Na.T-11025/29/2017-L.C
Government of India/Bharat Sarkar
Ministry of Labour and Employment/Shram Evam Rozgar Mantralaya

Dated: 07th MNowvember, 2017.
CIRCULAR

Subject: Vacancy Notice by ILO for two posts to be stationed at ILO-DWT for South
Asia & Country Office, New Delhi -regarding.

EEEER

ILO-DWT for South Asta and Country Office for India, New Delhi has forwarded a copy
each of Vacancy Notice No(s).07-2017 and 08/2017 for the posts of Project Assistant and
Project Coordinator for circulation (copy enclosed),

2 With the approval of competent authority, willing Government officers may submit
their application along with full curriculum-vitae to Director, ILO-DWT for South Asia and
Country Office for India, New Delhi through e-mail RECRUIT-DELHI@ilo.org keeping in view
the eligibility criteria and other conditions stipulated in the vacancy Notices,

3. Closing date of submission of applications Is 18™ November, 2017,

VE

[ |
(P.]. Soundararajan)
Under Secretary to the Govt. of India

To
All Sections/Desks in the Ministry of Labour and Employment,
Copy for information to:

1. JS(RKG)/IS(MG)/IS(KR)/EA/DDG(NK) /DGE/DGLW &CLC(C)/PPS to Secy(L&E)/PPS to
AS(L&E),

2. Director, ILO-DWT, Core 4B, India Habitat Centre, Lodhi Road, New Delhi-110003,

3. IT Cell, Ministry of Labour and Employment for uploading the circular.
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Drganinabon nberatondhe di, Trave

18 October 2017

Ms Anuja Bapat

Director

Ministry of Labour & Employment
Shram Shakti Bhawan

New Delhi

Vacaney Notice Nos. 07-2017 for the post of Project Assistant and
08-2017 for the post of National Project Coordinator

Please find attached the Vacaney Notice Nos, 07-2017 for the post of Project Assistant and
(8-2017 for the post of National Project Coordinator

ILO DWT for South Asia and Country Office for India Ted, # 81 11 4750 5200
Core 4B, India Habital Center, Fax + 81 11 2460 2111
Lodhl Road, E-mall : delhi@ilo.ong

New Delhi 110 003, India www {lo.orglindia




INTERNATIONAL LABOUR OFFICE (1LO))

JOB DESCRIPTION
Vacancy Notice No: | 08/2017
 Field Office: ILO Country Office for india in New Delhi
[ Technical Responsible Unit/Departmant: - ILO Decent Work Team (DWT) for South Asia in New Delhi
Technicl Cooperation Programme: o aRon and coest it Sor DRAIEIn ket b, Bt Stk
Centralised or Decentralised Project; Docentralised Project
Pasition (Title): _ National Project Coordinator (NPC)
Grade: NO-B '
Duty ﬁmlnn: New Deftu llmzhal_
Type of contract (SST, ST or FT): | Fixed Term (FT)
Source of funding (TC, PSI or RBSA): | Technical Coaperation (TC) -
Duration: | One year with possbiiity of extension
Closing date: | 18 November 2017

1. Introduction

The ILO Country Ctfice for India in New Delhi works in close collaboration with the Government,
Employers' and Workers' Organizations and other relevant partners ta promote decent work for all
in India under the framewark of the India Decent Work Country Programmea (DWCP). In India, the
majorty of the labour force operate in the inlormal economy The informal economy is
characlerized by the lack of legal and social protection, low pay, long working hours, job insacurity,
and the lack of voice and representation and poses many challenges in realizing decent work. Even
in supply chains linked to well-known international or national markels, workers and enferprises in
the informal economy are engaged especially lowards the lower tiers of supply chains, The lower
the chain, the working and living conditions usually become more chalienging in accessing decent
wark,

The project “Towards fair and suslamable global supply chains: Promaoting fermalization and decent
work for invisible workers in Soulh Asia® aims 1o contribute to the development of ethical and
sustainable global supply chains. Il will be implemented in India and Nepal with financial support
from the Government of Japan. The project is geared towards promoling decent work in global
supply chains - specilically for those workers who are engaged at the lower tiers. They are typically
home-based workers, subcantractors, and workers In micra and small enterprises in the Infermal
economy in South Asia, Workers at the lower liers of global supply chains are in a disadvantaged
position as they are generally nol recognized by law and not covered by social protection.  They
work to support their Ivelihoods but they work in less than desirable conditons and siruggle to
improve their iving and working conditions. Micro and small enterprises sourcing work to home-
based workers are also under production pressure and they struggie for their own survival. There is
a dire need lo address decent work delicits expearienced by the informal workers operating at the
lower tiers of supply chains to realize fair and sustanable global supply chains. The project will also
buid on the progress made in supporting the transiticn from the informal to the formal economy
under the ILO project on Way out of Informalty in South Asia which was implemented during 2012-
mid 2017

Under supervision and guidance of the Project Manager based in Delhi, the National Project
Coordinator (NPC) will lead the timely implementation, monittoring and evaluation and reporting of
the project in ling with the ILO palicy, rules and regulations. Responsibilities of the NPC include
establishing and maintaining cordial relatonships with government, employers’ and workers
arganizations and other relevant stakeholders to support effective implementaton of the project.
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2. Reporting lines

The project team will consist of a Project Manager based in Dethi, and one National Project
Coordinator (NPC) and one Project Assistant each in India and Nepal. The NPC in India will work
under close supervision and guidance of the Project Manager, and in close consultation with the
Programming Unit in Country Office for India, will report directly to the Country Office Deputy
Directer in India. The project will receive technical backstopping and guidance from the Specialist
on Gender, Equality and Non-Discrimination of the ILO Decent Work Team for South Asia (DWT-
SA). and also work closely with other technical specialists in the ILO DWT-SA, the ILO Regional
Offica in Bangkok, and Headquariers as required to support the achievemeant of various outputs.
The ILOMapan Mulli-bilateral Programme will provide coordination support especially when
communicating with the donor.

3. Main duties and responsibilities

Under supervision and guidance of the Project Manager. the NPC will have the following duties and
respansibidities:

1. Lead the preject timely implementation, moniloring and evaluation through management
functions, including the development of work plans, preparation and maonitoring of budgat,
provision of technical and administrative supervision to the project team in line with the ILO
policy. rules and regulations and according to the final project document and work plan

2. Maintain close cooperation and coordination with government, employers' and workers'
organizations and other relevant stakeholders in the planning and implamentation of activities
undar the project, and explore new parnerships with and mobilise support from key
stakeholders engaged in global supply chaing in promoting ethical and sustanable supply
chains,

Lo

Identily problems, and propose solutions, action and follow-up with relevant ILO units including
those in the headquarters and regional olfice, government offices, constituents and other
arganizations including project's implementing partnars to expedite implementation and meet

targats.

4. Provide or ensure access to legal and policy advice 1o the governmant and the social partners
on issues related to the effective implementation of the fundamental principles and rights at
work, with a particular emphasis on gender equality and non-discrimination, and freedom of
association and cellective bargaining.

5. Organize training programmaes and awareness raising aclivities to improve understanding on
fundamental principles and rights at work, and other international labour standards and
international initiatives relevant to the project such as C177 on Home Work and the ILO
Tripartite Declaration of Principles concerning Multinational Enterprises and Social Policy (MNE
Daclaration).

6. -Ensure the delivery of quality technical inputs, including qualitative and quantitative research in
line with ILO core conventions on fundamanital principles and rights at work.

7. Establish and davelop knowledge management system covering technical activities under the
project including other economic and social issues of relevance lo the project.

B. Provide advice to the Director ol ILO CQO India on projéct proposals, project background,
country strategy papers; objectives, projec! reviews and evaluation in alignment with the ILO
DWCP. Represent the project in various fora, under the guidance of the ILO Direclor,

9. Davelop and maintain strong links with ILO specialists within the ILO Decent Work Teamn in
New Delhi, other colleagues in the Country Office Indla and HQ on specific technical areas
requiring comprehensive and collaborative interventions. Va /
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10. Periodically mondor and repont progress of the project and aclivities by reviewiny, verifying and
analysing work-plans, progress reperts. final reports and other data for clanity. consislency and
complaienass.

11. Facilitate the evaluation of all project's components according to the project's document and
work plan. Prepare reguired technical progress reports and cther réports on the status of
project planning and implementation for submission to the ILO and the donor.

12. Responsibie for the effective financial and administrative management ol the project, including
guidance and supervision of the personnel assigned to the project.

13. Ensure high-level communicalions 1o increase project’s visibility al the national and
international levels. This includes the respeonsibility to liaise with the UN couniry team, and
other key stakeholders, to ensure effective coordination with relevant national strategies and
related technical projects. Under direct guidance of the Director of the ILO Country Office for
India in New Delhi and in close collaboration with the Communication Officer, maintain
relations with mass madia and concerned media groups in order 1o increase the impact of the
project in sockely as a whole.

14, Other related duties as assigned including translation and interpretation,
4. Qualifications required

Education: First level university degree in economics, social sciences, or related field and strong
knowledge an development issues particularly in India.

Experience: At least three years of experience n project management, supervision, administration
.and implementation ol grant/cooperation agreement reguirements in Results based management
framework {including meeting deadlines. achieving targets. and overseeing the preparation and
submission of required reports o the project donar). Experience in mainstreaming gender, working
on supply chains, and working with these who are engaged at the lower tiers of supply chains such
as home-based workers is an advantage.

Technical requirements: Good knowledge of labour economics, informal economy, gender
equality in the world of work as well as ecanomic developments, poverty reduction. and social
palicies in India. Knowladge of the policy making process in India.

Languages: Excellent knowledge of the working language of the duty station and a good
kniowledge of English.

Competencies:

Ahiiity to establish and maintain good working relationships with all project stakeholdars.
Ability to establish and maintain systems within project cperations.
Demonstrated ability to manage technical co-aperation projects of international argamzations.
Ability ta understand and effectively wark with Government. workers and employars crganizations,
non-gevernment organizations and UN agencies.
Ability to conduct action oriented research and wnite analytical technical report in English.
- Ability to conduct policy discussion and high-leve! political processes.
Good communication skills, both written and verbal, to successfully advocate for and mabilize
action to promote freedom of association and nght to collective bargaining principles,
Clear commitment to mainstream gender inlo project activities,
Ability to lead and work in a team and good interpersonal relations.
Abdlity to Irain and guide personnel,
Ability to work under time pressure and meet deadlings.
Ability to work in diversified envirenmants,
Proficient in basic computer software (Microseft Word, PowerPoint, Excel, Adobe Reader) and
ability to use other software packages required by the Office
i
/ ML/
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. Ability to work independently with a minimum of supervision.



APPLICATIONS. WRITTEN EXAMINATION AND INTERVIEW
Prospactive candidates will be interviewed and will be required to sit in a wntlen examination.

Applications must Include precise information on  education, work experience (name of
organization, starting and ending dates, work performed, name of supervisor and contact),
and other relevant experience and skills. The ILO values diversity among its siaff. We welcome
applications from qualified women and men, including those with disabilities.

The ILD is a no-smoking environment

Mo candidatures will be acceépled afler the closing date. Applications with full curniculum-vitas
should be addressed 1o the Director, ILO DWT/CO-New Delni and sent o RECRUIT-

DELHI@ilo.ora only, wilh a subject line “Application for vacancy notice 08/2017 for Natinna\l}/-

Project Coordinator (NO-B)" Q‘

.

ILO DWT/CO-New Delhi, Core 48, 3 Floor, India Habitat Centra, Lodi Road, New Deltw-110
Ph: 81-11-47509200, FAX: 91-11-24602111.




INTERNATIONAL LABOUR OFFICE (11O}

JOB DESCRIPTION
| "Jacanc; l‘iot:ce No: 07/2017
! Field Office: ILO Country Office for India in New Delhi
Technical Responsible Unit/Department: ILO Decent Work Team (DWT) for South Asia in New Delhi

Towards fair and sustainabie glabal supply chains: Promoting

| Technical Conperation FYegtamme: formalization and decent work for invisible workers in South Asia

| Centrafised or Decentralised Project: Decentralised Project
' Position (Title): ' Project Assstant
| Grade: [ (S5
Duty Station: | MNew Dalhi tlndE N
Type of contract; - Fixed Term (FT)
. Source of funding! - .Tachnieal Cooperation (TC)
Duration; one year with possibility of gxtension
Closing date: - - 18 November 2017 i

1. introduction

The ILO Country Office for India in New Delhi works in close coliaboration with the Government,
Employers’ and Workers' Organizations and other relevan pantners o promote decent work for all
in India. In India, the majority of the labour force operate in the informal ecopomy. The informal
ecanomy is characlarized by the lack of legal and social protection, low pay, long warking hours,
job insecurity, and the lack ol voice and represantation and poses many challenges in realizing
decent work, Even in supply chains linked to well-known international or national markets, workers
and enterprises in the infarmal economy are engaged, and the lower the chain. the working and
living conditions become maore challenging in accessing decent warw

The project "Towards fair and sustainable global supply chains: Promating formalization and decenl
work for invisible workers in South Asia” aims o contribute 1o the development ol ethical and
sustainable global supply chains. It will be implemented in India and Nepal with financial suppon
from the Government of Japan. The project is geared fowards promaoting decent work in global
supply chains — spacifically for those warkers who are engaged at the lower tisrs. They are typically
homea-based workers, subcontractors, and workers in medium and small enterprises in the informal
economy in South Asia. Workers at the lower tiers of global supply chains are in a disadvantaged
position as they remamn ipvisible, They also lack fzgal and social prolection which are key
instruments to achieve better working and living conditions. There is a dire need o address decent
wark deficits experienced by the Intormal workers to realize decent work for all and fair and
sustainable global supply chains

The Project Assistant will work as a member of the project team in India, In ling with the ILO rules
and procedures, the Project Assistant will provide programming, administrative, financial and
logistical assistance to the National Project Officer and the Froject Manager lo support the smaoth
implementation and monitoring and evaluation of the project. Key responsibilities include preparing
and monitoring budget and vanous conlracls, dralting and preparing various reporis inciuding
finaneial reports, drafting correspondences, and providing administrative and financial guidance 1o
project panners. The Project Assistant will alse wark in clase communication with ather units of the
Office as well as the project team in Nepal to support project's synergy and coherance.
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2.

Reporting lines

The Project Assistant will work under the general guidance of the Deputy Director ol the ILO
Country Office for India in New Delhi and under direct supervision of the National Project
Coordinator, The Project Assistant will aiso work closely with other units of the office including
Admin/Finance Unit and Programming Unit in Delhi as well as the project team in Nepal for
coordinating administrative wark.

3.

Main duties and responsibilities

The Project Assistant will have the following duties and responsibilities;

Assis! in monitoring the project activitias, developing plans and priorities, and prepanng reports
and other relevant information ol the project including information of beneficiaries and
imolemenling partners,

Provide programming and administrative support to activities undertaken by the implementing
partners and prepare briefs. periodical reports and statistical data on status of project aclivities,
to contnbute to the preparation of technical and progress repons.

Draft correspondance, faxes, memoranda and reports on administrative matters in accordance
with standard office procedures.

Responsible for all administrative tasks, including logistical support to the project personne!,
travel arrangements, visas, hotel reservation, etc. and provide logistics arrangements for
conlergnces, seminars. workshops and meelings,

Process contracts for financial clearance and payment Ensure the correctness and
appropriateness of types of contracts used with each actwity, and ensure all necessary
supporting documents are altached.

Assist the NPC in the programming and preparation of budge! estmates and expendilure
lorecasts by analysing and maonitoring the situation of resources as compared to planned
activities,

Maintain an overview of the financial situation of the Project, to ensure that timely
administrative suppor is provided in general and particular arsas. Prepare and modify budgst
code and budget data such as budgel proposals. budge! revision, and re-phasing,

Assist the NPC in maintaining project financial transaction and reporting systems in
accordance with the ILO financial rules and regulations. Prepare administrative and finance
reiated briefing matenals far the NPC for reporting purposes and meetings with donars. Keep
abreas! of the progress report requirements and timetable. providing support to the CTA and
coordinalors for the preparatian of the submission.

Provide information lo project’s Implementing Partners on ILG administrative and financial
procedures. Infarm the NPC of polential difficulties thal may arise lrom the administrative and
financea manadement capacity and competence of implementing partners to address the
preblem in timely manner,

10. Provide interpreiation and informal and formal transiation.

11. Perform other duties as may be assignad by the NPC and/or tha Country Director.
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4. Required qualifications
Education: Completion of secondary education.

Experience: Five years ol progressively responsible administrative work, and some training in an
administrative held, Proven experience ¢l supporting implementalion ol lechnical cooperation
projects and working effectively with government bodies in charge of policy making and with
development pariners would be an assel,

Languages: Excellen! knowledge of the working language of the duty station and a good
knowledge of English.

Competencies:

«  Knowledge ol programme and budget and through understanding ol wide range of
administrative policies and procedures.

= Ability to work with word processing. spread sheel, web-browser, as well as other computer
software packages required for work.

= Thorough knowledge ol in-house procedures for the preparation of documents and
administrative forms, and lor the creation and maintenance of filing systems.

*  Ahility lo prepare preliminary reports and to drafl correspondence.

Good communication skills, both orally and in writing and ability to commuricata with

people in a polite, couneous and cooperalive manner.

Ability to organize own work and to work independently as well as work in a team.

Ability to work under pressure and to meet the deadline.

Must demonstrate responsible behaviour and altention to details.

Ability to clanty information,

Ability lo deai with paople with 1act and diplomacy.

-

APPLICATIONS, WRITTEN EXAMINATION AND INTERVIEW
Prospective candidales will be internewed and will be required to sit in a written examination,

Applications must include precise wnformalion on education, work expenence (name of
organization, starting and ending dates, work performed, name of supervisor and contact),

and other relevant experience and skills. MMMM

li ns from qualified wom d men, incl
The ILO is a no-smoking environment

Mo candidatures will be accepled after the closing date. Applications with full cumculum-vilae
should be addressed to the Direclor. ILO DWT/ACO-New Delht and sent to RECRUIT-
DELHI@ilo.org only. with a subject kne “Application for vacancy notice 07/2017 for Project

Assistant (GS-5)"

ILO DWT/CO-New Delhi, Core 4B, 37 Floor, India Habitat Centre. Lodi Road, New Deitu-110 003,
Ph: 91-11-47509200. FAX: 91-11-24602111







