management and monitoring and evaluation tools.
Required Training:

1.   Procurement and logistics management course

2. Budgeting

3. Property management
4. Strategic Planning  including Monitoring and Evaluation Methodologies  
5.5 Procurement and Logistics Officer
Department: 


Directorate of Administration and Finance
Reporting to:
Procurement, Logistics and Assets Manager
Responsible for:

None
Position Location:

Head Office in Juba

General Duties:

1.   In charge of procurement of all Commission’s fixed property

2. In charge of transport fleet  and assignment of duties to drivers

3. In charge of maintenance of assets and inventory  

Specific Duties/Tasks:
1.   Keeping records of building inspections and scheduling 





      repairs and maintenance works. 

2. Keeping records for management and maintenance of the transport fleet and ensuring that commission vehicles are repaired and maintained properly and on time

3. Making purchases and keeping records of stock and materials required for repairs and maintenance of buildings and other fixed property

4. Keeping clear inventory of the buildings and fixed properties of the Commission  

5. Ensure that drivers keep the worksheets for each vehicle as required and that problems noted are reported and appropriate actions taken to remedy 

6. Perform any other functions that will be assigned by the immediate supervisor
Job Specification: 

1.   Clerical certificate

2. Accounting certificate
3. Experience in management of transport fleet
Required Training:

1.   Procurement and logistics management course

2. Budgeting

3. Property management
4. Communication and interpersonal relationship
5.6 Human Resources Development Manager 

Department: 


Directorate for Administration and Finance
Reporting to:


Director for Administration and Finance
Responsible for:

1.   Client Service and Relations Officer
2. Administrative Officer
3. Information Technology Officer
 Position Location:

Head Office in Juba

General Duties:

1.   In charge of processing all recruitments in the Commission

2. In charge of keeping staff records especially with regard to promotions and disciplinary actions

3. In charge of facilitating annual staff performance appraisals

4. Advises the Director for Administration and Finance on staffs that merit promotion, salary increases/adjustments and disciplinary actions.  

5. Generally advise the Commission on appropriate long term staff development options. 

Specific Duties/Tasks:
1.    Facilitate the staff recruitment processes in consultation with

       the Ministry of Labour with regard to  advertisements for 

       vacant positions, short listing the applicants, scrutinizing

       references and credentials, invitation of the candidates for

       interviews and organizing the interview processes. 

2. Forward the names of the selected staff to the Ministry of Labour for final appointment as per public service regulations

3. Develop and implement annual staff appraisal format and 

      procedure and instruct managers and supervisors on how to

      carry out the appraisal and record outcome objectively 

4. Summarise staff appraisal from all Directorates and present the results with recommendations for merit promotions, salary increases/adjustment and disciplinary actions to the Policy Council through the Director of Projects and Capacity Building for approval and onward recommendation to the Ministry of Labour for execution

5. Carryout annual staff training needs assessment and prepare staff development plan to be included in the annual Commission budget subject to approval by the Policy council and the Ministry of Labour. 

6. Manage the resources allocated annually to the Commission for Staff Development and Capacity Building  

7. Link up the staff with appropriate training institutions within and outside southern Sudan.

8. Prepare long term human resources development and capacity building plan to enhance capacities and performance levels of all staff including politically appointed Commissioners 

9. Source and coordinate service providers for the provision of in-house training to fill the gaps identified through annual training needs assessment.

10. Keep records of staff training to facilitate decision on possible promotions and redeployment of staff and advice the Policy Council appropriately through the Director and for implementation by the Ministry of Labour. 
11. Perform any other functions that will be assigned by the immediate supervisor. 
Job Specification: 

1.   University Degree in Human Resource Management

2. Qualification in Interpersonal Relations and Conflict Resolution 

3. Experience in carrying out training of any kind
4. Proficiency in monitoring and evaluation of staff performance
5. Proficiency in Computer operations and management of large data generated through computer data management
Required Training:

1.   Counseling and Conflict Resolution
2. Advanced Human resources Development Course
3. Interpersonal relations course 
4. Public Relations  and Communication
5. Change management
6. Budgeting and financial planning concepts
5.7 Administrative Officer

Department: 


Directorate of Administration and Finance
Reporting to:
Human Resources Development Manager
Responsible for:

1.   Cleaners/ Messengers

2. Security

3. Receptionists

Position Location:

Head Office in Juba

General Duties:

1.   In charge of general management of the Commission’s

      offices

Specific Duties/Tasks:
1.   Supervising the Cleaner, the Messenger(s) and Receptionist 

Ensuring order and cleanliness in the Offices  

2. Maintaining office filing and archive for the Commission in consultation with the Personal Secretary of the Chairperson and the Information Technology Officer

3. Ensure all the Commission mail collected and dispatched by the Messenger are properly registered and distributed 

4. Ensure that materials required for office cleaning are available at all times and that the building is kept clean always

5. Ensure that all War Victims visiting the Commission are attended to immediately to avoid congestion at the reception  

6. Any other duties that will be assigned from time to time by the immediate supervisor.

Job Specification: 

1.   Certification of Secondary Education 

2. Certificate in Office Management

3. Experience in  document filing and archiving

4. Good interpersonal qualities

Required Training:

1.   Office Management including Computer Literacy

2. Basic Finance including elementary budgeting

3. Communication and interpersonal relations course
4. Procurement and Logistics
5.8 Client Service Officer
Department: 


Directorate of Administration and Finance
Reporting to:


Human Resources Management and Development Manager
Responsible for:

None

Position Location:

Head Office in Juba

General Duties:

1.   In charge of the welfare of all Clients and War Victims who 

      visit the Commission’s offices

Specific Duties/Tasks:
1.   Ensure that the needs all visitors especially the War Victims 

      who come  to the Commission Officers are taken care of  as 

      soon as possible to reduce congestion at the reception.

2. Maintaining roster of the War Victims who visit the Commission Offices listing their concerns and ensuring that these are addressed as far as possible.  

3. Refer cases that can be dealt with to the appropriate officers in a manner that enhances confidence of the War Victims and martyrs on the Commission. 

4. Handle difficult cases humanely and ask the visitors to come back when it is appropriate.

5. Ensure that there is satisfactory answer to the enquiries of those referred when they come back as instructed  
6. Liaise with State Coordinators to coordinate services to the War Victims referred to the State Office  nearest to them
7. Any other duties that will be assigned from time to time by the immediate supervisor.

Job Specification: 

1.   Certification of Secondary Education 

2. Certificate in Office Management

3. Good interpersonal qualities

Required Training:

1.   Office Management including Computer Literacy

2. Communication and interpersonal relations course
5.9 Information Technology Officer

Department: 


Directorate of Administration and Finance
Reporting to:
Human Resources Development Manager

Responsible for:

None

Position Location:

Head Office in Juba

General Duties:

1.   In charge of managing all the communication within the

      Commission and towards other interested parties including 

      the  war victims.

2. In charge of all information technology equipment within the Commission including computers

Specific Duties/Tasks:
1.   Prepares all communication materials on the Commission for

      approval of the policy council before release

2. Maintain a referral library and archive concerning all historical matters concerning the war victims 

3. In charge of ensuring that all the information technology equipments are serviceable including updating anti-virus programmes and supply of materials for printing and photocopying

4. Carryout all printing and photo copying as required by the different directorates including the Executive Management

5. Provide elementary training to all Commission staff in using IT equipment.  

6. Process data and information collected by different directorates on the state of war victims and facilitate processing and analyzing the data so analysed.

7. Produce reports suitable for decision making within the relevant Directorates regularly or as will be required by Executive management from time to time

8. Perform any other duties that will be assigned from time to time by the immediate supervisor.

Job Specification: 

1.   Certification of Secondary Education 

2. Diploma Computer Programming and Technology

3. Experience in Office Management

Required Training:

1.   Advance Computer Programming

2. Computer Technology including Repairs
3. Interpersonal relations course 
4. Public Relations  and Communication
5.10 Fund Raising Officer

Department: 


Directorate of Administration and Finance
Reporting to:
Director of Administration and Finance
Responsible for:

None

Position Location:

Head Office in Juba

General Duties:

1.   In charge of coordinating and following up all contacts

      established by the Chairperson/CEO for raising funds to 

      support activities of the Commission 

2. Reporting to the Chairperson/CEO on all fundraising activities

Specific Duties/Tasks:
1.   Keep all records of contacts established by the Chairperson

      /CEO that may lead to raising funds for the Commission. 

2. Establish contacts with the appropriate persons in the organisations/institutions that have shown willingness to support activities of the Commission

3. Plan for and coordinate all fund raising programs on behalf of the Commission by following up commitments shown by partners     

4. Manage all fundraising functions in consultation with the   Commission Chairperson/CEO’s office  

5. Liaise with the Director General in charge of Special Programmes to establish priority for fund raising for the technical department 

6. Any other duties that will be assigned from time to time by the Commission Chairperson

Job Specification: 

1.   Degree in Business Administration

2. Certificate in Public Finance Management

3. Good understanding of the donor community policies and requirements for supporting development activities.   

4. Good interpersonal qualities

Required Training:

1.   Communication 

2. Interpersonal  Relationship and Group Dynamics
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