NRC

NORWEGIAN
REFUGEE COUNCIL

Job vacancy: Administrative Assistant Internship

(Part-time & temporary)
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Contract duration: July _ September (possibility

for extension based on the need and performance)
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NRC Background:

e The Norwegian Refugee Council (NRC) is a
non-governmental, humanitarian organization
with 60 years of experience in helping to create
a safer and more dignified life for refugees and
internally displaced people.

e NRC advocates for the rights of displaced
populations and provides assistance within the
shelter, education, emergency food security,
information counselling, and legal assistance,
and water, sanitation, and hygiene sectors.

e We work in crises across thirty-one countries,

where we help save lives and rebuild futures.

e NRC SCO has been present in Damascus since
2015 and was able to gradually expand its

operations through many area offices.
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Work location: NRC Office in Qamishli.
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Financial compensation: According to the fee

grade for Contingent Workers in the Norwegian

Council
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Responsibilities:

e Support administrative duties in the area
office and guesthouses.

e Follow up on maintenance.

e Provide Admin Team Leader with any
feedback/concern on the works progress and
quality and providing new ideas, with the aim

of improving the workflow and quality.
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e Coordinate with suppliers and relevant parties
in direct coordination with the line manager.

e Other related administration tasks.
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Generic professional competencies:

e Bachelor’s degree (a degree in process is also
acceptable)

e Previous work experience in a similar field is a
plus.

e Familiarity with the Northeast Syria context,
market and maintenance.

e Working or volunteering in a

humanitarian/recovery context or equivalent
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is a plus. Office.
¢ Knowledge of basic computer skills & MS
Office software.
Behavioral skills: :duS ol I

« Ability to communicate effectively and build
trusting relationships.
« High motivation and desire to help.

« Coping with Change.

55 olisle cliyg Jld JSio Juoloill Ll 8yadll o

Sacluwall § &éyllg Jl=ll golal o
el mo il @

Working Schedule: iJodl Jos>
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Laptop will be provided by NRC as per need for

specific tasks.
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To apply for this vacancy, please fill the
application in the link below:
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https://docs.google.com/forms/d/e/1FAlpQLSdqlVLqviwNDqfOnQEuu52AIkTCjnZI7NT-K3ygTJeJ9GelwA/viewform?usp=header
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