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POSITION AVAILABLE
Energy Program Assistant

Immediate opening at Academy for Educational Development for Energy
Program Assisiant.

Duties and Responsibilities: The Energy Program Assistant is responsible
for assistang in all aspecis of the Enemgy Sector Training Programs. Specific
responsibiliies and duties include, but are not imited, to the following:

1. Assist the Energy Program Specialist with making phene calls to the
participants and partner organizations, arrange meetings and atiend
whien requested

2. Assist in arranging timely receipt of instructional matenal from
training provider and its translabon; review the translated instruetional
matenal and advise on 15 quality

3. Reqgister paricipants af the receplion desk at each of the Iraining event

4. Assist Energy Program Specialist in preparation of final repons at the
conclusion of all programs .

5. Assist with organizing preparation and dissemination of newsletiers
and other relevant information on AED's Energy Sector training programs

6. Provide wnitten translation of participant data sheets, training 3
questionnaires, training materials and other documents as needed

7. Assist the Energy Program Specialist with preparation of budget
worksheets, task orders and reports, assist with reviewing financial
reports and analyses on Energy Sector training programs

Education and Experience Required:
» University graduate with degree in Energy or Economics
= Al least three years previous work expenence in related field or activity
m Fluent in Engli:.T:. must be able 1o do translation [both written and oral) .
from Armenian to English and English to Armenian
= Alleast twe years expenience working with computers, especially
electronic spreadsheets (e.g., Excel) gnd word processing programs
Application must be received by Friday, February 18, 1999,
Please e-mail, fax, or deliver in person y;:lur apphication 1o AEDVArmenia n-ﬁme.
544 Aygedror Lane, Yerevan :
Ph: (3742) 27-17-20; 27-70-08; 2743-58 FAX: (3742) 151-945 Gov: 74.02
Email: aed@arminco.com .
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JOB OPENING ;
Prominent International Organization is seeking a qualified
Finance Assistant for the Kamur Microfinance Pragram.
Responsibilities includo: ;
m Complete timely and accurate financial statements (balance sheels, INCOMmYE
slatements, loan perormance indicators) on a monthly basis
® Prepare monthly budget projections and cash flow s
® Input data for repayment and disbursement Information inta the Management
Iinformation System ]
® Assist with lnan approval, processing., and preparation of loan contracts . .
® Maintain program fikng and documentation as NECEsSary
CQualifications: 23 a
® Fluent English Are o
® Westem accounting, financial degree (or relevant experience) 1
® Computer skills - Microsoft Excel, Word
® Detail griented and highly omganized -
® Excellent communication/interpersonal Skills
W yeus are interested, please send or fax by Wednesday, February 23 your

Altn: Karmur Microfinance Depariment, CRS Armenia, 13714 Azgagrakan Street
Elssaticrs am

cumiculum vitae and the names and telephone numbers of thees mlerences 1o

Dzoragaugh, Yerevan, Armenia, Fax: 151-524, Email: El;
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