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	Leading the British Government’s fight against world poverty
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DFID, the Department for International Development, is the part of the UK Government that manages Britain’s aid to poor countries. Our work is focused on achieving the Millennium Development Goals - the United Nations targets for fighting poverty that must be met by 2015. We work with the governments of poor countries, charities, and international organisations to find lasting solutions to the global problem of poverty. DFID Nepal is responsible for managing the British Government’s contribution to development in Nepal, set out in our new country business plan 2009 - 20121.  
To ensure smooth running of the office, DFID Nepal requires:
1.  Receptionist (Grade: C2)

Expertise and skills 
The post holder will be expected to have the following skills:
Knowledge on Reception Duty:
· Receive and deal with every telephone call politely and courteously;

· Deal and communicate effectively and courteously with each and every curstomers/visitors;
· Receive visitors in the reception area and ensure only authorised visitors enter in the office floors;

· Update DFID electronic telephone directory appropriately and leave the appropriate message at answering machine before leaving the office building during holidays;
· Be diligent at all times.

Knowledge on Other Office Services Functions:
· Mail Room Services, Support Services, Transport and Driver Duty and Estate Services.

Competencies required:
· Must be Intermediate pass;
· Good oral and written communication skills both in Nepali and English;
· Proficient in computer application;
· At least 3 years of working experience in Reception Area;
· Experience of working in Mail Room Services, Transport and Office Services useful.
Core competencies that DFID will assess as part of the selection process:
· Planning and delivery of work; Working with others; Communicating with others; Influencing and Managing change.
2. Driver (Grade: C3)
Expertise and skills 
The post holder will be expected to have the following skills:
· Knowledge of Driving, Vehicle Maintenance and Vehicle Security;
· Preferably 3 years of working experience of Driving.
Competencies required
· Good oral and written communication skills both in Nepali and English;
· Proficient in computer application.

Core competencies that DFID will assess as part of the selection process:

· Planning and delivery of work; Working with others; Communicating with others.

Both positions will be based in DFID Nepal Office in Kathmandu.  There will be an attractive and competitive local salary and benefit package.  DFID is an Equal Opportunities employer and appoints on merit basis through open competition.  We take a proactive approach to diversity in order to support positive social change in Nepal and are seeking to recruit more staff from excluded groups.  Applications are welcomed from all parts of the community and we actively encourage interest from Women, Dalits, Disadvantaged Janajatis, Madhesis and those with a disability
You can download an application form, diversity questionnaire and job description from http://www.dfid.gov.uk/recruitment/ and send the completed forms to recruitment-nepal@dfid.gov.uk  Only completed applications made on the prescribed application form and diversity questionnaire will be considered.  If you are unable to access the forms contact recruitment-nepal@dfid.gov.uk  Telephone enquiries after the deadline of the application will not be entertained. 
Closing date for applications is day, 5 May 2010. 

 http://www.dfid.gov.uk/Documents/publications/nepal-country-plan-brochure[1].pdf
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