Chemonics

Development works here.

IMpoekT Mi:kHAPOAHOI TEXHIYHOI 10MOMOTH
«[IPOTPAMA USAID 3 ATPAPHOI'O
I CIZIBCBKOI'O PO3BUTKY (AI'PO)»

TexHiuHe 3aBIaHHA
Odic-menemxep

3araabHa indopmaunis:

AT'PO - wme m’satupiyHa mnporpaMa, mo (iHAHCYETbCA
ArentctBoMm CIIA 3 mixknapognoro po3sutky (USAID) i
BIIPOBAXYETbCsT KoMnaHielo «KiMoHike IHTepHEmHIY,
I100aTbHUM IIOCTA4YaTbHUKOM IIOCIYT 3 KOHCAJITHHTY Ta
MIXHAPOJHOTO PO3BUTKY.

Meroto IIporpamu € NprUCKOPEHHsI EKOHOMIYHOTO PO3BUTKY
CINBCBKUX TpoMaj YKpaiHd, L0 MOTpeOyIoTh HaiOinbIIol
OIATPUMKH, [UISXOM  MOKpAIleHHs  YHOpaBIiHHA B
CLIBCBKOTOCIIOAAPCBKOMY ~ CEKTOpi, IO  CHpPUSTUME
PO3BUTKY OiBII IPOIYKTUBHUX, CY4aCHUX Ta IPHOYTKOBUX
MIKpO-, MaJHX Ta CepeAHiX CUIbCHKOTOCTIOJAPCHKUX
nianpuemcts (MMCII), siki yCHIITHO iHTETPYBaTUMYTHCS B
KOHKYPEHTHI YKpaiHChKi Ta MXKHApOIHI PUHKH.

Meta poGoTn

Mertoro  poboTH  odic-MeHemKepa €  Oprasizamis
6e3mepebiiinoi pobotn odicy Ilporpamm AI'PO  mms
3a0e3meyeHHsT eQEeKTUBHOI pOOOTH  aaMiHICTPATHBHOI,
KaJIpoBOi 1 3aKymiBeNbHOT (YHKII Ta HAaJEKHOTO
BHYTPINIHBOTO  KOHTpOJr. Odic-MeHeKep TOBHHCH
3aBXKIM JOTPUMYBATUCS Ta JISTH  BIIMOBIIHO O
[Ipodeciiinoro koxekcy etk kKommadii «KimoHike»
«KuBemo 3a HamIUMM  MIHHOCTSMH», a  TaKOX
norpuMyBatucs HopMm 1 monoxeHb USAID, momituk Ta
npoueayp KimoHike 1 3akoHiB YKpaiHu.

OcHoBHi 000B’s13kH Ta 3000B’s13aHHS (OCHOBHI (PYHKIIT):

e KoHTponms 3a HamamTyBaHHSIM 1 OOCIYTOBYBaHHSIM
o(iCHUX aaMIHICTPATUBHUX CHCTEM, B TOMY YHCII
JKYpHaIliB ~ peecTpaiii  MOBIAOMJICHb,  CHCTEMH
JOKYMEHTOO0ITy, 00J1iKy TaHUX MEePCOHAIY, TO3BUIBHUX
JIOKYMEHTIB, OIOJKETHUX TPEKEPIB TOIIO;

e  3abesmeueHHs 30epiraHHs BiMOBiIHOI JOTOBipHOI Ta
KaJIpoBOi JOKYMEHTAIlil HUISXOM BEJCHHS CHUCTEMHUX
ManoK 1 apxiBiB; CKaHyBaHHA JOKYMEHTIB; BEIICHHSA
MEPBUHHOT JOKYMEHTAIIi]l 3TiIHO 3 AMEPUKAHCHKUMH Ta
YKPATHCHKUMU YPSIOBHMU MTOCTAHOBAMH;

e Buxonamns ¢yskmii BixnmosimameHOTO
0e3neKku 1 OXOpoHy Ta 3a0e3TeucHHS
MPOTPaMOI0  BHMOT TIOKEXHOT Oe3NeKku
Tpaili;

3a  TEXHIKY
JOTpUMaHHS
Ta OXOpPOHH

USAID’s AGRICULTURE GROWING
RURAL OPPORTUNITIES ACTIVITY
IN UKRAINE (AGRO)

Scope of Work
Office Manager

Background:

AGRO is a five-year activity funded by the United
States Agency for International Development
(USAID) and implemented by Chemonics
International, a global consulting and international
development firm. The AGRO Activity is to
accelerate the economic development of rural
Ukrainian communities with the greatest need
through a better governed agricultural sector that
encourages more productive, modern, and
profitable micro, small, and medium agricultural
enterprises (MSMEs) that are successfully
integrated into competitive markets both in Ukraine
and internationally.

Position Description:

The Office Manager is responsible for the day-to-
day management of the AGRO Activity’s office to
ensure that AGRO efficiently performs all
administrative, human resources (HR), and
procurement functions and that adequate internal
control is maintained. At all times, the Office
Manager shall adhere to and act according to
Chemonics’ Professional Code of Ethics “Living
Our Values” as well as comply with USAID rules
and regulations, Chemonics’ policies and
procedures and Ukrainian laws.

Principal Duties and Obligations (Essential

Functions):

e Oversee the set-up and maintenance of office
administrative systems, including but not
limited to communication logs, filing systems,
personnel records, approvals, budget trackers,

etc.;

e Maintain systemic files and archives of all
relevant contractual and personnel
documentation, scanning files, supporting

backup documents as per US and Ukrainian
government regulations;

e Serve as program SSFP (Safety and Security
Focal Point) and ensure activity’s compliance
with fire safety and labor safety requirements;



HaJaHHs JOMOMOTH Ta KOMYHIKAlis 3 THMHU WICHAMHA
KOMaHIH, SIKi IyTh Y BiAPSHKEHHS, 111010 HEOOX1IHOTO
oOnagHaHHS 3TiHO 3  1HCTPYKLI€0  KepiBHUKA
aJIMIHICTPaTUBHO-(PiHAHCOBOTO JlenapTaMeHTy.
TexHiuHa WATPUMKA TUX YJICHIB KOMaHAH, IO
nepeOyBarOTh y BIAPS/KEHHI, SKIIO Y LBOMY €
HEOOXIiTHICTD;

Koopmunariss rpadixy pobotu odicHHX BOSIiB.
INepeBipka npoOiry aBTiBOK BOJIiB.

PosmominenHs poGoTHM Ha MEpeKyiah MPOSKTHHX
JOKYMEHTIB cepeJl TepekiaiaviB, sKi MpallolTh Ha
MOBHUI pOOOYMH JEHb, HEMOBHUU poOOUYMil JieHb 1
30BHINHIX TepeKiiajiadiB, a TaKoX MPOBEICHHS
MiIPaxyHKy CIIiB TEPeKIaJeHOTO JOKYMEHTY JUIs
BH3HAYCHHS CYMH IIIATEXKY.

[IpoBencHHsT Ha BUMOTY TEPIOJAUYHHUX JOCHIKCHb,
TIOB'SI3aHAUX 3 TTPOCKTOM.

Jlommomora 'y peectparii/mepepeectpaintii - IPOSKTY
BIIMOBITHO 1O  YKpaiHCBKOTO  3aKOHOJABCTBA,
BUKOHYBATH POJIb AIbTEPHATHBHOI KOHTAKTHOT 0COOU B
komyHikanii 3 USAID, MiHicTepcTBOM PO3BUTKY
€KOHOMIKH, TOPIiBIi Ta CIJIBCHKOIO TIOCIOAApPCTBA
VYkpainu Ta Cekperapiatom KabiHeTy MiHICTpiB
YkpaiHn 1I0A0 aaMIiHICTPATUBHUX 1 JIOTICTUYHHUX
MUTAHB;

Benenns MPOTOKOJIB
CHiBPOOITHUKIB IPOTPaMHL.

3arajlbHUX 3ycTpiueit

YupapiaiHHa KagpaMu

Benenns xagpoBoi po0oTH, B TOMY 4HCIHi miadip Ta
HaliM MepcoHaly;

HaGip HOBHX TmpamiBHUKIB 1 KOPOTKOCTPOKOBHX
KOHCYJIbTAHTIB CITUUIFHO 3 TEXHIYHOK KOMaHJOK Ta
IHIIIMMH YIEHAMHU KOJICKTHBY (3aJIe)KHO BiJl MOTpeOH),
CKJIalaHHSl  TOCAJOBHX  IHCTPYKIIH, OTOJOIICHHS
BaKaHCId, TPOBEACHHS cmiBOecimi 1  TepeBipok
pEeKOMEHJAIIi  MOTeHIIMHMX  KaHAWIaTiB,  30ip
CYNpPOBIHOI JOKYMEHTaIii 0 0iojar, MiAroToBKa Ta
mepeBipka 0iojaT, TPYAOBUX JIOTOBOPIB Ta JOTOBOPIB
Hiapsy;

[pu3HaYeHHs PEryJIAPHUX OTIISIB Pe3yabTaTiB poOo0OTH
nepcoHaiy cniibHO 3 Jupekropom 3 ¢iHAHCOBUX Ta
aJMiHICTPATUBHHUX NTUTAHB,

Homomora y TIpOBEJCHHI CKOpOYEHb MEPCOHAIY,
3BUIBHEHB 1 OyAb-SIKMX IHIIMX HPUINHMHEHb TPYIOBUX
BIJHOCUH 3a BJIACHUM Oa)kaHHsSM a0o 3 1HIIIaTUBU
npaneaaBis. HanexHe TOKyMEHTYBaHHS 3BiJIbHEHHS
IpaIliBHUKIB, 30ip 1 HajekHe 30epiraHHs 3asB IIPO
3BUIBHEHHS Ta MOBIJOMIIEHb MNP0  MPUINHHEHHS
TPYJOBUX YTOJ B 3aJIE)KHOCTI BiJl CUTYyaIllil, MPOBEICHHS
cmiBOecii MpH 3BUTBHEHHI 3TiTHO 3 KOHTPOJLHUM
MEPEeTiKOM MUTaHb IPOTPaMH,;

3abe3neycHHS 3alI0BHEHHS YCiX HEOOXITHUX KaJIpOBUX
¢opM IS BCiX TPpaIiBHUKIB 1 3a0e3MedyeHHs iX
30epiraHHs B €JEKTPOHHUX 1 TalepoBUX OCOOHMCTHX
CIpaBax IIepCOHANy, a TaKOXX OHOBICHHSA iX ¥y
KaJIpOBOMY TpeKepi;

Support and communicate with traveling teams,
as directed by the Finance and Administration
Director  (FAD)  regarding  necessary
equipment. Provide technical support of
traveling teams on sites during business-trips if
necessary;

Coordinate the schedule of office drivers and
review their trip logs;

Distribute project translations among full-time,
part-time, and outsourced translators and
conduct translation word counts to determine
payment amounts;

Carry out periodic project-related research as
requested,;

Support project registration/re-registration in
compliance with Ukrainian law, serving as the
alternate point of contact to USAID, MDETA
and the Secretariat of the Cabinet of Ministers
of Ukraine for all administrative and logistical
matters;

Record meeting minutes at program staff
meetings.

Human Resources (HR) Management

Oversee project HR management, including
personnel recruitment and hiring.

Manage recruitment of new employees and
short-term consultants, jointly with the
technical team and other team members (as
applicable), draft job descriptions, advertise
positions, conduct interviews and reference
checks on potential candidates, collect biodata
supporting documentation, prepare and review
biodata, employment and ISC agreements.
Jointly with the Finance and Administration
Director, schedule regular staff performance
reviews.

Help manage staff terminations, resignations,
and any other voluntary or involuntary
separations.  Properly  document  staff
departures, collect and appropriately file staff
resignation and termination letters as
applicable, conduct an exit interview according
to the project exit checklist.

Ensure the completion of all required personnel
forms for all staff and to ensure that they are
saved in electronic and hard copy personnel
files as well as updated in the HR personnel
tracker.

Maintain personnel files for all local staff (both
long- and short-term) per the personnel file
checklist and Chemonics’ HR filing system.
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Benennst ocoOuCTUX CIpaB MICIIEBUX TPAIIBHUKIB (K
MOCTIHHUX, TaK 1 KOPOTKOCTPOKOBHMX)  3TiJHO
KOHTPOJILHOTO — Tepeniky  (aiiyliB Ta CHCTEMOIO
peectpauii 1 30epiraHHs KaJpoOBUX JOKYMEHTIB
komnaHii «KimoHnike». 3abe3nedeHHs HaAIHHOTO
30epiraHHs KaJapoBOI TOKyMEHTAIII1.

Homomora y po3poOii, OHOBJIEHHI 1 BIPOBaIKEHHI
[Tonmo>xeHHs PO KaJAPOBY MOJITUKY AJS YKPAiHCHKOTO
o(icy xommaHii;

Bzaemonis 3 I'IIIl, agminicTpaTropoM i3 3apobiTHOI
miuatd, I8 3a0e3nedeHHsT CBOEYACHOI  BUILIATH
3apobiTHOI TuiaTh mepcoHany; Koopmunye 3 [T
KaJIpOBi MUTAHHS, BKIIOYAIOYH MPUHHATTS Ha poOOTY,
3BUIBHEHHS 3 pOOOTH, BIAIYCTKH Ta JIIKAPHSIHI.
3a0e3neyeHHs JOTPUMAHHS MiCIIEBOTO 3aKOHO/IABCTRA,
nonoxkeds USAID, momituk xommanii «KiMoHIKC» Ta
kooneparuBHoi yrogu AI'PO, mo BuMararoThcs ais
MPUHHATTS TIEPCOHANY Ha POOOTY 1 YIpaBIiHHS
MIEPCOHAIIOM;

30ip TabeniB 1 3asB Ha BIANYCTKY Bij ycCiX MpalliBHUKIB,
mepeBipka 1 TOHAaHHSI  JUPEKTOPY/3aCTYNMHUKY
JUpeKTopa. BBeneHHs nmaHux 3 TabeniB g0 (haiiny
OO6miky yacy. Peectpalisi Ta BigC/IiIKOBYBaHHS 3asB Ha
BIIMYCTKY Ta BUKOPHUCTOBYBAHHS THIB BIAMYCTKH,
BignoBigae 3a mepeBipky TabediB KOPOTKOCTPOKOBHUX
KOHCYJIbTAHTIB, PO3paxyHKH ILIATEXIiB 32 BUKOHAHY
pobotry mist moganns B ['JIIIl i1 migroroBky Beix
HEOOXITHUX CYMPOBITHUX JOKYMEHTIB I 311HCHEHHS
OTLJIATH KOPOTKOCTPOKOBHM KOHCYJILTAHTAM.
Opranizarfiss Ta TPOBEACHHS BCTYIMHOTO iHCTPYKTaXy
JUTSL HOBUX TIPAIliBHUKIB;

3a y3rokeHHsM 13 JlupekTopom OnepariiitHoro Bijyiiny
i @oHy cTpareriyHux iHBecTHUIiH Ta J[upekTopom 3
(hbiHAHCOBUX Ta aaMIHICTPATUBHUX MHUTaHb 3IHCHEHHS
MOCTIHHOT ~ OIIHKK  TOTped  aJAMIiHICTPATHBHOTO
MepCcoHaNTy y HaBYaHHI 3 MUTaHb, IO BiTHOCATHCS IO
KOMIIETEHIIIT Ooic MEHEeIDKepY, [MArOTOBKA
PEKOMEHJIAIIIH MOJI0 TPEHIHTIB;

[IpoBeneHHs HaBYAHHS MEPCOHATY (32 HEOOX1THOCTI Ta
noTpeou);

Opranizaniss peecTpanii 1HO3eMHHUX CIiBPOOITHUKIB
[Iporpamu 3rigHO 3 yKpaiHCBKUM 3aKOHOJABCTBOM, Y
TOMY 4YHCIi 3a0e3neueHHs iX Bi3amH, MOCBiAKaMH Ha
TUMYacOBe MPOKUBAHHS, PEECTpallisl Ta AepeecTparlis
aJpecH MPOKUBAHHSL.

Procurement

[lix xepiBHunTBOM J[lMpexTopa 3 (iHAaHCOBHX Ta
aJIMIHICTPaTUBHMX TMUTaHb NEPerysA TIOJIOXKEHb 1
MPOBEJICHHS] TICPEMOBHH IIOJI0 JIOTOBOPIB  OpEHIH
O(IiCHAX TPUMINICHb 1 JXUTJIOBHX TPUMIIICHb JUIS
1HO3EeMHHX CITIBPOOITHHKIB 1 OyIb-SIKUX 3MiH J0 HHX;

CrinpHo 31 CrieriayictoM 13 3aKyIiBelb OpraHizailis
3aKyIiBII HEOOXIHHX JUIS TiSUTBHOCTI MPOEKTY TOBApiB
1 mociyr, 3abe3nedeHHs JIOTPUMAHHS 3aCTOCOBHHX
nostockeHb USAID, TMociOHuKa 3 3aKyIiBIi TOBapiB LIS
MicueBux odiciB (FO) xommanii «KiMoHike» 1

Ensure that all HR files are properly protected
safe keeping.

Support the development, updating and
implementation of the Ukraine Field Office
Policy Manual.

Liaise with GDIP, the payroll administrator, to
ensure timely payment of personnel salaries and
coordinate with GDIP on personnel issues and
requests including hiring, dismissal, vacation
and sick leave;

Ensure compliance with local legislation,
USAID rules and regulations, Chemonics
policies and procedures, and the AGRO
cooperative agreement as related to personnel
hiring and management;

Collect all staff timesheets and leave requests,
check and submit to COP/DCOP. Enter
timesheet data into Time Calculation file.
Record and track staff leave requests and usage
of leave time;

Review timesheets for short-term consultants
(STC), oversee calculation of compensation
payments for submission to GDIP and prepare
all required supporting documents for payments
to STCs;

Organize and manage orientation of new team
members;

In consultation with Operations and SIF
Director and the FAD, assess needs for training
on matters within the OM’s competence of all
administrative and support staff members on an
on-going basis and make recommendations for
training;

Carry out staff training as appropriate and
requested;

Arrange registration of the Activity’s expatriate
personnel in accordance with Ukrainian law:
including visas, temporary residence permits,
residence address registration and de-
registration.

Procurement

Under the supervision of the FAD, review and
negotiate office lease agreements and
residential lease agreements (and any
modifications) for expatriate personnel;

Jointly with the Procurement Specialist,
organize the procurement of goods and services
in support of project operations, ensuring
compliance with the applicable USAID
regulations and the Chemonics Field Office
(FO) Commodity Procurement Handbook and
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HactanoB 3 cyOrpaHTiB 1 KOHTpAaKTIiB; ISl (YHKIIiS
nependayae, 30KkpeMa, MPUIAMaHHSA MOCTABOK 1 3BipKa
paxyHKiB-(bakTyp 3 3aMOBJICHHSMH Ha 3aKyIiBIIIO Ha
MpeaMEeT BIANOBIMHOCTI BUIY, KIUIBKOCTI Ta CTaHy
TOBapiB; CKIIAIAaHHS 3aIIMTIB 1 3aMOBJICHb Ha 3aKYIIBIIO
Ta KOHTPAKTIB 3 MOCTaYaJlbHUKAMH; IPHUTOTYBAHHS
BiJIIOBITHUX CIY»XOOBUX 3aMUCOK IOJ0 HOCTAYAIBHUK
TOBApiB 1 OCIYT;

®  BEJCHHS TOYHOTO OONIKY BCHOrO OOJaTHAHHS MPOCKTY,
MOKA3yIO4YM MICIle pO3TallyBaHHs, KOPHCTyBaua,
BJIACHMKA 1 CTaH,

e T[IPOBEACHHS IHBEHTapu3amii CHIIBHO 3 KEpiBHUKOM
aZMiHICTpaTUBHO-(iHAHCOBOrO nemapramenty Ta IT
CHEIIaliCTOM YChOT0 00JIaTHAHHS 13 3a3HAYCHHSIM HOTO
MIiCII€3HaXO0/PKEHHS Ta CTaHY;

BukonanHs Oynp-fKMX IHIIMX 3aBJaHb, IIOCTABJICHUX
JTUPEKTOPOM a00 3aCTYIMTHUKOM JTUPEKTOpa BiAMOBIAHO 1O
moTped 1 BUMOT MPOCSKTY.

YMmoBH i TepMiHU po6OTH Ta MiANOPSAKYBAHHS

Jlnst 3aiydeHHs Ha 110 ocaay nepeadadaeTbest yKIa eHHs
PIYHOTO TpPYAOBOTO JOTOBOPY 3 MOXIJIMBOIO HIOPIYHOIO
[IPOJIOHTAIIIEI0 /IO 3aBEPLICHHS CTPOKY BIIPOBA/KCHHS
[Ipoexty (14 muctomama 2024 p.) - B 3aJEKHOCTI Bij
3aBJlaHb, M0 BKIOYATAMYTHCS [0 HACTYHNHUX PiuHHX
mnaniB poOiT [Ipoekry.

Odic-MeHepkep  TpaloBaTUMe  IiJ  Oe3rmocepeaHiM
KEPIBHULITBOM Ta MiANOPSAKOBYBaTUMEThCS JMpekTopy 3
(hiHAHCOBHX Ta aJIMIHICTPATUBHUX MTUTAHb.

Micre pobotu — Kuicbkuii odic ITpoekTy.

Heo0xigni HaBuuku Ta npodeciiina kBaxigikaunis:

e jumioM OakainaBpa (000B’s3KOBO)/MaricTpa (6axaHo)
a00 eKBiBaJCHTHE TMOEIHAHHS OCBITU Ta PEJIEBaHTHOTO
npogeciitHoro A0cBiay;

® INIUPOKUHU IOCBiJ 3/1iCHEHHS KOHTPOJIO Ta HATISAY 32
YIOpPaBIiHHSIM 0(]IiCOM MPOEKTy, KaIpOBOIO pPOOOTOIO,
3aKyHiBISIMH, MaTepialbHO-TEXHIYHIM 3a0e3MedeHHIM
1 HOpMAaTHBHO-TIPABOBOI BiAMOBIIHOCTI;

e  JI0CBia poOoTH y IpoekTax TexHigHo1 qomomoru USAID
a00 THIIMX MiXKHAPOJHUX JOHOPIB Oyie IIepeBaroio;

e BCceOiyHI 3HAHHS CHCTEM 1 TIPAKTHK YIPaBIiHHS
kommanii «KiMoHike» Oyie mepeBaroio;

® CIPOMOXHICTh BUKOPHUCTOBYBaTHM B POOOTI  Taki
nporpamui npoaykru sik Office 365 Suite (Word, Excel,
Outlook, Teams, Planner, PowerPoint, OneNote, Power
Bl Tomo).

e 000B’s13K0BE J00pe 3HAHHS NMHUCHBMOBOI Ta PO3MOBHOI
AHTJIHACHKOI MOBH;

® TOTOBHICTH 1
HEOOX1JHOCTI;

® JIy’ke J00pi HABHYKHA MiKOCOOUCTICHOTO CITiIJIKYBaHHS,
o0y IOBM KOMaHH TOIIO;

MOXJIMBICTh ~ TIOJIOPOXKYBaTH  3a

Subgrants and Contracts Manual; this function
will include but not be limited to accepting
deliveries and checking invoices against
purchase orders for type, quantity, and
condition; drafting purchase requests and
orders and supplier contracts; drafting
appropriate memos regarding service providers
and vendors;

Maintain an accurate inventory of all project
equipment, showing location, user, owner, and
condition.

Jointly with the FAD and IT Specialist conduct
regular checks of inventory of all equipment
items and indicate their location and condition.

Perform any other tasks assigned by the COP or
DCOP consistent with the needs and requirements
of the Project.

Terms of work, SOW Timing and Reporting
Relations:

One-year fixed term employment agreement with
possible extension each work year up to the end of
the Project (November 14, 2024), subject to the
inclusion of appropriate tasks in the Annual Work
Plans of the Project.

The Office-manager will work under the direct
supervision of, and report to, the Finance and
Administration Director.

Office location: Kyiv.

Required Skills and Qualifications:

Bachelor’s required/Master’s preferred or
equivalent combination of education and
relevant experience.

Extensive  experience  supervising  and
overseeing project office administration,
human resources, procurement, inventory

management and compliance.

Experience working on USAID or other
international donor-funded technical assistance
projects is a plus.

Comprehensive knowledge of Chemonics
management practices and systems is a plus.
Proven ability to manage and implement work
using tools offered by Office 365 Suite of
programs (Word, Excel, Outlook, Teams,
Planner, PowerPoint, OneNote, Power B, etc.).
Good English writing and speaking skills
required.

Willingness and ability to travel as required.
Very good interpersonal relations skills, team
building skills, etc.



e yBara Ji0 JeTalici, CHJIbHI OpraHi3amiiHi 3110HOCTI Ta
BMIiHHS PO3CTaBJIATH MPIOPUTETH; TOCBIT OpraHizailii Ta
MIPOBEJICHHS TPEHIHT1B Oylie mepeBaroro;

e  BMIHHS MPAIIOBATH CAMOCTIHHO 1 B KOMaH]Ii;

e  BMiHHS MpAaIFOBaTH MiJ TUCKOM Yacy i OJJHOYACHO HaJ
OGaraTbMa 3aBIaHHSIMH.

IpuHUMIH AiJI0BOI eTUKH

Kanmuaar moBWHEH IOTPUMYBATHCh MPHUHIMIIB A1TOBOI
etk «KimoHikc [HTepHEmHI». YCHIMIHWA KaHIUAAT
MOTOKY€EThCS. BUKOHYBATH CBOI OOOB’S3KM CYMIIHHO, B
MMOBHOMY 00Cs31 Ta BIJMOBIITHO JIO CBOiX 31I0HOCTEH,
JOTPUMYBATHCh MICIICBOTO 3aKOHOJABCTBA Ta 3BHYAIB,
JSTH y BIIIOBIMHOCTI JIO TPUHIMINB JUIOBOI CTHKH
«KimoHikc IHTepHemHI» Ta NPUHHATHX B YKpaiHi
CTaHIApTiB. 3 TNpUHIMIIAMHU AiToBOi eThkn «KimoHikce
[HTEepHEITHI» MOXKHA O3HAWOMHUTHCH y MiciieBoMy odici
Kommanii. SIkmo kaHauaatr 31TKHETHCS 13 NUTAHHAMH YU
mpoOJieMaMH €THYHOTO XapaKTepy TaKUMH, K KOHQIIIKT
IHTEepeCiB, Xa0apHUIITBO a00 BiIKATH, MOAAPYHKH, TUIATIAT 1
T.JI., BIH MOX€ MPOKOHCYJITYBAaTUCS 31 CBOIM KEPIBHHKOM
a6o Komanmoro Ynpapiinas [IpoekToM 3a eJIeKTPOHHOIO

anpecoro UkraineAGROPMU@chemonics.com.

IMopsinok mogaHHs pe3roMe

IMpocumMo HaJCHIATH PE3OME Ta CYNPOBIAHHMM JHCT Ha
SIIEKTPOHHY azpecy agro.hr@chemonics.com He mi3Hime
18 TpaBus 2020 p. 3 nomitkoro Office Manager ta Bammm
MpI3BUINEM y TeMi JiucTa. Byjp-1acka, )KOJHUX 3aMUTiB 3a
Tene(OHOM, MU 3B’ sDKEMOCS TLUTBKH 3 (DiHATICTaMHU.

Kommanis «KimoHikc» - poboTojaBelb, 0 Hajaae pPiBHI
MOXUIMBOCTI BCIM KaHJIWJaTaM 1 TMpaliBHUKaM Ta He
JUCKPUMIHYE 3a O3HakaMH pacH, KOJIbOpY IIKipH,

BIPOCTIOBIZIaHHSI,  CTaTi, HAI[IOHAJIBHOCTI, MOJITUYHUX
MePEKOHAHb, CEeKCyaJbHOT opieHTallii, reHepHol
inenTudikarii, CIMENHOro cTaTycy, IHBaJII JHOCTI,

TeHEeTHUYHOI iH(opMarlii, BiKy, WIEHCTBa B IpodecitHuX
opraHizamisx, abo 3a iHIKUMH (AKTOpaMH, 10 HE BXOAATh
IO Tepeniky HeoOXiTHMX HaBHUOK Ta mpodeciitHol
kBaiikarii.

e Attention to detail, strong organizational and
prioritization  skills required; experience
designing and conducting training is a plus.

e Ability to work independently and in a team.

e Ability to work under time pressure in a multi-
task environment.

Standards ot Business Conduct

Compliance with Chemonics International’s
standards of business conduct is required. The
successful candidate agrees to perform her/his
duties faithfully and to the best of her/his ability, to
comply with local laws and customs, and to conduct
her/himself in a manner consistent with Chemonics’
standards of business conduct and appropriate to
Ukraine. Chemonics’ standards of business conduct
are available in Chemonics’ field office or upon
request. If a candidate encounters ethical questions
or issues when interacting with Chemonics, such as
conflicts of interest, bribery or kickbacks, gifts,
plagiarism, etc., please consult with the Project

PMU at UkraineAGROPMU@chemonics.com.

Application Instructions

Send electronic submissions to
agro.hr@chemonics.com by May 18, 2020. Please
submit your CV and cover letter with "Office
Manager" in the subject line; please do not forget to
additionally indicate your name in the subject line
of your e-mail. No telephone inquiries, please. Only
finalists will be contacted.

Chemonics is an equal opportunity employer and
does not discriminate in its selection and
employment practices on the basis of race, color,
religion, sex, national origin, political affiliation,
sexual orientation, gender identity, marital status,
disability, genetic information, age, membership in
an employee organization, or other non-merit
factors.
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