UGANDA NETWORK OF AIDS SERVICE ORGANISATIONS (UNASO)

                                    JOB OPPORTUNITIES: 

Background

A Civil Society  organizations consortium (CSO-C) with support from Irish Aid is implementing a five year project “Prevention of HIV and AIDS in Communities of Karamoja” (PACK); The consortium  comprises of Alliance of Mayors and Municipal Leaders on HIV/AIDS in Africa (AMICAALL), National Forum of People Living with HIV Networks in Uganda (NAFOPHANU), Straight Talk Foundation (STF), The AIDS Support Organization (TASO) and Uganda Network of AIDS Service Organizations (UNASO) was formed in 2015 in order to implement a “Prevention of HIV and AIDS in Communities of Karamoja” (PACK) Program. It’s also to test the feasibility of funding CSOs in responding to the HIV/AIDS epidemic through a grant that is for and is managed by the civil society. In the consortium, AMICAALL will strengthen capacity of municipalities and lower local government and community leaders in Karamoja while STF will provide HIV and AIDS prevention and SRH information targeting adolescents, youth and young women in the region. TASO will carry out community support engagements and NAFOPHANU will build capacity of PLHIV networks in the region and address HIV stigma and discrimination as a key barrier to utilization of services. UNASO will be the Grants Management Unit (GMU) for administering the grants and providing technical and financial management support to the consortium. Uganda Network of AIDS Service Organizations (UNASO) was established as a membership organization in 1996 to provide a platform for coordination, Advocacy, resource mobilization, capacity building and information sharing among civil society AIDS service organizations (ASOs). With its secretariat in Kampala, UNASO has a membership of over 2,000 AIDS service organizations involved in HIV&AIDS and Health work. UNASO’s Vision is “A Ugandan Society free of HIV and AIDS and its impact”; while her Mission is; “to provide leadership to ASOs for collective response to HIV& AIDS and Health through effective representation, coordination and enhanced capacities”. UNASO is now seeking to recruit suitable persons to fill the following positions;
Job Title: Head Finance and Compliance 

Reports to: Executive Director

Location: Kampala
Job brief: The Head Finance and Compliance will be responsible for all aspects of financial and accounting compliance management of the PACK project Grants working collaboratively to ensure compliance with UNASO internal policies and procedures as well as donor regulations. S/he will be responsible for all financial and compliance functions in the program, including accounting, payments/disbursements , banking, payroll management, budgeting, financial reporting, grant financial management and compliance to donor rules. In support of the PACK partners,h/she will be responsible for ensuring that fiduciary risks are always at a minimum. S/he will be responsible for the overall financial management oversight of the Irish Aid grant and will ensure timely completion of financial reporting obligations. Key Outputs include;  Financial and Accounting procedures in place  Periodic work plans and budgets in place,  Financial returns/reports consolidated in time, Cash Flow projections in place, Financial statements produced, sound Financial management system maintained, and Capacity of partners built to enable them manage the funds disbursed to them  
Primary Duties and Responsibilities

· Oversee all aspects of the financial management requirements and arrangements for  UNASO including; data collection, accurate recording,  and reporting of all financial transactions, review and analysis of reports, development of budgets, tracking of budgets, and reporting.

· Review and verify all financial reports submitted by Consortium partners making sure that they are in accordance with UNASO financial management and reporting procedures and internationally accepted best practices. And consolidate these reports into the Progress Update and Disbursement Request/Enhanced Financial Reporting for submission to Irish Aid

· Responsible for the receipt, disbursement, banking, protection and custody of funds, and financial instruments
· Monitor funds absorption rate based on the analysis of trimester financial reports at UNASO Prepare correspondence with respect to the above reports, including liaison with the Consortium partners to collate the necessary documents and supporting information required to explain any variances. 

· Oversee the maintenance of complete and accurate financial and accounting documentation and records for review by management, Iris Aid, and external auditors 

· Provide oversight to the development, implementation and regular monitoring of an internal control program to monitor performance of financial processes according to standards and to highlight any deviation from the approved policies and procedures.

· Prepare accurate and comprehensive monthly and trimester financial reports, analyze variance reports, and provide supporting documentation.

· Ensure timely compilation and submission of statutory financial returns and related management reports. 

Minimum Qualifications and experience required
A Masters degree in Finance and Accounting or Masters in Business Administration or Full professional qualifications such as ACCA, CPA, CIMA.  A professional accounts qualification such as CPA (U), ACCA, ACA or its equivalent is desirable. 

 Minimum of 5 years professional experience in Accounting/Finance and /or project financial management preferably in the health, social or financial sector.  Excellent analytical, financial management and evaluation skills.  Knowledge of computerized accounting systems such as Navision, QuickBooks, TALLY etc.  A team leader and player with excellent planning and organization skills 

Job Title: Program Manager

Reports to: Grants Management Unit (GMU) Coordinator

Location: Kampala
Job brief: Responsible for PACK Program quality assurance, accountability, and documentation and learning.  H/she supports program design, implementation and utilization of information collected at different stages. The position holder will support program in planning and execution of monitoring and evaluation activities, ensuring quality in accordance with accepted standards, providing essential feedback for learning, accountability and decision making. S/he will be responsible for providing internal capacity building for program staff on monitoring and evaluation activities as well as review and development of necessary tools that feed into needs of UNASO and donor reporting requirements. H/she will maintain procedures for operating efficiently and effectively for the CSO-C Grants Management Unit and Consortium partners. H/she will provide strategic guidance to teams consortium partners in ways that promote UNASO’s mandate. He/she will also be able to develop efficient strategies and tactics to ensure that PACK program deliver the desirable outcome. 

Primary Duties and Responsibilities
· Provide technical and professional leadership to plan, implement, monitor and oversee PACK  program activities

· Responsible for the successful delivery of the PACK program and management of the inter-dependencies in CSO-C partner activities

· Plan and proactively monitor implementation of inter-connected PACK program activities 

· Coordinate PACK cross-program activities

· Responsible for effective quality assurance and the overall integrity and coherence of the PACK program - focusing inwardly on the internal consistency of the program, and outwardly on its coherence with CSO-C partners 
· Manage the PACK  program's budget, monitor expenditure and costs against delivered and realized outputs as the program progresses
· Ensure there is allocation of common resources and skills within the PACK program's  CSO-C individual activities
· Develop and control deadlines, budgets and PACK activities

· Assess program performance and aim to maximize resources

· Resolve PACK programs’ higher scope issues

· Prepare program reports for donors at regular intervals

· Manage risks to the  PACK program's successful outcome
· Align the PACK Program outcome to UNASO’s overall mandate and mission.

· Review consortium partners work plans, targets and cash flows to  achieve intermediate and overall goals of PACK Program 
· monitor CSO- Consortium partners to ensure PACK Program guidelines are maintained

Minimum Qualifications and experience required

 A Masters Degree in a field relevant to development work such as Social Sciences, Social Work, Public Health, project planning and management, Business Administration. Other relevant training or certification to augment university degree and work experience 

 At least eight (8) years of progressively responsible, professional experience in HIV/AIDS .At least 5 years of experience developing and managing large scale health/HIV/AIDS programs.  Demonstrated experience in partner coordination and relationship management required. Demonstrated knowledge in supporting a comprehensive approach to HIV/AIDS including strategic planning, monitoring and reporting in the areas of demand creation, Advocacy, systems strengthening and service delivery
Job Title: Monitoring, Evaluation and Learning Manager

Reports to: Grants Management Unit (GMU) Coordinator

Location: Kampala
Job brief: The MEL Manager is responsible for the technical design of M&E for UNASO –PACK Program .The MEL Manager will facilitate the design, set-up and implementation of standard M&E processes in close collaboration with Program Managers and Consortium partners to ensure M&E and records management (RMS) systems data are used to drive evidence-based programming. This includes defining program logic, indicators, and methodologies while bringing best practices to the program.The MEL Manager will monitor and evaluate progress on achieving PACK Program outcomes vs. targets, to the end of enabling management, donors and partners to make vital adjustments to maximize program effectiveness. The position will be responsible for designing, and roll out the PACK Program M&E system including data collection, storage, analysis and presentation. He she/ will also ensure the M&E and records management systems have an in-built learning component that will ensure relevant learning products are developed to ensure continuous learning in the program

Primary Duties and Responsibilities

· Provide leadership to ensure all active programs maintain logical frameworks and monitoring plans per UNASO’s Program Management Minimum Standards to measure program output, outcomes and impact against goals and indicators.

· Support Program Manager and Consortium MEL focal persons to design quality information collection strategies that inform PACK system and information management platform.

· Design and promote strong feedback loops within programs and Consortium partners to enable iterative program design and management.

· Examine PACK program indicators across all activities, standardizing and refining based on application, in coordination with consortium  partners

· Provide guidance and recommendations on data collection, measurement and sampling methodologies to ensure quality data is collected and applied.

· Develop data collection tools and templates, including assessments, baselines, monitoring forms, and final evaluations.

· Lead design and implementation of Midterm and final program evaluations and research studies that help to identify the drivers of impact.

· Develop program staff and partner capacity building strategy that promotes a culture of learning through systematic analysis and reflection.

· Provide training and mentoring in survey design, methodology, data collection and analysis and other skills as required for assessing the impact of programs.

· Support all efforts towards accountability, specifically to PACK beneficiaries and actively engaging beneficiary communities as equal partners in the design, M&E of the program.

Minimum Qualifications and experience required

Advanced degree in Statistics, economics, monitoring and evaluation Population Studies, Demography, Sociology, Epidemiology, Public Health or similar fields

 Five years relevant professional experience, including at least three years working in M&E and Significant experience in training and developments and trends in TB,HIV/AIDS and Malaria

Proven experience in use of gender- and youth-related monitoring tools. Experience with the implementation of real time data collection methodologies

Job Title: Monitoring, evaluation and learning officer

Reports to: MEL Manager

Location: Kampala
Job brief: The Monitoring and Evaluation Officer will provide comprehensive management of the PACK monitoring and evaluation system. The Monitoring and Evaluation Officer will work closely with Consortium partners to coordinate data collection and monitoring efforts he/she will design or adapt tools for data collection and will be responsible for implementing the monitoring and evaluation activities. Will contribute to strengthening data management, improving the quality and timeliness of reporting of PACK, increase the utilization of routine monitoring data and assist in building capacity of frontline  PACK partner staff to utilize their data. 

Primary Duties and Responsibilities

· Ensure accurate tracking and archiving of data from PACK Partners
· Conduct regular visits to karamoja sites to carry out process monitoring as well as gather feedback from the beneficiary community about the implemented projects and submit a detail report about the activities.
· Compile comprehensive quarterly, annual and final project evaluation reports based on information retrieved from the database and field.
· Draft project specific M&E plans to be included in grant development and also coordinate with Consortium Program field staff to obtain field data pertinent to each indicator outlined in the project M&E plans at the post completion visit to the project site.
· Identify and document success stories and case studies on extraordinary aspects of the project.
· Carry out Broad Based Evaluation Studies on PACK grants related topics in line with the decisions made.
· Design and implement a comprehensive monitoring and evaluation system including baseline, mid-term, and final assessments;

· Update the Performance Monitoring Plan and Performance Indicator Reference Sheets annually;

· Establish hard copy and electronic filing system (database) for each indicator; follow up with staff to ensure they are captured appropriately;

· Participate in the integration of monitoring data into program planning cycles and promoting evidence-based programming
· Support the development of program and research grant proposals, publications and conference presentations 
· Build capacity of supervisory and frontline partners staff to collect and utilize data in  operational areas through periodic meetings and mentoring visits 
Minimum Qualifications and experience required

Degree in statistics, Economics, social sciences, health informatics or in related/relevant field and/or specialized training/certification in monitoring & evaluation

Minimum of three years experience with project Monitoring and Evaluation, Project development and proposal writing, and implementation of development-type projects. 
 

Job Title: Information Technology (IT) Officer
Reports to: MEL Manager

Location: Kampala
Job brief: The IT Officer will offer overall support and implementation of Information Technology strategies in UNASO operations. IT technical officer will monitor and maintain the computer systems and networks of UNASO including; software - systems development, including design and programming; strategic information technology planning - investigation of long-term needs of UNASO and formulation of long-term strategies for information technology developments; capacity planning and data base administration - design of data base (identification of requirements), specification of use and sharing of data, formulation of integrity and security requirements and maintenance of a fully integrated data base; and communications - systems design, development and implementation of communication networks employing appropriate communication standards for exchange of information incorporating data and voice-( on line reporting)

Primary Duties and Responsibilities

· Function as the main point of contact for IT related issues in the use of computers, software and other communication equipment and Advise and instruct staff (users) on IT best practices, internet and e-mail usage and appropriate course of action where problems are encountered. 

· H/she will install and configure computer systems, diagnose hardware and software faults and solve technical and applications problems to support efficient on line reporting

· Carry out Database/Networking/ Internet; Monitor UNASO WAN for problems, Troubleshoot internet issues in liaison with the relevant ISP. 
· Support administration of servers and server clusters, Plan and support network and computing infrastructure to enable on line reporting 
· Perform troubleshooting analysis of servers, workstations and associated systems
· Oversee software and network security; Monitor bandwidth utilization amongst the offices and users and Support the M&E evaluation team in data management.
· Backup, Antivirus & Security; Perform backups as scheduled and ensure data integrity , Configure and update antivirus,  Manage user accounts, permissions, email, and anti-virus, anti-spam, Monitor and configure Microtik to ensure optimal utilization of internet in the office,
· Maintain System; Continually perform preventative maintenance as scheduled, with system upgrades and rollouts, and support administration of users, access controls and computers and maintain operating systems, internet and email systems. 
· On-job training;  staff on the new roll-outs and IT policy and Build capacity with Field IT focal Persons
·  Prepare a comprehensive technical monthly report of the IT occurrences 
Minimum Qualifications and experience required

Bachelor’s degree in Information Technology, information and communications technology, computer science or other related field from a re cognized institution. 

At least 4 years’ experience working in an IT support environment and in-depth knowledge of Microsoft, Linux and Cisco technologies

Job Title: Media and Communications Officer

Reports to: Executive Director

Location: Kampala
Job brief: The Media and Communications Officer will lead UNASO’s external and internal communications .H/she will maximize coverage of UNASO’s programs by developing and delivering effective media and communication strategies and visibility products. Responsible for the public relations aspect of UNASO, Build and sustain a UNASO's reputation and image. Write and deliver press releases and handle all communication sent to the public. 

Primary Duties and Responsibilities

· Manage UNASO’s brand and reputation; develop branding initiatives, internal/external communications and maximize media opportunities.
· Develop and effectively implement  UNASO communication  and documentation strategies
· Develop UNASO publications such as newsletters, releases, email announcements, planned publications, on-line, intranet, video, special projects and assignments.

· Regularly generate high quality media coverage of UNASO’s programs and advocacy work
· Produce digital contents (stories, photos, blogs, videos) to be used on UNASO and other websites 
· Monitor and evaluate media coverage on UNASO’s work and to draw lessons to improve coverage, and provide regular analysis on issues relevant to UNASO’s work.
· Write press releases, news reports, letters, petitions, briefing papers research reports, articles, statements and case studies about the work of UNASO 
· Develop and maintain a rich and extensive network with journalists, academics, social media activists, media outlets and other relevant organizations and form partnerships with these to strengthen the dissemination of UNASO’s publications

· Lead in the timely updating and development of UNASO’s website Social media; Face book pages, Twitter, YouTube, and Radio WhatsApp accounts and mailing lists.

· Document and maintain a sound records management system; hard and soft copies of UNASO work

· Initiate and write news articles, best practices and success stories   for publication
Minimum Qualifications and experience required

A BA in journalism, communications, public relations, media relations, or related field. A master degree is an added advantage

At least three years’ experience in implementing similar communications work
Previous experience of working as a journalist is an added advantage
Excellent communications, and advocacy skills.


Job Title: Program/ Executive Assistant

Reports to: Executive Director

Location: Kampala
Job brief: The program/ Executive Assistant will provide support to the Executive Director to enhance the effective running of UNASO through efficient operation of the office; internal management systems, procedures and staff, as well as outside clients and vendors.  Analyze Information with excellent time management skills and ability to multi-task and prioritize work 
Primary Duties and Responsibilities

· Manage visitors, subscriber members  and partners databases with functional emailing serve list and telephone contacts 

· Provide clerical support including mailing, scanning, faxing: photocopying, mail distribution & filing and copying to management: Produce and distribute correspondence memos, letters, and forms.

·  Maintain electronic and hard copy filing system, Open, sort and distribute incoming correspondence; reports, drafts, memos and emails, answer calls regarding their inquiries.
· Ran UNASO’s errands to post office, Coordinate and maintain records for staff, office space, phones, UNASO credit cards and office keys
· Screen calls; manage UNASO calendars, make travel, meeting and event arrangements, board, management and staff, and carry out customer relations.
· Ensure a functional HR system at UNASO; Maintain employee confidence and protect operations by keeping human resource information confidential.
· Maintain employee records and tasks involved with hiring employees. 

· Assist with day to day operations of the HR functions and duties; Process documentation and prepare reports relating to personnel activities (staffing, recruitment, training, grievances, performance evaluations etc

 Minimum Qualifications and experience required

Bachelor’s Degree in Business Administration, Office Management, Hospitality, secretarial studies or any other related field from a recognized institution

Three years of experience in related work .Should posses’ excellent written & verbal communication skills with Strong organizational reporting knowledge and hands on experience of HRIS and HRMS and customer care/public relations

Job Title: Driver

Reports to: Admin/Accounts Assistant

Location: Kampala
Job brief: The Driver will be responsible for coordination of vehicle staff logistics, adherence of driver to prescribed rules and regulations, ensuring vehicle maintenance schedules are maintained. The overall purpose of this post is to support UNASO operations through vehicle transport in the most efficient and economical way feasible.

Key Duties and Responsibilities:
· Drive staff to and from different places as instructed by the supervisor.

· Ensure safety of self and passengers at all times while on the road

· The incumbent will drive UNASO vehicles responsibly in accordance with all the pre-set traffic laws and regulations

· Ensure proper documentation of all movements and maintain all relevant documentation at all times including log book, road license, insurance, parking licenses as well adherence to polices related to vehicle usage.

· Ensure sound mechanical condition and efficient use of the vehicle which include ensuring that vehicles are well  utilized 
· Maintain cleanliness of  UNASO vehicles

· In charge of compiling vehicle usage monthly reports and coordination of fuel replenishments for all vehicles 

· Responsible for developing weekly transport schedules
 Minimum Qualifications and experience required
Driver job opportunity must hold a Uganda Advanced certificate of education (UACE) or its equivalent. Holder of a valid professional driver’s license 

At least three years experience as a driver in a reputable organization

How to Apply: 
All suitably qualified and interested persons should send their applications, curriculum vitae, copies of academic and professional certificates/ testimonials to the: Executive Director, Uganda Network of AIDS Service Organizations (UNASO), Plot 190, Kiira Road,Ntinda- Kyambogo route, P.O.BOX 27346,Kampala: email; unaso@unaso.or.ug OR hand deliver the application at its offices indicated above from 8.00am to 4.00pm, Monday to Friday. Please indicate a daytime telephone contact and names and contact details of three professional referees. Also, in your application letter and on the cover of the envelope, clearly indicate which position you are applying for.

The closing date for submitting applications is 7th October, 2016 at 4:00pm
NB: If you do not hear from us within three weeks from the closing date, please consider your application unsuccessful. Only shortlisted candidates will be contacted. Any form of canvassing or lobbying will lead to disqualification.
