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Responsibility Matrix
Enumerator

Minimum qualification
: Bachelor’s degree or equivalent

Minimum qualification
: 2-3 years of proven experience in the given tasks
Location


: Peshawar

Contract Period
:The engagement period will be from April 27, 2023, to May 31, 2023, and may be extended for an additional five months up to November 2023 with mutual consent and satisfactory performance of the person engaged.
HOPE’87 is currently seeking field-based services of a highly motivated and committed individual for multiple assignments. These are tabulated as follows; 

Responsibilities/Duties: 
· Activity planning and its logistical arrangement.

· Coordination with the vendors for training
· Obtaining quotations from the vendors for training/events
· Preparing procurement documents i.e., purchase requisition, goods received note, tender documents etc.

· Verifying documentation and other supporting documents for further processing.
· Maintaining inventory of project items etc.

· Preparation of a summary of monthly fuel expenses, food expenses, communication expenses etc. related to the project activities.
· Initial review of the project documents such as partner invoices and reports

· Assist HOPE’87 staff in general including but not limited to donor reporting.

· Any other task assigned by the supervisors.

 This opening is required to be filled on an urgent basis. CVs will be reviewed and candidates will be selected on a rolling basis.
Please send your CV at

hope87.jobs@gmail.com
by April 25 2023. Please mention the title in the subject line.
HOPE’87 

    Website: www.hope87.org
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