
7KH�%$,&�$PEDVVDGRU�ZLOO�DVVLVW�WKH�RIILFH�LQ�WKH�IROORZLQJ�DUHDV��

Duties 

Ɣ 3URYLGH�D�ZHOFRPLQJ�DQG�LQFOXVLYH�HQYLURQPHQW�WR�DOO�%$,&�YLVLWRUV��
Ɣ 3URPRWH�DQG�PDUNHW�%$,&�HYHQWV�DQG�SURJUDPV��
Ɣ $QVZHU�WKH�WHOHSKRQH�LQ�D�SURIHVVLRQDO�DQG�FRXUWHRXV�PDQQHU��
Ɣ *UHHW�DQG�ORJ�YLVLWRUV�XVLQJ�D�VZLSH�V\VWHP���
Ɣ 0RQLWRU�%RZPDQ�&HQWHU�HPDLO��
Ɣ 6FKHGXOH�DGYLVLQJ�PHHWLQJV�DQG�WULDJH�VWXGHQWV�WR�DSSURSULDWH�UHVRXUFHV��
Ɣ $VVLVW�VWXGHQWV��IDFXOW\��VWDII��DGPLQLVWUDWLRQ�DQG�RWKHUV�YLVLWLQJ�WKH�RIILFH�E\�UHVSRQGLQJ�WR�
TXHVWLRQV�DQG�FRQFHUQV��
Ɣ 2UJDQL]H�DQG�PDLQWDLQ�RIILFH�DUHD��ORXQJH�DQG�VWRUDJH�FORVHWV��
Ɣ 'HOLYHU�PDWHULDOV�WR�RWKHU�RIILFHV�DFURVV�FDPSXV��
Ɣ $VVLVW�LQ�WKH�SUHSDUDWLRQ�DQG�GLVWULEXWLRQ�RI�UHSRUWV�DQG�PDVV�PDLOLQJV��
Ɣ &KHFN�YRLFHPDLO�IRU�PHVVDJHV�DW�OHDVW�WKUHH�WLPHV�D�GD\��
Ɣ 2WKHU�WDVNV�DV�DVVLJQHG��

Supervision Received 

7KH�$PEDVVDGRU�ZLOO�UHSRUW�GLUHFWO\�WR�WKH�$GPLQLVWUDWLYH�$VVLVWDQW�DQG�$VVLVWDQW�'LUHFWRU�LQ�WKH�
7KHD�%RZPDQ�$+$1$�DQG�,QWHUFXOWXUDO�&HQWHU���

Qualifications 

Ɣ 8QGHUJUDGXDWH�VWXGHQW�LQ�JRRG�DFDGHPLF�VWDQGLQJԐҠ儀�
�

Ɣ 6WXGHQW�ZLWK�HQWKXVLDVP�DQG�HQHUJ\�DURXQG�RXU�PLVVLRQ��VHUYLFHV��DQG�WKH�VWXGHQWV�ZH�
VHUYH��
Ɣ 0XVW�KDYH�H[FHOOHQW�FRPSXWHU�VNLOOV�LQ�06:RUG��([FHO��3RZHU3RLQW��*RRJOH�DSSOLFDWLRQV�DQG�
%&�DSSOLFDWLRQV��
Ɣ 6WURQJ�RUJDQL]DWLRQDO�VNLOOV�DQG�WKH�DELOLW\�WR�FRPPXQLFDWH�HIIHFWLYHO\��
Ɣ $ELOLW\�WR�LQWHUDFW�DQG�GHDO�HIIHFWLYHO\�ZLWK�D�GLYHUVH�SRSXODWLRQ���
Ɣ 'HOLYHULQJ�PDWHULDOV�WR�RWKHU�RIILFHV�DFURVV�FDPSXV��
Ɣ *UDSKLF�GHVLJQ�H[SHULHQFH�SUHIHUUHG��

Salary and hours 

$FDGHPLF�<HDU������KRXU�DQG�XS�WR���KRXUV�SHU�ZHHN��

6XPPHU������KRXU�DQG�XS�WR����KRXUV�SHU�ZHHN��

�


