(insert company/ partner name) ADVISORY SERVICES PROGRAM – PROGRAM STAFF AND CONSULTANT RECRUITMENT

(INSERT BACKGROUND OF PROJECT, OBJECTIVES, AND COMPONENTS) 
(INSERT PARTNER NAME) is looking to recruit the following team to work on the four components : 

 GENDER – PROJECT OFFICER 
In terms of its obligations under the (INSERT NAME OF CHARTER) Mining Charter of (INSERT YEAR), (INSERT COMPANY NAME) has undertaken to integrate women into its operations with a target of (INSERT PERCENTAGE) set for (YEAR). This objective has been detailed in the company’s (INSERT NAME OF PLAN) Plan. The (INSERT PARTNER NAME) will help (INSERT COMPANY NAME) to implement a support program in order to support this integration process and ensure that it takes place in a sustainable manner with maximum retention and development of female workers. 

As part of the (INSERT PARTNER NAME)’s staffing unit for the (INSERT COMPANY NAME) capacity building program, a project officer will be appointed to manage the joint (INSERT PARTNER NAME)/(INSERT COMPANY NAME) program for women in mining. The qualifications and abilities for this position are: 

A post-graduate degree in any of the following: gender studies and/or human resource diversity management; business or organisational management and 5+ years of relevant experience. Other business or social science degrees will also be acceptable if matched with appropriate experience and a demonstrated interest and knowledge in gender issues and employment equity. Ideally, the officer should also have a background/work experience in mining issues or demonstrated knowledge of the sector. 

The officer must have a proven ability to implement and monitor a program systematically and in agreed upon timeframes. The officer must be able to demonstrate an ability to work across a multi-disciplinary framework that takes into account both business and social concerns. The officer must have sufficient assertiveness and confidence to be able to manage consultants and complex administrative procedures. An attention to detail and high standards in record-keeping are essential. The officer must have excellent writing and communication skills and an ability to work in large and complex environments. Good command of the internet, word processing, power point and excel are required. 

The officer will report to a Programme Manager and receive guidance from the (INSERT PARTNER NAME)’s team leader. The duration of the appointment is for 2 years. 

Principal Tasks: 

1.        Implementation of the joint (INSERT PARTNER NAME)/(INSERT COMPANY NAME) joint program for women in mining. 

2.        Report to the Program Manager for the (INSERT PARTNER NAME)/(INSERT COMPANY NAME) capacity building program, with guidance from the (INSERT PARTNER NAME) regional gender coordinator. 

3.        Work closely with the (INSERT COMPANY NAME) gender champion and any staff seconded by (INSERT COMPANY NAME) to help implement the joint (INSERT PARTNER NAME)/(INSERT COMPANY NAME) program. 

4.        Attend all meetings of the (INSERT COMPANY NAME) Gender Subcommittee and maintain notes of these. 

5.        Ensure the effective implementation of the joint (INSERT PARTNER NAME)/(INSERT COMPANY NAME) program within agreed upon time frames and parameters. 

6.        Manage the contracting and monitoring of the program consultants as per standard (INSERT PARTNER NAME) procedures. 

7.        Verify that all the Monitoring and Evaluation activities for the project are implemented and reported upon within the agreed upon time frames. 

8.        Document best practice and lessons learned from the program, and disseminate these, as appropriate. 

