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VACANCY ANNOUNCEMENT

Field Hub Officer 

Based: Port au Prince, with travel to the field 
Duration of Contract: 1 month & renewable 
Main Responsibilities / Duties 

· Translate documents both to and from written English to French.  
· Act as an interpreter at meetings with shelter agencies, NGO’s, government agencies and members of the affected community.
· Establish maintain and manage relationships with the humanitarian shelter cluster partners whilst respecting their individual mandates and programme priorities;

· Support the Field Hub Coordinator establishes and maintains relationships with local and provincial authorities. 
· Is responsible for collating and decimating information to the by cluster partners on in the gathering and collation and distribution of information and data.
· Support the field hub in managing the day to day needs of the team and operation of the cluster including hotel bookings, orientation, other local contract negotiations and the management of a hard copy filing structures.  
· Contribute to the implementation of Haiti Shelter Cluster Strategic objectives.

· Contribute to the development of harmonised systems and processes that improve the implementation of the shelter cluster coordination role both at field level and national levels. 
Essential Qualifications
· High School Diploma 
· Management degree

· Social background

· The candidate must be proficient in MS Office, this includes (Xcel, MSWord, PowerPoint and Access)

· Experience in the Red Cross movement or with another INGO 

· Field experience working with communities 

· Management experience. 

Interested applicants should submit their applications with a motivation letter on or before the 20th July 2010 to the email address below. 

Gerhard Tauscher

Shelter Cluster Coordinator 
Email: shelterhaiticoord6@gmail.com
  Application deadline: 20th July 2010
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