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LOCAL ORGANISING COMMITTEE OF THE FIFA U-17 WOMEN`S WORLD CUP AZERBAIJAN 2012

Position: Accreditation Director for FIFA U-17 Women`s World Cup Azerbaijan 2012

Entry Date: as soon as possible


Job Description 
· Managing accreditation related work and assisting Local Organising Committee (LOC) during the FIFA U-17 Women`s World Cup Azerbaijan 2012

· Reviewing Accreditation concept provided by FIFA and assisting LOC to implement it at the  stadiums/hotels 

· Assist LOC team to prepare Accreditation centers at stadiums/hotels and other possible places

· Responsible for maintaining all files for compliance with the accreditation process

· Performing a variety of complex administrative and professional assistance work in planning, coordinating and managing the implementation, maintenance and adherence to the events accreditation policies

· Hiring Venue Accreditation Specialists and realizing respectful employee/volunteer orientation training regarding the accreditation process

· Ensuring proper training for employees/volunteers and any other related staff on all new and revised policies

· Constantly keeping in contact with FIFA Accreditation Division

· Preparing reports for FIFA/LOC and external parties about updates 

Job Requirements

· Bachelors degree in Economics/Business/Management/Licensing/MBA or related field

· At least 2 years work experience in related/similar sector

· English Language Proficiency

· Good IT skills 

· Strong language and communication skills

· Ability to work with people from diverse backgrounds

· Ability to give presentations to large groups of audience

· Effective working relationship with team members 

· People who had experience in accreditation field in any kind of events are preferable

Interested candidates can send their CVs to azeloc2012@affa.az  and should indicate the position in the address part of the email. :)
Position: LOC Broadcast Liaison Officer 
for Local Organising Committee of FIFA U-17 Women`s World Cup Azerbaijan 2012

Entry Date: as soon as possible

· Assisting LOC TV Division for all matters related to TV/Broadcasting matters and managing all TV related work during the FIFA U-17 Women`s World Cup Azerbaijan 2012

· Pre-Event Broadcast Infrastructure Management 
· Broadcast Technical Power Implementation 
·  Domestic Power Implementation 
·  Broadcast Telecom Implementation 
· Inside Stadium Broadcast Infrastructure 
· Broadcast Compound Implementation 
· Flood Lights 
· Broadcast IT Specifications 
· Stadium Infotainment Programme 
·  Liaison and coordination with all LOC-appointed Sub-Contractors and the HB 
· Event-Time Broadcast Facilities Management 
· Assisting TV Director to keep in contact with FIFA TV Division and event broadcasting FIFA licensed company. 
· Assisting FIFA to identify professional video camera, lightning equipment, microphones positions
· Arrange meetings with LOC to discuss system requirements, specifications, costs and timeliness 
· Informing technicians of scenery, lights, props, and other equipment desired in the venues
· Hire, train and manage TV specialists in venues to work at venues during event period
· Preparing reports for LOC and external parties about related updates 

Job Requirements

· Azerbaijani and English Language Proficiency 

· Bachelors degree in TV/Radio/Technology/ Filming / Broadcasting/ Infotainment

· At least 2 years work experience in related/similar sector

· Good IT skills 

· Strong language and communication skills

· Ability to work with people from diverse backgrounds
· Effective working relationship with team members 

· People who had experience in any kind of broadcasting sport events are preferable

Interested candidates can send their CVs to azeloc2012@affa.az  and should indicate the position in the address part of the email. 

Position: Marketing Specialist 
for FIFA U-17 Women`s World Cup Azerbaijan 2012

Entry Date: as soon as possible

Job Description

· Assisting LOC Marketing Division for organizing marketing and advertising side of 
FIFA U-17 Women`s World Cup Azerbaijan 2012

· Ensuring that all locally-developed creative marketing materials undergo brand review and adhere to strict brand guidelines.

· Assisting LOC Marketing Division for tracking flowchart of the  Strategic Marketing Plan of the event and monitoring effectiveness of plan

· Constantly being in contact with FIFA Marketing Representatives 

· Assisting Marketing Division for realizing promotional activities related to 

FIFA U-17 Women`s World Cup Azerbaijan 2012

· Monthly Reporting to Local Organising Committee related to work progress in Marketing and advertising of event

· Writing monthly reports related to the specific field for internal/external usage 

· Other responsibilities related to Marketing and Advertising which are not responsibilities of other parties

Job Requirements

· Bachelors degree in Economics/Business/Sales/Marketing/Communication or related field

· English Language Proficiency

· At least 1 years work experience in related/similar sector

· Good IT skills 

· Excellent  Communication skills

· Effective working relationship with team members 

Interested candidates can send their CVs to azeloc2012@affa.az   and should indicate the position in the address part of the email. 

Position: Receptionist 
for Local Organising Committee of FIFA U-17 Women`s World Cup Azerbaijan 2012

Entry Date: as soon as possible

Job Description

· Assisting LOC team members to manage office`s administrative work

· Answer telephone, screen and direct calls from local parties and FIFA 

· Pick up and deliver message, provide information to callers

· Greet visitors, direct persons to correct destination

· Deal with queries from the public

· Ensures knowledge of staff movements in and out of organization

· General administrative and clerical support

· Preparation  letters and documents

· Receive and sort mail and deliveries

· Schedule appointments, assist in the planning and preparation of meetings, conferences and conference telephone calls
· Maintain an adequate inventory of office supplies
· Maintain appointment diary either manually or electronically

· Tidy and maintain the reception area
· Provide word-processing and secretarial support
· Develop and maintain a current and accurate filing system
· Monitor the use of supplies and equipment
· Coordinate the repair and maintenance of office equipment
Job Requirements

· Bachelors degree in relevant field

· Azerbaijani and English Language Proficiency

· At least 1 years work experience in related/similar sector

· Knowledge on office administration
· Good IT skills 

· Strong language and communication skills

· Ability to work with people from diverse backgrounds
· Effective working relationship with team members

· professional personal presentation

· information management, organizing and planning

· attention to detail, reliability, stress tolerance 

Interested candidates can send their CVs to azeloc2012@affa.az  and should indicate the position in the address part of the email.:)
Position: Transportation Director 
for FIFA U-17 Women`s World Cup Azerbaijan 2012

Starting Date: As soon as possible

Job Description

· Preparation of Transportation concept and transport route maps of the FIFA U-17 Women`s World Cup Azerbaijan 2012
· Cooperation with all LOC divisions related to transportation issues

· Collaborate with other managers and staff members in order to formulate and implement policies, procedures, goals, and objectives

· Strong communication with Team Liaison Officers and LOC Security Officers

· Recruiting and training LOC Transportation specialists and drivers

· Planning, organizing and managing the work of subordinate staff to ensure that the work is accomplished in a manner consistent with organizational requirements

· Conduct investigations in cooperation with government agencies to determine causes of transportation accidents and to improve safety procedures

· Analyze expenditures and other financial information in order to develop plans, policies, and budgets

· Actively assisting LOC in venues related to transportation matters

· Evaluates the training and recruiting efforts to ensure proper safety training is provided for bus drivers and safe riding 

· Other responsibilities related to transportation issues

Job Requirements

· Bachelor’s degree and 3 years of experience in Logistics/International Trade/ Transportation Management, or an equivalent combination of education and experience

· English Language Proficiency

· Good IT skills 

· Excellent  Communication skills

· Ability to work under pressure

· Effective working relationship with team members 

Interested candidates can send their CVs to azeloc2012@affa.az and should indicate the position in the address part of the email. 

Position: Volunteering Specialist 
for FIFA U-17 Women`s World Cup Azerbaijan 2012

Starting Date: as soon as possible

Job Description

· Assisting Local Organising Committee of FIFA U-17  Women`s World Cup Azerbaijan 2012 for all matters related to Volunteering Division 
· Assisting LOC Volunteer Director for tracking Volunteer Management plan of the FIFA U-17 Women`s World Cup Azerbaijan 2012  

· Implementing/monitoring effectiveness of volunteer management plan

· Assisting Volunteering team for organizing and realizing informative seminars at universities, NGOs, companies and other related places 

· Assisting LOC Volunteer Director to recruit , train Volunteers and assessing their effectiveness

· Establishes and regularly updates volunteer schedule and list of events

· Constantly keeping in contact with FIFA Volunteering Division

· Preparing Reports for LOC and external parties about updates 

Job Requirements

· At least bachelors degree in Management/Social Work/ Human Resources or any other related field

· English Language Proficiency

· At least 1 years work experience in related/similar sector

· Good IT skills 

· Excellent  Communication skills

· Ability to work under pressure

· Effective working relationship with team members 

Interested candidates can send their CVs to azeloc2012@affa.az  and should indicate the position in the address part of the email. 

Position: Electrical Engineer 

Department Description
The Facilities Management Department of the new Azerbaijan Diplomatic Academy is responsible for providing support across the campus for the building infrastructure and environment and for associated support services. 

1. Purpose of Role
The Electrical Engineers role is to ensure that the existing Electrical plant and infrastructure is properly maintained and managed and that defects are fixed speedily and with the minimum of disruption to employees and students. 

2. Responsibilities
a. Preventative maintenance regimes in place to ensure maximum life expectancy for all electrical plant and services

b. Proactive approach to infrastructure defects

c. Ensuring high quality of remedial and maintenance works on campus

d. Ensuring feedback from employees and students is positive

e. Management of all of the Electrical Service providers to ensure best practice on site and delivering an exceptional level of service

f. Preparation of budget forecasts for Electrical  maintenance in collaboration with the MEP Manager

g. Ensuring faults and sub-standard conditions on campus are quickly reported and properly fixed

h. Regular monitoring of faults and diagnostics to identify patterns of defects and corrective works

i. Ensuring sufficient in store materials and spares held on site and ordering when necessary

j. Safe working practices and on site safety issues in relation to Electrical services

k. Ensuring all Electrical equipment is properly functioning

l. Co-ordination of works with other service team members to ensure no clashes or duplication of resources

m. Minimizing the downtime of any Electrical Supply or  plant

3. Experience
a. Minimum of 3- 5 years experience in a similar role

b. Technical experience on Electrical systems gained in a maintenance or construction role.

c. Health and Safety experience 

d. Experience of working in a team environment

4. Key skills required
a. Technical Knowledge of Electrical systems

b. Communication Skills both oral and written

c. Commercial Acumen

d. Contract management

e. Customer focused

f. Planning works and resources

5. Qualifications

a. Degree level or equivalent in an Engineering or relevant subject

6. Working Environment

Will be based on campus however will be prepared to work off campus on the existing ADA building if required.

7. Hours of working

a. Monday to Friday 9am to 6pm (min of 40hrs/week)

b. Additional time and weekend working will be required in order to successfully fulfill the role.

Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted. The cut-off date for application is 6th February 2012 

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az
Position: Gardener (Facilities Management)
1. Department Description
The Facilities Management Department of the new Azerbaijan Diplomatic Academy is responsible for providing support across the campus for the building infrastructure and external environment and for associated support services. 

2. Purpose of Role
The Gardeners role is to ensure that the campus landscaping, planting and grounds are well maintained and managed. The grounds are an integral element of the student experience on campus and it is essential that they be presented to a very high standard.

3. Responsibilities
a. Preventative maintenance regimes in place to ensure maximum life expectancy for all plant and trees

b. Proactive approach to pruning and tree felling

c. Ensure the campus is free of any weeds

d. Cyclical planting to ensure maximum use of landscape and impact

e. Ensuring landscape kerbside and roadways and hard landscaping is maintained properly

f. Propagation of plants to provide an on site source to replace and introduce new planting Ensuring high quality of remedial and maintenance works on campus

g. Ensuring landscape feature including water features are clean and properly maintained

h. Regular grass cutting to ensure lawns are of an exceptional standard

i. Proper irrigation of all plants and trees

j. Management of all of the Electrical Service providers to ensure best practice on site and delivering an exceptional level of service

k. Preparation of budget forecasts for landscaping in association with the Facilities Director

l. Ensuring gardening tools and plant are properly maintained and used in accordance with manufacturers’ instructions.

m. Management of the groundwork’s staff to ensure proper and most efficient utilization of their time

n. Safe working practices and on site safety issues in relation to gardening and landscaping

o. Ensuring all Electrical equipment is properly functioning

p. Co-ordination of landscaping maintenance works with other service team members to ensure no disruption to the employees or students of ADA.

4. Experience
a. Minimum of 3- 5 years experience in a similar role

b. Horticultural experience as a head gardener or similar role

c. Health and Safety experience 

d. Experience of working in a team environment

e. Knowledge and experience of Baku climate specific plants and trees.

f. Propagation of plants and trees from seed and cuttings

g. Tree felling and maintenance

h. Garden machinery and tools experience.

5. Key skills required:
a. Horticultural knowledge

b. Communication Skills both oral and written

c. Commercial Acumen

d. Customer focused

e. Manual Labor ability

f. Planning works and resources

g. Garden maintenance tools and equipment

6. Qualifications

a. Degree level or equivalent in a horticultural or relevant subject

7. Working Environment

Will be based on campus however will be prepared to work off campus on the existing ADA building if required.

8. Hours of working

a. Monday to Friday 9am to 6pm (min of 40hrs/week)

b. Additional time and weekend working will be required in order to successfully fulfill the role.

Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted. The cut-off date for application is 6th February 2012 

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az
Position: HVAC Engineer (Facilities Management)

1. Department Description
The Facilities Management Department of the new Azerbaijan Diplomatic Academy is responsible for providing support across the campus for the building infrastructure and environment and for associated support services. 

2. Purpose of Role
The HVAC Engineers role is to ensure that the existing MEP plant and infrastructure is properly maintained and managed and that defects are fixed speedily and with the minimum of disruption to employees and students. 

3. Responsibilities
a. Preventative maintenance regimes in place to ensure maximum life expectancy for plant and services

b. Proactive approach to infrastructure defects

c. Ensuring high quality of remedial and maintenance works on campus

d. Ensuring feedback from employees and students is positive

e. Management of all of the HVAC Service providers to ensure best practice on site and delivering an exceptional level of service

f. Preparation of budget forecasts for HVAC maintenance in collaboration with the MEP Manager

g. Ensuring faults and sub-standard conditions on campus are quickly reported and properly fixed

h. Regular monitoring of faults and diagnostics to identify patterns of defects and corrective works

i. Ensuring sufficient in store materials and spares held on site and ordering when necessary

j. Safe working practices and on site safety issues in relation to HVAC services

k. Ensuring all HVAC equipment is properly functioning

l. Co-ordination of works with other service team members to ensure no clashes or duplication of resources

m. Minimizing the downtime of any HVAC plant

4. Experience
a. Minimum of 3- 5 years experience in a similar role

b. Technical experience on HVAC systems gained in a maintenance or construction role.

c. Health and Safety experience 

d. Experience of working in a team environment

5. Key skills required:
a. Technical Knowledge of HVAC systems

b. Communication Skills both oral and written

c. Commercial Acumen

d. Contract management

e. Customer focused

f. Planning works and resources

6. Qualifications

a. Degree level or equivalent in an Engineering or relevant subject

7. Working Environment

Will be based on campus however will be prepared to work off campus on the existing ADA building if required.

8. Hours of working

a. Monday to Friday 9am to 6pm (min of 40hrs/week)

b. Additional time and weekend working will be required in order to successfully fulfill the role.

Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted. The cut-off date for application is 6th February 2012 

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az
Position: MEP (Mechanical, Electrical & Plumbing) Manager (Facilities Management)
1. Department Description
The Facilities Management Department of the new Azerbaijan Diplomatic Academy is responsible for providing support across the campus for the building infrastructure and environment and for associated support services. 

2. Purpose of Role
The MEP Managers role is to ensure that the existing MEP plant and infrastructure is properly maintained and managed and that defects are fixed speedily and with the minimum of disruption to employees and students. 

3. Responsibilities
a. Preventative maintenance regimes in place to ensure maximum life expectancy for plant and services

b. Proactive approach to infrastructure and services

c. Ensuring high quality of remedial and maintenance works on campus

d. Ensuring feedback from employees and students is positive and agreeing key performance targets to monitor and report performance

e. Management of the MEP Services team to ensure best practice on site and delivering an exceptional level of service

f. Training, development of staff to ensure a highly motivated team

g. Preparation of budget forecasts for MEP maintenance in collaboration with the Facilities Director and Finance team

h. Management of the MEP budget allocation

i. Ensuring faults and sub-standard conditions on campus are quickly reported and fixed

j. Regular monitoring of faults and diagnostics to identify patterns of defects and corrective works

k. Ensuring sufficient in store materials and spares held on site and ordering when necessary

4. Experience
a. Minimum of 3- 5 years experience in a similar role

b. Experience of management of staff 1-3 years

c. Technical experience on MEP systems gained in a maintenance or construction role.

d. Health and Safety experience 

e. Experience of working in a team environment

5. Key skills required:
a. Technical Knowledge of MEP systems

b. Communication Skills both oral and written

c. People Management skills

d. Commercial Acumen

e. Contract management

f. Customer focused

g. Planning works and resources

6. Qualifications

a. Degree level or equivalent in an Engineering or relevant subject

7. Working environment

Will be based on campus however will be prepared to work off campus on the existing ADA building if required.

8. Hours of working

a. Monday to Friday 9am to 6pm (min of 40hrs/week)

b. Additional time and weekend working will be required in order to successfully fulfill the role.

Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted. The cut-off date for application is 6th February 2012 

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az
Position: Supplies & Procurement Manager 

1. Department Description
The Facilities Management Department of the new Azerbaijan Diplomatic Academy is responsible for providing support across the campus for the building infrastructure and environment and for associated support services. 

2. Purpose of Role
The Supplies and Procurement Managers role is to ensure that the purchase of supplies and materials are procured so as to provide the “best value for money” for the ADA. The role covers all elements of the campus including spares and replacement parts for infrastructure and services to furniture and stationary.

3. Responsibilities
a. Competitively pricing the supply of materials and services

b. Proactive approach to ensuring supply contracts are maintained and renewed in a timely manner

c. Seeking new and innovate ways of ensuring procurement best practice across all campus procurement

d. Drafting and negotiating service and material supply contracts

e. Financial monitoring and control of the procurement budget in collaboration with the Facilities Director and Accounts

f. Benchmarking of commercial agreements

g. Ensuring that goods and services are provided in accordance with the commercial agreements

h. Ensuring sufficient in store materials and spares held on site and ordering when necessary in collaboration with the MEP Manager

4. Experience
a. Minimum of 3- 5 years experience in a similar role

b. Contract management experience in drafting and administration

c. Negotiation of service and supply contracts

d. Working on a University campus or similar environment

e. Experience of working in a team environment

5. Key skills required
a. Contract management

b. Commercial Acumen

c. Technically competent

d. Communication Skills both oral and written

e. People Management skills

f. Customer focused

g. Negotiation skills

h. Financial planning 

6. Qualifications

a. Degree level or equivalent in an purchasing or relevant subject

b. Member of Chartered Institute of Purchasing (preferable)

7. Working environment

Will be based on campus however will be prepared to work off campus on the existing ADA building if required.

8. Hours of working

a. Monday to Friday 9am to 6pm (min of 40hrs/week)

b. Additional time and weekend working will be required in order to successfully fulfill the role.

Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted. The cut-off date for application is 6th February 2012 

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az
Position: Assistant to the Dean (School of International Affairs)
POSITION SUMMARY

Under the general direction of the Dean of School of International Affairs, the Assistant provides administrative and analytical support to the Dean in a wide variety of areas including:  scheduling, correspondence, maintenance of the Dean’s calendar and problem solving for the day-to-day operations of the Dean’s Office.

RESPONSIBILITES

1. Handling all the administrative tasks in the department, which includes correspondence, distribution, conference/interview set up, scheduling of meetings, etc. 

2. Coordinating scheduling of classes and exams with the faculty and the office of the Registrar 

3. Organizing and maintaining the paper documents; storing them properly for future reference

4. Providing assistance in the planning and implementing of the college events

5. Coordinating logistical support to the international faculty and staff

6. Completing different departmental forms (purchase request form, equipment utilization sheet)

7. Typing and processing various documents, spreadsheets as and when required

8. Participating and taking minutes at the departmental meetings

9. Compiling data, researching information from a variety of resources, and preparing reports as requested

10. Making copies of the documents as assigned by the Dean  and also according to the needs of the school

11. Other errands assigned by the Dean 

REQUIREMENTS 
1. Minimum Bachelor degree and 2 years of relevant work experience 

2. Good command of spoken and written Azerbaijani, English and Russian languages

3. Knowledge of MS-Office and database systems

4. Good knowledge on basic office management - practices, and procedures
5. Ability to effectively communicate
6. Ability to safe guard confidentiality of information
7. Ability to operate under heavy work load
Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted. The cut-off date for application is 6th February 2012 

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az
Position: Acquisitions Assistant (LIBRARY)
POSITION SUMMARY 
The ADA Library is experiencing rapid growth in its collections and services. The Acquisitions Assistant oversees the management of all of the Library’s materials by ensuring the accurate collection development and financial procedures and policies of the ADA Library. The position reports directly to the Head of Technical Services and works very closely with other staff in the technical services area.  S/he adheres to an excellent client oriented approach. The Instructional Language of ADA is English.

RESPONSIBILITIES   The responsibilities of the position include, but are not limited to the following: 

· Provide  acquisitions services for the Technical Services department of the ADA Library in order to fulfill the mission of the ADA Library and to make appropriate resources readily available to the ADA community ; 

· Follow the comprehensive approach to library acquisitions services developed by the administration ;

· Carry out comprehensive workflows set in place for the acquisitions department; 

· Contribute to the ADA community by participating in and working with ADA students, faculty, staff and other patrons as appropriate.

· Follow  defined acquisitions services policies and objectives , to design/refine efficient processes;

· Perform other library duties as needed.

REQUIREMENTS

· An accredited Bachelor’s degree or equivalent and fluency in written and oral English ; 

· Minimum 6 months to 1 year library experience ;

· Skills and experience as expected in a culturally diverse community;

· Ability to work effectively with individuals at all levels and in a team ;

· Demonstrated/documented evidence of successful performance in an academic library and experience providing library acquisitions services ;

· Some knowledge and understanding of best practices, current issues and trends in library services and library technologies  and ability to view issues from a broad library-wide perspective ;

· Evidence of effective interpersonal communication, analytical and organizational skills ;

· Has excellent problem solving skills.

Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted. The cut-off date for application is 6th February 2012 

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az
Position: Chief Coordinator, Employer Relations (CMC)
Primary Purpose of the Position

This position builds and maintains employer organization relationships for student employment/internships, manages employer/student interactions, assists the director with all CMC office initiatives, programming, strategic planning and data maintenance. Person will serve towards fostering positive and beneficial connections between employers, students and alumni.  

Job Duties/Responsibilities
1. Develop and manage ADA ongoing relationships with companies, agencies and organizations in assigned area, international organizations (and others as assigned), that will fulfill company needs for MADIA talent.  Develop corporate relations strategy, including target organizations and plans for connecting with them;

2. Manage relationships with corporate recruiters in their portfolio and identify new employers and develop relationships with them.   Record and manage contacts in database;

3. Network with alumni and other sources within assigned area to strengthen and broaden relationship; 

4. Coordinate with employer partners and attend on campus employer focused events, info sessions, on-campus interviews, etc. 

5. Analyze relevant recruiting data and determine trends to target specific companies;

6. Market students to specific companies based on student interest and qualifications and hiring organizations recruitment need;

7. Educate employers on best ways to connect with students and on tools available to employers for interaction and evaluation of ADA students;  

8. Collects feedback from employers and students on employer events to ensure quality delivery and mutual satisfaction.  Use feedback to make necessary adjustments; 

9. Collaborate within Career Management Center on programming and projects as necessary; 

10. Research and stay informed in national, state and local hiring practices, employment trends and other labor related issues for appropriate industries;
11. Represent ADA at regional, national and international functions which contribute to the mission of ADA CMC team;
12. Assist with network locally and regionally: with Chambers of Commerce, employers and professional associations for recruiting purposes;

13. Assist in the promotion of recruiting opportunities including posting employment vacancies, campus recruiting, experiential education, career fairs, program specific job fairs, networking events and others employer related events; 

14. Develop promotional material to increase additional Employer Services including web and career sponsorship, information sessions, mock interviews and resume critiques, hosting workshops, sponsoring receptions, and other programs/events;

15. Monitor Employment/Internship opportunities and programs of various organizations/companies related to the interest of ADA students;

16. Support internship processes and assist with internship/employment applications if needed.

Requirements

1. Master’s degree in HR, Business, PR or any other related field;

2. 2-4 years experience in corporate recruitment, career services, HR & Development, PR/Marketing or communications preferred. Experience in working with International companies strongly preferred;

3. Ability to work with individuals and groups. Must be proficient with technology (MS Office Suite) and interested in identifying and adopting technology to reach and connect with target audience. Well-developed interpersonal marketing, presentation and communications skills.  Open and friendly personable attitude;

4. Knowledge of recruiting, career services, career development and student development is a plus;

5. Must be able to work independently; 
6. Energy, enthusiasm, flexibility and ability to deal with multiple projects are desirable;

7. Proficiency in Azeri and English languages is a must.

Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted. The cut-off date for application is 6th February 2012 

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az
Position: Corporate Program Manager (Executive Education)
Position Definition
Under the direct supervision of the Director of Executive Education, the Corporate Program Manager is responsible for planning, implementing, managing and evaluating all corporate programs according to predetermined timelines and budgets. Managing program team, communicating with potential clients and ensuring quality control throughout program life cycles  are central to this position.   

Essential Duties and Responsibilities

1) Assists in developing, promoting and planning of corporate programs.

2) Responsible for all corporate programs operation. Establishes a leadership role for corporate programs and works with program teams to ensure that deliverables are met.

3) Observes the teaching process on a regular basis.

4) Assesses the program participant’s activity in conjunction with course instructors.

5) Establishes new contacts with clients from corporate sector on a regular basis and works closely with them.

6) Assesses the training needs of corporate sector. 

7) Manages the program budget.

8) Monitors, evaluates and reports progress on program performance. to the Director of Executive Education on a regular basis.

9) Be accountable for program results. 

10) Oversees quality control throughout the entire program.

Required Knowledge, Skills and Abilities

1. Strong project management skills. Easily balances competing priorities, complex situations and tight deadlines. 

2.   Knowledge of developing and managing budget for short and long term Programs.

3. Knowledge and skills in undertaking corporate needs assessment and analysis.
4. Substantial management experience in marketing and public relations.

5.   Proven leadership and team building skills.

6.   Excellent written and verbal skills. Fluency in English and Azeri. Good command of Russian language.    

7.   Excellent interpersonal communications skill.

8.   Excellent customer service skills. 

9.   Proven negotiation skills. Ability to be concise and diplomatic.

10. Being commercially aware. Good at cost and benefit analysis.   

11. Excellent computer skills and proficient in excel, word and outlook.

Education and Experience

Education:

· Masters Degree in Management, Business Administration, Public Administration, International Relations or another related area.

· Completion of certificate/training programs in project management and administration are preferable.  

Experience:

· At least five years program management experience.

· Working experience with both public and private sectors. 

Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted. The cut-off date for application is 6th February 2012.

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az
Position: Network Engineer (IT & Services)
1. Department Description

The Information Technology and Services Department of the new Azerbaijan Diplomatic Academy is responsible for overall management of strategy, design, transition, operation and continual improvement aspects of IT related services across the campus. 

2. Purpose of Role

The Network Engineer role is to ensure that the existing wired/wireless network equipment, network security devices, and telephony systems are properly maintained and managed, and defects are fixed speedily with the minimum of disruption to employees and students.

3. Responsibilities

a. Active participation in the new network design, setup and organization

b. Performance tuning, monitoring and troubleshooting wired/wireless networks

c. Administration of active network devices, such as switches, routers, WLAN controllers, firewall modules, etc.

d. Configuring, administering and troubleshooting IP telephony services

e. Planning and implementing regular network device backups and recovery drills

f. Ensuring the network equipment are running with redundancy

g. Assisting other functions within the IT and Services Department with any network related issues

h. Coordination with the System Administration team members with regards to the capacity plans of the network systems

i. Preparation of budget forecasts for active network, security and telephony equipment in collaboration with the Technical Director

4. Experience

a. Minimum of 2 years’ experience in a similar role

b. Technical experience in the administration of wired/wireless networks

c. Technical experience in the administration of IP telephony systems

d. Technical experience in the administration of network security systems

e. Experience of working in a team environment

5. Key skills required:

a. Understanding of OSI Model (Layer 1 – 7)

b. Good command of Cisco IOS

c. Good knowledge of network security/firewall technologies

d. Good knowledge of telephony technologies, specifically Cisco IP Telephony technologies

e. Good knowledge of Cisco Wi-Fi technology

6. Qualifications

a. Degree level or equivalent in a Computer Engineering or relevant subject

b. Cisco certification is preferable

7. Working Environment

Will be based on campus however, will be prepared to work off campus on the existing ADA building if required.

Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted. The cut-off date for application is 6th February 2012 

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az
Position: System Engineer (IT & Services)
1. Department Description
The Information Technology and Services Department of the new Azerbaijan Diplomatic Academy is responsible for overall management of strategy, design, transition, operation and continual improvement aspects of IT related services across the campus. 

2. Purpose of Role
The System Engineer role is to ensure that the existing servers, backup and storage equipment are properly maintained and managed, and defects are fixed speedily with the minimum of disruption to employees and students. The position will be based on campus however will be prepared to work off campus on the existing ADA building if required.

3. Responsibilities
a. Active participation in the new system design, setup and organization

b. Performance tuning, monitoring and troubleshooting servers

c. Detailed analysis of overall system, based on possible scenarios

d. Administration of various server roles, such as SMTP, DNS, DHCP, Active Directory to name few

e. Planning and implementing regular backups and recovery drills.

f. Ensuring the servers are running with redundancy

g. Assisting other functions within the IT and Services Department with any system related issues

h. Coordination with the System Administration team members with regards to the capacity plans of the systems

i. Preparation of budget forecasts for server, storage and backup equipment in collaboration with the Technical Director

4. Experience
a. Minimum of 2 years’ experience in a similar role

b. Technical experience in the administration of mail, file sharing, directory services, backup/restore, print services

c. Experience of working in a team environment

5. Key skills required:

a. Good command of Microsoft Windows and various UNIX/Linux systems

b. Backup/restore technologies

c. Deeper knowledge of technologies including but not limited to DNS, DHCP, Active Directory, Printing, File Sharing, Certification

d. Microsoft Exchange Server administration

6. Qualifications

a. Degree level or equivalent in a Computer Engineering or relevant subject

Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted. The cut-off date for application is 6th February 2012 

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az
Position: Circulation Services Assistant (LIBRARY) 

POSITION SUMMARY 
The ADA Library is experiencing rapid growth in its collections and services. The Circulation Services Assistant oversees the management of all of the Library’s materials by ensuring the accurate circulation and arrangement of the Library’s items. The position reports directly to the Head of Circulation Services and works very closely with other staff in the circulation services area.  S/he adheres to an excellent client oriented approach. The Instructional Language of ADA is English.

RESPONSIBILITIES   
The responsibilities of the position include, but are not limited to the following: 

· Provide  circulation and access services for the Circulation Services department of the ADA Library in order to make all of the Library’s resources readily accessible to the ADA community ; 

· Follow the comprehensive approach to library circulation services developed by the administration ;

· Carry out comprehensive workflows set in place for the Circulation services department; including shelving and circulation duties at the desk.

· Contribute to the ADA community by participating in and working with ADA students, faculty, staff and other patrons as appropriate.

· Follow  defined circulation services policies and objectives , to design/refine efficient processes;

· Perform other library duties as needed and works on shifts as requested.

REQUIREMENTS

· An accredited Bachelor’s degree or equivalent and fluency in written and oral English ; 

· Minimum 6 months to 1 year library experience ;

· Skills and experience as expected in a culturally diverse community;

· Ability to work effectively with individuals at all levels and in a team ;

· Demonstrated/documented evidence of successful performance in an academic library and experience providing library access services ;

· Some knowledge and understanding of best practices, current issues and trends in library services and library technologies  and ability to view issues from a broad library-wide perspective ;

· Evidence of effective interpersonal communication, analytical and organizational skills ;

· Has excellent problem solving skills ;

Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 
Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted.  The cut-off date for application is 6th February 2012 

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az
Position: Software Project Management Specialist (IT & Services)
1. Department Description
The Information Technology and Services Department of the new Azerbaijan Diplomatic Academy is responsible for overall management of strategy, design, transition, operation and continual improvement aspects of IT related services across the campus. Will be based on campus however will be prepared to work off campus on the existing ADA building if required.

2. Purpose of Role
The Specialist, Software Project Management role is to manage software project planning, purchase, and implementation.

3. Responsibilities

a. Planning the software project cycle

b. Managing the purchase of the software project components

c. Analyzing the risks involved in the project cycle

d. Creating the documentation standards for the project

e. Preparing the project progress reports in collaboration with the Technical Director

f. Ensuring the internal and external resources are managed efficiently within the software project cycle

g. Ensuring the regular coordination with the vendors, suppliers, consultants, and experts with regards to the software project implementation

h. Ensuring the project components are implemented within the target deadlines and milestones

4. Experience
a. Minimum of 2 years’ experience in a similar software project management role

b. Experience of application development with a software development technology

c. Experience of working in a team environment

5. Qualifications

a. Degree level or equivalent in a Computer Engineering or relevant subject

Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted. The cut-off date for application is 6th February 2012 

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az
Position: HR Specialist
Position Summary
HR Specialist position will support HR department with day to day activities such as providing assistance with all aspects of HR functions, along with assisting with implementing employee services and programs with accuracy and timeliness.
Responsibilities
· Being responsible for documentation such as preparing contracts, issuing of offers letters, appointment letters, confirmation letters and etc.;

·  Maintaining manual personnel filing system records and keeping employee records up-to-date by processing employee status changes;

· Maintaining electronic documents, files and records (e.g. personnel records, employee lists, etc.) for the purpose of providing accurate information in compliance with established guidelines;

· Assisting recruiting staff in hiring process by designing and writing job descriptions and ensuring that accurate job descriptions are in place;

· Coordinating recruitment emailing system and being responsible for resume filing system;

· Following procedures related to expatriates working of company: visa, work permits etc.;

· Arranging new employee orientation plan and assisting in implementation;

· Explaining insurance coverage and other benefits to employees; completing and processing forms to enroll employees in benefits programs;

· Performing other record keeping and clerical functions (e.g. scheduling, copying, faxing, data inputting, transmitting, telephoning, taking messages, responding to written and verbal inquires, etc.) for the purpose of supporting the needs of the department;

· Performs other related duties as assigned by your immediate supervisor – the HR Manager.

Requirements
· An accredited Bachelor’s degree;

· Have at least one year of professional office experience, preferably in the HR field;

· Have demonstrated ability to work efficiently in a fast paced office environment involving detailed multi-tasking;

· Excellent time management and prioritization skills;

· Intermediate knowledge of MS Office programs, including Word, Excel and PowerPoint;

· Excellent interpersonal and teamwork skills; strong verbal and written communications skills ;

· Proficiency in Azeri and English languages is a must.
Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted. The cut-off date for application is 13th February 2012 

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az
Position: Enterprise Applications Specialist, System Administration (IT & Services)
8. Department Description
The Information Technology and Services Department of the Azerbaijan Diplomatic Academy is responsible for overall management of strategy, design, transition, operation and continual improvement aspects of IT related services across the campus. 

9. Purpose of Role
The Enterprise Applications Specialist, System Administration’s role is to ensure that the existing enterprise applications are maintained and managed, and defects are fixed speedily with the minimum of disruption to employees and students.

10. Responsibilities
a.
Active participation in the new enterprise systems design, setup and organization

a. Performance tuning, monitoring and troubleshooting PowerCAMPUS and integrated platforms

b. Administration of application servers running the platforms

c. User and security management of enterprise applications

d. Working with customer services of enterprise platforms with regards to issues, upgrades, etc.

e. Working with other departments within ADA, which are directly involved with the platforms

f. Coordination with the System Administration team members with regards to the capacity plans of the enterprise systems

g. Preparation of budget forecasts for enterprise platform server equipment in collaboration with the Technical Director

11. Experience
a. Minimum of 2 years’ experience in a similar role

b. Hands-on experience with the complex enterprise systems in the past

c. Experience of working in a team environment

12. Key kills required:
a. Good command of Microsoft Windows and various UNIX/Linux systems

b. Good knowledge of SQL

c. Good knowledge and experience with database management systems (ORACLE and/or MS SQL)

d. Good knowledge and experience of SharePoint Portal technologies (installation, upgrading, troubleshooting, etc.)

13. Qualifications
a. Degree level or equivalent in a Computer Engineering or relevant subject

b. Oracle and/or Microsoft database related certificates are preferable
Interested candidates are requested to submit, preferably in Word or pdf format, attached to an e-mail message :  (1) a letter of interest specifying particular suitability for the position, when available and minimum expected salary (in AZN),  (2) a current resume and (3) the names, email and business addresses of at least 3 references. 

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only short listed candidates will be contacted. The cut-off date for application is 14th February 2012 

ADA offers a competitive remuneration package and attractive conditions of employment of high standard. For more information about ADA, please visit www.ada.edu.az

Position: Senior dealer

Department: Market operations

Division: Market operations

Key requirements to candidates:

Education: Bachelor or Masters degree in finance/economics/mathematics;

Special knowledge:  Financial markets;

Work experience:  More than 2 year work experience on financial markets,

Language skills: Fluent Azerbaijan and upper-intermediate English language skills skills;

Computer skills: Strong computer skills; 

Additional skills: Analytical thinking and reporting, ability to handle intensive work regime, communication and  negotiation skills.

Position: Senior analyst

Department: Market operations

Division: Market operations

Key requirements to candidates:

Education: Bachelor or Masters degree in finance/economics/mathematics/law;

Special knowledge Financial markets;

Work experience:  More than 3 years of work experience on financial markets,

Language skills: Fluent Azerbaijan and English language  skills;

Computer skills: Strong computer skills; 

Additional skills: Analytical thinking and reporting, ability to habdle intensive work regime, communication and negotiation skills.

Position: Deputy Director
Department: Market operations

Key requirements to candidates:

Education: Masters degree in finance/economics/mathematics/law;

Special knowledge: Financial markets;

Work experience: More than 3 year work experience on financial markets, management experience;

Language skills: Fluent Azerbaijan and English language skills;

Computer skills: Strong computer skills; 

Additional skills: Analytical thinking and reporting, ability to habdle intensive work regime, high decision-making, teamwork, managerial skills, ability to conduct negotiations with international and local organizations.

Position: Portfolio manager

Department: Market operations

Division: Reserves management

Key requirements to candidates:

Education: Masters degree in finance/economics/mathematics/law;

Special knowledge: CFA certificate;

Work experience: 3 year work experience in the field of investment portfolio management;

Language skills: Fluent Azerbaijan and English language skills;

Computer skills: Strong computer skills; 

Additional skills: Analytical thinking and reporting, ability to handle intensive work regime, decision-making and teamwork skills, negotiation with international organizations.

Position: Senior dealer

Department: Market operations

Division: Reserves management

Key requirements to candidates:

Education: Bachelor or Masters degree in finances/economics/mathematics;

Special knowledge: CFA II level;

Work experience: 2 year work experience in International financial markets;

Language skills: Fluent Azerbaijan and English language skills;

Computer skills: Strong computer skills; 

Additional skills: Analytical thinking and reporting, ability to handle intensive work regime, decision-making and teamwork skills, negotiation with international organizations.

Position: Senior analyst

Department: Market operations

Division: Risk management

Key requirements to candidates:

Education: Bachelor or Masters degree in finances/economics/mathematics;

Special knowledge: CFA II level, mathematical modelling;

Work experience: 3 year work experience in International financial markets;

Language skills: Fluent Azerbaijan and English language skills;

Computer skills: Strong computer skills; 

Additional skills: Analytical thinking and reporting, ability to handle intensive work regime, teamwork.

Position: Auditor 

Department: Internal audit

Division: IT audit

Key requirements to candidates:

Education: Bachelor or Masters degree in Economics or IT;

Special knowledge: Knowledge in the field of international audit and IT standarts, as well as in the field of risk assessment;

Work experience: At least 2 years experience in the field of IT;

Language skills: Fluent Azerbaijan, upper-intermediate English language skills;

Computer skills: Operating systems, network and server software, MS Office;

Additional skills: Analytical and reporting skills, communication and teamwork.

Position: Head auditor

Department: Internal audit

Division: IT audit

Key requirements to candidates:

Education: Bachelor or Masters degree in  economics /İT;

Special knowledge: knowledge in the field of international audit and IT standards, as well as risks management;

Work experience:  3 year work experience in the field of IT;

Language skills: Fluent Azerbaijan and upper-intermediate English language skills; 

Computer skills: Operational systems, network and service programmes, MS Office;

Additional skills: Analytic thinking and reporting, communication and teamwork skills.

Position: Senior specialist

Department: Human resources

Division: Training and development

Key requirements to candidates:

Education: Bachelor or Master’s Degree in human resources is preferable;

Special knowledge: Professional background in human resources management; knowledge in the field of trainings organization, especially in financial sector, contacts with local and international organizations, knowledge in project management is preferable; 

Work experience: 3 year work experience in the field of trainings (work experience in financial or economical sector is preferable);

Language skills: Fluent Azerbaijan, upper-intermediate English, Russian language skills;

Computer skills: MS Office;

Additional skills: negotiation, reporting and budgeting skills,  analytical thinking, sociability and teamwork, presentation and writing skills, initiative and innovative thinking, work planning and organization, mentoring, creativity.

Position: Head of division

Department: Human resources

Division: Training and development

Key requirements to candidates:

Education: Bachelor or Master’s Degree in human resources is preferable;

Special knowledge: Professional background in human resources management; knowledge in trainings organization, especially in financial sector, contacts with local and international organizations, knowledge in project management is preferable; 

Work experience: 3 year work experience in the field of trainings (work experience in financial or economical sector is preferable), 1 year work experience as a manager;

Language skills: Fluent Azerbaijan, English, Russian language skills;

Computer skills: MS Office;

Additional skills: leadership, decision-making, strategically and tactical planning, analytical thinking, reporting and writing skills, negotiation, budgeting, mentoring, creativity.

Position: Senior specialist

Department: Human resources

Division: Performance appraisal and HR information 

Key requirements to candidates:

Education: Bachelor or Masters degree in human resources is preferable;

Special knowledge: Strong theoretical and practical knowledge in human resources management; Labour Code knowledge; personnel records management, payroll system knowledge is preferable; 

Work experience: at least 2 years of work experience (work experience in financial or economical sector is preferable);

Language skills: Fluent Azerbaijan, upper-intermediate English language skills;

Computer skills: MS Office;

Additional skills: Creativity, analytical thinking, reporting and budgeting, communication and teamwork, mentoring, presentation and writting skills, work planning and organization.

Position: System administrator 

Department: Information technologies

Division: Information system maintenance

Key requirements to candidates:

Education: Bachelor or Masters degree in Mathematics or IT;

Special knowledge: Knowledge of technical platforms, modern proqrams and information security, practical knowledge of software operations and local computer network management, knowledge of database management systems, modern office software, operating systems and system administration;

Work experience: at least 2 year experience in the sphere of IT;

Language skills: Fluent Azerbaijan, upper intermediate English and Russian language skills. 

Additional skills: Skills to explain technical issues in apprehensible language, analytical thinking and communication skills.  

Position: Specialist

Department: Information technologies

Division: Electronic signature certification 

Key requirements to candidates:

Education: Bachelor or Masters degree in  mathematics/İT;

Special knowledge: theoretical knowledge in the field of electronic signature, encryption and certification policy, practical knowledge of software operation and modern software, as well as knowledge in the field of normative database creation and information security;

Work experience: at least 1 year work experience in the field of IT;

Language skills: Fluent Azerbaijanian, intermediate English;

Additional skills: Ability to negotiate technical issues with suppliers, analytical thinking , reporting, communication skills.

Position: System administrator

Department: Information technologies

Division: Electronic signature certification 

Key requirements to candidates:

Education: Bachelor or Masters degree in  mathematics/İT;

Special knowledge: theory of technical platforms and modern proqram,  theoretical and practical knowledge in the field of electronic signature, encryption and certification policy, knowledge of database management systems, MS Office software and operational systems, as well as server and network equipment management;

Work experience:  2 years work experience in the field of IT;

Language skills: Fluent Azerbaijan, upper-intermediate English and Russian language skills; 

Additional skills: Ability  to negotiate technical issues, analytic thinking, reporting, communication skills.

Position: Leading specialist

Department: Statistics

Division: Methodology

Key requirements to candidates:

Education: Bachelor or Masters degree  in finances/economics;

Specific knowledge: Knowledge in the field of macroeconomics, Monetary and Financial Statistics Manual of IMF, balance of payments manual (BOPM), knowledge of one of the current methodologies on real sector monitoring. Ability to work with“Card of accounts”, to prepare and  in case of need improve methodological documents on bank statistics. Knowledge of Azerbaijan economics and its problems;

Work experience:  at least 2 years of relevant work experience in financial  institutions;

Language skills: Fluent Azerbaijan,  good English  (additional language  skills preferable);

Computer skills: MS Office; 

Additional skills: Creativity, statistical reporting and analysis, writing, communication skills.

Position: Specialist

Department: Statistics

Division: Methodology

Key requirements to candidates:

Education: Bachelor or Masters degree  in finances/economics;

Specific knowledge: Knowledge in the field of macroeconomics, Monetary and Financial Statistics Manual of IMF, balance of payments manual (BOPM), current methodologies on real sector monitoring. Ability to prepare and if needed  to improve methodological documents on bank statistics. Knowledge of Azerbaijan economics and its problems;

Work experience:  2 years of relevant work experience in  financial  institutions;

Language skills: Fluent Azerbaijan, good English language skills  (additional language  skills preferable);

Computer skills: MS Office; 

Additional skills: Statistical analysis and reporting , writing, communication skills.

Position: Specilaist

Department: Statistics

Division: Real sector monitoring

Key requirements to candidates:

Education: Bachelor or Masters degree in economics/finance;

Special knowledge: Knowledge in the field of economics (macro and microeconomics), sectoral division of economy, knowledge on development of statistical tables, surveys based on system of quantitative and qualitative indicators that characterize economy at microlevel; qualitative indicators and methods of transformation of qualitative surveys results to quantitative  indicators, indecies for describing business trends and financial activity;

Work experience: 2 years work experience in the related field of an economic institution;

Language skills: Fluent Azerbaijan,  upper-intermediate English language skills  (additional language is preferable);

Computer skills: MS Office; 

Additional skills: Statistical analysis, statistical reporting, communication skills;

Position: Specilaist

Department: Statistics

Division: Foreign market statistics

Key requirements to candidates:

Education: Bachelor or Masters degree in finance/economics;

Special knowledge: Knowledge of macroeconomics, foreign market statistics including balance of payments, international investment balance; knowledge of statistical review, Azerbaijan economy, as well as trade relations with foreign countries;

Work experience: 2 years of relevant experience in financial institutions;

Language skills: Fluent Azerbaijan, upper-intermediate English  language skills (additional language is preferable);

Computer skills: MS Office; 

Additional skills: Statistical analysis, statistical reporting, communication skills.

Note: All applicants are required to fill out special application forms of Central Bank in Azeri only. Duly filled application forms should be sent to the following e-mail: Human_resource@cbar.az.  


Job Description

Position Title: Media Specialist

Program: ANMP

Division: MDD

Reports To: Chief of Party

Position Location: Baku, Azerbaijan

Grade Level: Grade 3

Start Date: March 1, 2011

About IREX:

IREX is an international nonprofit organization providing leadership and innovative programs to improve the quality of education, strengthen independent media, and foster pluralistic civil society development.

IREX seeks applicants for a full-time Media Specialist position for the Azerbaijan New Media project. The successful applicant will work closely with the Web Manager and Chief or Party to provide assistance to the IREX team.

More specifically, the Media Specialist will:

· Help establish a strong Internet presence for ANMP and its partners;

· Produce and update content and provide editorial oversight for IREX project website

· Actively solicit story ideas, breaking news items, features and campaigns from staff, partners and correspondents

· Manage and mentor staff and freelance correspondents

· Monitor new media projects implemented by partner organizations (subgrantees)

· Write, edit and post stories in Azerbaijani and English

· Perform English/Azerbaijani translations

· Revise and consolidate narrative reports;

· Other duties as assigned 

QUALIFICATIONS

· At least 3 years of media experience

· Strong interpersonal skills to maintain good relations with relevant partners and counterparts, including government, media, civil society, donors and other partners.

· Proven news writing skills and digital media skills (eg. blogging, social media, etc)

· Candidates must be well organized, able to work independently, skilled at handling multiple tasks, diplomatic, and able to adhere to deadlines.

· Professional level fluency in Azerbaijani and English is required.

· Master’s degree in Journalism, International Studies, or other relevant field preferred.

· Proficiency in computer packages (i.e web CMS);

The above statements are intended to describe the general nature and level of work being performed by people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, skills, efforts, or working conditions associated with a job.

IREX/Azerbaijan

Job Description – Media Specialist

Salary is commensurate with experience.

Interested and qualified candidates should send their electronic application in English, MS Word or pdf file with a CV, 3 references and a brief cover letter explaining why they are suitable for the position to: jobs@irex.az. Excellent past performance references are mandatory and contacts should be provided. Only short-listed candidates will be contacted for an interview and the deadline for submitting applications is February 12, 2012. We thank all individuals for their interest in IREX; however only those selected for interviews will be contacted.

IREX is a non-smoking environment.


Position/Title:
Training Coordinator for transport sector

Project/Office: 
Public Investment Capacity Building Project (PICBP) financed by the World Bank, Project Coordination Unit, Ministry of Education of the Republic of Azerbaijan
Duration of assignment: 2012-2013 with 2 months probationary period
Duty station:
Baku, with possible requirements for travel within and outside the country
Duties and responsibilities:

Training Coordinator will carry out the following tasks and responsibilities: 

•
Act as a principal link between training participants from transport sector, PCU and other relevant agencies for effective and timely arrangement of training activities within the project; 

•
Coordinate all training activities within transport sector whether or not financed by this Project;

•
Assist transport sector in selection of participants for training activities;

•
Assist Training Advisor in monitoring project implementation against agreed key milestones; 

•
In coordination with PCU, identify suitable training facilities for the holding of training activities for the staff of transport sector in the regions;

•
Assist transport sector in the timely preparation of their contributions to the Annual Plan for the Project – principally developing proposals for training courses for transport sector staff;

•
Assist in development and implementation of the communication strategy for the Project and adoption of relevant knowledge and learning products within transport sector;

•
Work with consultants hired under the Project when their activities involve transport sector.

Qualifications required:

•
Bachelor degree;

•
3 years of relevant professional experience, preferably in training;  

•
Experience in road and transport sectors in Azerbaijan is an asset;

•
Familiarization with the implementation of International Financial Institutions’ projects is desirable. 

•
Fluency in Azeri and English.

Terms of application:


The following documents shall be submitted: 

•
Cover letter with indication of the position applied for;

•
CV (in Azeri and/or English).

Application deadline:
February 16, 2012 18.00 hrs.
Contact information:

Ministry of Education of the Republic of Azerbaijan

Public Investment Capacity Building Project

49 Khatai Avenue, Baku, Azerbaijan, AZ1008

Tel.: (994-12) 496-37-59/60  
Fax: (994-12) 496-93-68

E-mail: ymanafova@ultel.net

CDS AZERBAIJAN COUNTRY DIRECTOR AND PROGRAM MANAGER
DESCRIPTION
CDC Development Solutions (CDS) is seeking highly experienced country and program manager candidates to apply for the position of CDS Azerbaijan (AZ) Country Director & Program Manager.  The successful candidate must have extensive Azerbaijan experience and have strong Russian and English language skills.  This person will also have extensive experience in the private sector and, preferably, within the international development sectors with deep experience in enterprise, SME, and supplier development programs.

LOCATION
· Baku, AZ -- with extensive travel in AZ and regionally.
 

RESPONSIBILITIES AND TASKS
Country Leadership
· Represent CDS and the project to governmental, commercial, civil society and other stakeholders.
· Contribute to and implement CDS AZ strategic plan.

· Ensure proper and timely technical and financial reporting as per contracts, national and international laws and regulations, and CDS policies.

Enterprise and Local Content Development:
· Design and implement programs for Enterprise and Local Content Development in AZ.

· Interface with Supply Chain, Procurement leadership from leading international and Azerbaijanioil and gas companies and their suppliers.

Project Management
· Recruit, select, hire, and supervise key office and technical staff to implement CDS AZ programs.

· Initiate, plan, implement, monitor, evaluate, and complete CDS’ AZ Local Content and Enterprise Development Programs

· Communicate with client to set expectations, maintain timely information exchanges and ensure high client satisfaction.

Business Development & Thought Leadership
· Identify CDS business opportunities within the clients’ commercial, procurement/supply, and CSR policies, strategies and practices.

· Lead AZ programs bid preparation, including technical approach and budget.

· Publish appropriate thought leadership articles and contribute to CDS blogs and other outreach tools.

 

 QUALIFICATIONS
· At least ten years in managing complex business and organizational development programs.

· At least five years’ experience in AZ, Caucasus-Caspian Sea region, and/or Central Asia

· Experience creating domestic/international business linkages and creating/implementing public-private partnerships.

· Master’s degree or equivalent in business or international development.

· Demonstrated ability to manage and mentor diverse team of employees.

· Fluent Russian language ability required, Azeri language proficiency preferred.

· Strong written and interpersonal communication skills (in English) with an ability to interact with a very broad spectrum of stakeholders.

· Previous experience with efforts to measurably improve business, technical and procurement capabilities of enterprises in numerous business sectors oil and gas supply chain focus is highly desirable.


Interested individuals should submit a cover letter and CV to AzerbaijanOpportunities@cdc.org.  Only short-listed candidates will be contacted.




INTERNSHIP opportunities
The concept of internship has been widely spread throughout the world and even in the developed countries youth are employed through participation in several internship programs prior to the commencement of their major career. This is due to the fact that during internships participants receive education, carry out systematically continued research, cooperate with different specialized experts and show their worth by getting accustomed to teamwork.

In this regard, “WORLD ASSOCIATION OF ETHICS AND DEVELOPMENT” (WAED)  and “ETHICAL ADVISORY GROUP” (EAG) are jointly offering to you an opportunity to undertake an internship. During the actual internship you will be working together with professionals, who have established themselves as experts in their fields of expertise, and will get a unique opportunity to gain experience by getting involved in different works. At the same time, you will participate in a series of trainings and will receive different assignments which are suitable to your field of specialization/major and interests.

Admission to the internship program consists of 3 stages:
- During the 1st stage the most appropriate applicants are selected from the pool of submitted CVs.(CVs shall be clear and detailed), 

- During the 2nd stage shortlisted applicants are invited to sit on a written exam 

- During the 3rd stage applicants shortlisted from the written exam are invited for an interview

The duration and hours of the internship program will be agreed together with candidates who will be admitted as interns. For the majority the internship will be part-time. 

Those who are admitted will undergo an internship for a certain period in the abovementioned institutions. Following successful completion of the internship program, the fellows will gain a certain advantage when applying for suitable jobs by noting this experience on their CVs. At the same time, after the completion of the program the fellows may be given recommendation letters if deemed necessary. Also, following the completion of the program some of the fellows may receive work offers to work on a permanent and paid basis in one of the aforementioned institutions.

Requirements:

- Intermediate knowledge of English (those with a greater level will be preferred)

- Basic computer skills

- Applicants who are specializing in law, economics, accounting, finance, taxation, banking, management, marketing, international economic relations and similar fields will have an advantage

- Good knowledge of one’s specialty/major

Those who want to take part in the competition must submit their CVs (with a photo) by the 1st of March, 22:00 hours. The shortlisted applicants will be contacted via email and the dates and venues of the next stages will be communicated via email during the following 5 working days.

Please, send your CVs to: mahir.humbatov@bridgeplaza.az

FOR STUDENTS & GRADUATES
CALL FOR PARTICIPANTS
Baku, Azerbaijan

TOPIC:

“REDUCTION OF NUCLEAR POWER PLANTS (NPP) FOR A SAFE ENVIRONMENT”

PREAMBLE
Model United Nations (also Model UN or MUN) is a simulation of the United Nations that aims to educate participants about civics, effective communication, globalization and multilateral diplomacy. In standard Model UN, students take on roles as diplomats and participate in a simulated session of UN. In other words, participants research a country, take on roles as diplomats, investigate international issues, debate, deliberate, consult, and then develop solutions to world problems.
UN Department of Public Information (UNDPI) Azerbaijan in partnership with Association of Former United Nations Interns (AFUNI) Azerbaijan, The Academy of Public Administration under the President of the Republic of Azerbaijan and International Dialogue for Environmental Action (IDEA) announce the call for participation in national Model UN trainings and conference to be held between February and March 2012. 
50 students from Azerbaijan will take part in the simulated session of UN Security Council and will be delivered a one-month training prior to final MUN conference. 
The theme of the Model UN is “REDUCTION OF NUCLEAR POWER PLANTS (NPP) FOR A SAFE ENVIRONMENT”. 

ELIGIBILITY CRITERIA:
∙ All candidates shall be aged between 18 and 26 years old
∙ Fluent English. The official working language of the Model UN Conference as well as of the other activities during the event will be English. Therefore, all participants are expected to have good knowledge of the language.
∙ Full participation and availability for the whole pre-conference trainings and conference period. Every participant is obliged to take active part in the Model UN trainings and activities organized before and during the event. 
∙ Interest in international affairs. 
∙ Good research and writing skills. In a course of the conference participants will be required to write up position papers (a document that clearly shows your country’s point of view on the topics of discussion during the MUN), to make an opening speech, debate and actively participate in writing final resolutions.

HOW TO APPLY:
Those interested in participation in the trainings and conference, please send your CVs along with motivation letter to un-dpi@un-az.org by February 5th, 2012 with subject “Application for MUN 2012”.

The application for the 2012 Study of The United States Institutes Program is now available!  Please share this announcement along with the attached application and supporting documents with your colleagues and networks. 

The Study of the United States Institutes (SUSI) for Azerbaijani Student Leaders on Civic Engagement provides opportunities for university students to attend an academic residency program at the University of Alabama in Huntsville (UAH).  

SUSI is a program of the Bureau of Educational and Cultural Affairs of the United States Department of State, and administered by IREX.  SUSI is open to undergraduate students from Azerbaijan for non-degree study in the United States for six weeks during the summer of 2012. All students will attend a pre-departure orientation in Azerbaijan, participate in an academic residency program at the University of Alabama in Huntsville (UAH) with a focus on exploring civic engagement and including one week of intensive English language study, travel to significant U.S. civil rights sites in Selma, White Hall, and Montgomery, Alabama and to the Tohono O’odham Indian Reservation in Arizona during a regional study tour, and attend a closing workshop in Washington, DC. All participants will stay in UAH dormitories.  

The fellowship provides J-1 visa support, round-trip travel from fellows’ home cities to the host institution in the United States, accident and sickness coverage, tuition and university fees, room and board (housing and meals), domestic travel related to the regional study tour, limited allowance for books, cultural activities, and baggage, and a variety of alumni networking and granting opportunities.

Applications for the SUSI Program can be obtained and submitted by contacting the IREX Baku office. Applications can also be downloaded from www.irex.az.  See application for eligibility requirements. 

 The deadline for this application is 5:00 pm, March 1, 2012.  This program is contingent on US government funding. 

The attached SUSI application includes:

1.         Application instructions

2.         Application

3.         Reference form (please note that 2 reference are required for a complete application)

 Additional documents include:

4.         Academic Integrity Overview

5.         SUSI Informational Flyer

6.         SUSI Lecture Series (Informational Sessions, Application Review, and Essay Writing) 

All applicants are encouraged to apply early and to submit their application well in advance of the March 1 deadline. 

Applicants may apply by sending or bringing an application hard copy (original and two copies) or to the IREX Azerbaijan office or by email to education@irex.az.  

If you have questions about the SUSI program, please contact 

IREX-Azerbaijan at:

Caspian Business Center40 J. Jabbarli, 3rd Floor

Baku 1065 Azerbaijan

Tel:  +994 12 497 39 02

education@irex.az  


Edmund S. Muskie Graduate Fellowship Program Muskie Mentor/Advisor Exchange (MAX) 

DEADLINE: February 29, 2012

The Muskie Mentor/Advisor Exchange (MAX) program supports continued professional 

relationships between Muskie alumni and their American host advisors, supervisors, professors, 

and mentors. 

The Muskie MAX program will support a Muskie alumnus/a, working in collaboration with a host 

mentor or advisor, to create and implement a professional education workshop in the alumnus/a’s 

home country.  Mentors/advisors would travel to Eurasia to conduct or co-conduct workshops 

focusing on continuing professional education with and for the Muskie alumnus/na and their nonalumni peers and colleagues.  

The alumnus/a will identify in-kind support required  to hold the workshops, which may include 

venue rental, food, printing costs, etc. IREX will cover the travel and lodging cost of the visiting 

mentor while providing a stipend to cover their in-country expenses. 

Who is Eligible for Muskie MAX?

American mentors/advisors eligible for this grant include: academic advisors, internship host 

supervisors and any other professional contact that worked directly with the Muskie fellow in a 

way that was related to his/her field of study.  Mentors/Advisors MUST be US citizens. 

How do I apply for a Muskie MAX grant award?

The Muskie alumnus/a will complete a brief online application describing the intent of the 

workshop, the workshop participants, and the profile of the American mentor/advisor who would 

participate.  The application can be found at this link: https://www.surveymonkey.com/s/9N55HH5

What is the Timeline?

February 29, 2012 – Deadline for Applications 

April – August 2012 – Workshops held in Eurasia 

Examples of Potential Projects:

• An economics alumnus/na working for the Ministry of Finance invites a professor to conduct a seminar 

for his colleagues at the Ministry of Finance and opens the seminar to the other interested participants. 

Ministry of Finance cost-shares the event by providing training space and food.  

• An alumnus/na in the field of Public Health organizes a conference for hospital administrators and local 

elected officials on improved management methods and ways to teach the local community about 

disease prevention. The academic advisor presents on the differences between health care in the two 

countries and different methods to be more cost effective with health care management. Local 

government funds event (conference room, meals). 

• Law alumnus/na focusing on environmental law issues presents on legal issues relating to how waste 

disposal and renewable energy are affected by neighboring countries. An internship advisor provides 

information about not only this issue but also on international trade laws and how these two topics are 

related. Funds for this event are raised through the government and local businesses that wish to sell 

their products in other countries. 

• Alumnus/a in education who works for an NGO advocating for improved access to schools for disabled 

students prepares a workshops for teachers and education officials.  NGO provides conference space.  

The alumnus/a’s internship supervisor conducts a training on access and accommodation issues for 

disabled students.

The Bureau of Educational  and Cultural Affairs (ECA) of the US Department of State and IREX (International Research & Exchanges Board) are pleased to announce The Careers for Alumni in Public Service (CAPS) Project for alumni of the Edmund S. Muskie Graduate Fellowship Program.  

The aim of the CAPS program is to further involve Muskie alumni in the public service sector in their home communities, utilizing the training and education they received in the United States as well as to encourage alumni to contribute to underfunded institutions in need of their skills and expertise.  Muskie alumni who meet the eligibility requirements listed in the application may receive a stipend of up to $750 per month for a period of up to six months while remaining committed to public service work in their home communities.  Stipend award amounts vary depending on location as well as hourly commitment.

Applications will be considered from alumni in good standing, who live and work in Armenia, Azerbaijan, Georgia, Kazakhstan, Kyrgyzstan, Moldova, Russia, Tajikistan, Turkmenistan, or Ukraine, and who have secured a professional position with a local organization dedicated to public service at the time of application.  

Please see the application for a complete list of eligibility requirements and selection criteria, as well as examples of past awardees.  

Applications are due to your local IREX office by 5:00pm on February 27, 2012



Dear Alumni,

AAA is planning to start working on developing the various projects with business companies operating in Azerbaijan. Currently we are looking for volunteers who would like to join the working group. AAA will need help with translation, writing emails to potential partners, preparing concept notes and etc.
Requirements: Good knowledge of Azerbaijani and English, experience in writing concept notes and projects, good communication skills and motivation to work and learn more.

If you are interested please send email to office@aaa.org.az with "Volunteer for CSR projects" in subject line.



On March 3 Baku will host a special MBA-event MBA Formula involving 5 well-known business-schools: Duke, IE, ESMT, Vlerick and Hult. 

Visitors will have a unique opportunity to spend a whole day in close communication with BS representatives and learn from the best a receipt of successful career!

You can choose the best format that suits your needs:

· If you are ready to apply next year, register for our personal meetings with business school’s representatives!

· If you want to learn more about MBA, register for info-sessions and panel discussions!

Free atmosphere, easy communication and pleasant surprises are waiting for you!

Date of MBA Formula: Saturday, 3 March 2012

Time of MBA Formula: 11:00-19:00

Place of MBA Formula: Baku, Park Inn by Radisson

If you have a question, please ask Valeria Radko

e-mail: v.radko(at)mbastrategy.com
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