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Job Opening: Finance and Administration Director

Ruwwad Youth Empowerment Program
RUWWAD, the Palestinian Youth Empowerment Program, is a USAID-funded program implemented by the Education Development Center,

Inc. (EDC).  Its mission is to empower young Palestinians to lead social change in their communities and their country.  To this end the

program provides young people in Palestine with opportunities to develop team-work and leadership skills through participation in training

courses and voluntary public service activities.  Key components of Ruwwad‘s program infrastructure include its National Youth Corps

(NYC), as well a national network of youth clubs  known as Youth Development Resource Centers (YDRC)Æ

The Ruwwad Program is currently looking for a candidate to fill the position of Finance & Administration Director for Ruwwad.

Job Description:

The Finance & Administration Director will be responsible for the management of Ruwwad finances  & administrative systems in order to

support program operations. He or she will lead the development and improvement of the program‘s financial processes and forecasting

functionsÆ He or she will also support the development and application of financial systems and controls, and contribute to financial and

administrative capacity building for YDRCs’ staff.

The Finance and Administration Director will report to the Chief of Party

Duties & Responsibilities∫∫∫∫∫

Finance Duties:

* Maintain all bank accounts and internal accounts.

* Develop and monitor the program’s general budget, sub≠grantees’ budgets, and the budgets of youth-led initiatives.

* Ensure compliance with USAID and EDC financial regulations and proceduresÆ

* Provide financial management of Ruwwad field office third-party contracts ,including suppliers and sub granteesÆ

* Make payments as needed to staff and vendors and ensure that all transactions are accurately and completely documentedÆ

* Liaise with EDC’s home office accountant on matters pertaining to financial reporting, in accordance with USAID & EDC’s policies and

proceduresÆ

* Prepare financial reports and other required documents at the request of EDC home office and USAIDÆ

Administrative Duties

* Assist the COP in assigning, monitoring, and evaluating the work of the administrative personnelÆ

* Oversee daily internal administrative operations

* Oversee all logistical arrangements in support of Ruwwad staff, short-term consultants and home office management staffÆ

* Supervise administrative, accounting and financial personnel, including support staffÆ

* Perform other duties as assignedÆ

Required QualificationsÆÆÆÆÆ

* Bachelor’s Degree in Management, Business, Finance or other related fieldÆ

* At least 10 years of demonstrated professional management experienceÆ

* Excellent oral and written communication skills in Arabic and EnglishÆ

* Computer literacy in MS Word, Excel, and Quickbox is requiredÆ

* Strong interpersonal skills and ability to work either as a member of the Ruwwad team, or on individual assignmentsÆ

* Dynamic personality with ability to take initiatives required to ensure the smooth operation of the projectÆ

* Ability to work independently with minimal supervision, to prioritize work assignments, to meet deadlines, and to exercise good, profes-

sional judgment that reflects positively on the image of RuwwadÆ

* Experience in managing staffÆ

* Strong analytical skillsÆ

* Strong organizational skillsÆ

* Familiarity with USAID regulations and requirements

Duty Station:

Ruwwad office/ Al Bireh

Contract Duration:

1 year renewable.

Notes∫∫∫∫∫

* Interested candidates may fax their CVs and a cover letter to 02 ≠ 242 3544, or send these documents by email to cv@ruwwad.orgÆ

*  The deadline for submitting CV’s is October 24, 2009Æ

* Only short-listed candidates will be contactedÆ

Request for Expression of Interest

Analyze, Design & Build Portal for

Tertiary Education

TEP 01/2009
This request for expression of interest follows the General Procurement Notice (GPN) for the Tertiary Education Project (TEP) that appeared in Development Business on May 9, 2005Æ
The MoEHE has received a grant from the World Bank, International Development Association towards the cost of Tertiary Education Project (TEP). The project aims at
(i) improving the policy making environment for tertiary education management, governance and quality assurance; (ii) increase internal and external efficiency of TEIs as
a first step towards achieving sustainability; and (iii) create incentives and provide the basis for improvements in quality, relevance and equity of tertiary education institu-
tions in order to meet the socio-economic needs of the Palestinian population.
The MoEHE intends to design and develop a comprehensive dynamic website (Portal) in support of its various operations and services in its location at Um Al Sharayet
Headquarters. The portal will disseminate all necessary information required by many types of users such as TEIs, public users, researchers, other international institutions
and any other concerning bodies. The portal will provide TEIs and other beneficiaries with up-to-date information and statistical data for students, staff, facilities, of all TEIs
in Palestine and outside; this will be done by integrating Portal with 100% out of the box reports stored in Tertiary Education Management Information System (TEMIS).
Also, the portal will include a comprehensive business process (workflow) for all processes required by researchers in Palestine or TEIs staff to apply for research papers.
Each researcher should have a unique profile which enables him/her to register for a paper or more. This paper will be reviewed to be accepted or rejected by subject matter
experts in the MoEHE before publishing it online. Also, the integration between proposed Portal and TEMIS will give the Ministry the ability to publish TE Statistics as
required by UNESCO.
Assignment Objective: The main objective beyond this project initiative is to develop a fully integrated and informative Portal for the TE sector in MoEHE to be used by
public users, researchers and academic / non-academic staff in TEIs all over the world.
The second objective is to develop a user-friendly, intuitive, professional looking and aesthetically pleasing Portal. Portal Admin must be able to update content easily
without the need to know or use HTML or other coding. The new Portal should be flexible, informative and easy to maintain.
The Vendor should facilitate this objective by addressing handover, training, documentation, tools required, and any limitations or difficulties that may be encountered
by the TE in maintaining the Portal.
All in all, the objectives for developing this Portal are:
1Æ Provide public users with live TEIs statistical data easily and onlineÆ
2Æ Build and Simplify the work process to follow-up the researchersÆ
3Æ Publish research papers and articles that already have been published in Journals to be used by researchers and other beneficiariesÆ
4Æ Facilitate communication between TE sector, Researchers and TEIsÆ
5Æ Improve communications and exchange of information between researchers in TEIs in Palestine and outside PalestineÆ
6Æ Extract live statistical reports by integrate the Portal with a pre-built Statistical Reports of the TEMIS that have been built using MS SQL Server Reporting Services
2005 (rdl reports)Æ
7Æ Provide accurate, current, comprehensive information to the TE audiences, in a visually appealing & user-friendly wayÆ
8Æ Apply to relevant TE opening vacancies onlineÆ
9Æ Publish TE Statistics as required by UNESCOÆ
2ÆScope
The scope of project shall include the following activities & specifications:
1Æ The consultant shall implement a full system analysis for all requirements as appeared in the functional requirements section of this TOR, especially for Research
Module, and Integration Module with TEMISÆ
2Æ The consultant shall provide a tested and free-bugs PortalÆ
3Æ The Portal should be user-friendly and caters to a wide range of audience and visitorsÆ
4Æ The consultant shall provide an original design portal, not based on readymade templatesÆ
5Æ The consultant shall provide the Portal as appeared in Functional & Non-Functional RequirementsÆ
6Æ The consultant shall provide the specifications of the future hardware and network peripherals needed for the proper functioning of the PortalÆ
7Æ The consultant must provide a training plan at the user level as well as the technical level for the relevant staff in TEÆ
8Æ The consultant must provide a one free year warrantee to support and maintain the Portal. This means that all codes and functions must work perfectly as they were
on the date of delivering the entire project and assigned for official launchingÆ
9Æ The consultant shall provide a source code of the portal with full training to use it by MoEHE technical staffÆ
 3Æ Supporting procedures and controls and related training
The consultant will also be responsible for providing support for implementation and for training related staff. Within satisfactory operation of the system, the consulting
firm will produce complete System and User Manuals covering all such procedures.
The Ministry of Education now invites eligible consulting firms to indicate their interest in providing the services. Expressions of interest shall include information
indicating that they are qualified to perform the services (brochures, description of similar assignments, experience in similar conditions, availability of appropriate skills
among staff, etc.). Consultants may associate to enhance their qualifications.
A consulting firm will be selected in accordance with the procedures set out in the World Bank‘s Guidelines: Selection and Employment of Consultants by World Bank
Borrowers (dated May 2004).  Selection will be based on consultant‘s qualification.  Only the firm with the most appropriate qualifications and references will be asked
to submit a technical-financial proposal.
Interested consulting firms may obtain further information at the address below. Expressions of interest must be delivered to the address below no later than November 1st , 2009
Ministry of Education and Higher Education, Project Coordination Unit (PCU)
Attn: Mrs. Suha M. Khalili, PCU Director
PO Box 576, Al Ma‘ahed Street
Ramallah, West Bank
Tel:  00972  2 2983203
Fax: 00972 2 2983204
E-mail: pcudirector@tep.ps
Website : www.tep.ps

Minister of Education & Higher Education

   Ms. Lamis M. Al - Alami
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