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Institute for War and Peace Reporting

Www.iwpr.net

years experience \v The Institute for War and Peace Reporting (IWPR) is an organization with
v¢ building peace and democracy though free and fair media. Working on the ground in more than
transitional and crisis states. IWPR builds

local capacity. establishes local institutions and supports practical training and information
programs to build democracy. civil society. human rights and rule of law. IWPR programs provide
quick impact leading to long-term. sustainable change. often bringing in multiple donors and
establishing local groups. Currently we are implementing five media focused

:programs in Iraq. IWPR. Baghdad office is in need of

:Finance/Human Resources (HR) Officer .\

Participate in reviews and evaluations of IWPR Iraq financial practices and suggest improvements
where appropriate. Co-ordinate documentation of IWPR Iraq financial practices and systems.
drafting sections where relevant to the post. Maintenance of fixed assets registers. Manage advance/
expense claim system. reconciling claims promptly at the end of each trip. Ensure that all balance
sheet control accounts are reconciled monthly and balances are identified. Draft statutory accounts.
Cash flow and currency management. Train new staff on relevant financial systems and respond
to staff enquiries on financial procedures. Coordinate recruitment. negotiation. hiring, evaluation
and termination of employees in consultation with the Project Management Team (PMT). Monitor
recruitment procedures in compliance with IWPR-US HR policies. Prepare & maintain HR files.
personal files for employees. and other HR related documents. Coordinate and prepare recruitment
strategies. plans. Human Resources policies. interview questions. interview panel report. and periodic
staff evaluation report based on their supervisors comments. Write and develop job description. job
announcement, short listing and preparing contracts. Manage and develop IWPR-Iraq HR System.
prepare and develop new Contract agreements. Prepare payroll report for the Finance Director on
a timely fashion. Prepare and maintain IWPR-Iraq salary structure. job documentation. and job
.evaluation systems. Complete salary survey questionnaires

:Qualifications

University degree. minimum of Bachelors degree and/or extensive professional experience

years) in accounting and HR. Proficient with Microsoft Office including advanced +¢) equivalent
use of Excel. Excellent problem-solving skills. an analytical approach. Attention to detail. Ability
to analyze complex written and financial information. Commitment to team working. Excellent
written and oral communication skills in English and Arabic languages. Ability to manage own
.workload to tight deadlines. Experience of staff management
:Security and Logistic Officer .
Manage the IWPR Office building guards. Manage the household budget and maintain a log of
all spending ensuring that receipts are produced for all spending. This will necessitate the need to
liaise with the Administrative and Finance Manager. Take care of all logistical requirements for the
IWPR Office building. Ensure that all appliances are functional and in date i.e. fire extinguishers
and electrical appliances. Responsible for the contacting. transportation and lodging bookings
for students in all media training courses. Responsible for translating and interpreting in training
courses that will be conducted in Baghdad office if necessary. Ensure that control is exercised over
visitors to the IWPR Office building. All visitors are to be met courteously and escorted whilst at the
office building. Ensure that the guards are compliant with the Residential Guard Orders. Ensure that
the IWPR Office building Guard Force carries out regular weapon training and keep a record of
all weapon training done. Ensure that he is familiar with office building fire orders and that the
guard force is also familiar with the duties required should there be an emergency. Liaise with
the local authorities in all aspects in order to help with the day to day running of the IWPR media
.operations
:Qualifications
University degree preferable and/or extensive professional experience equivalent +e years) in
(Logistics and Security. Proficient with Microsoft Office including advanced use of Excel. Excellent
problem-solving skills. an analytical approach. Attention to detail. Commitment to team working.
Excellent written and oral communication skills in English and Arabic languages. Ability to manage
own workload to tight deadlines Experience of staff management.
Please send your CVs to iwpr.irag@gmail.com
Only successful applicants will be contacted




