
No.T- 11025/29/2017-L.C 
Government of India/Bharat Sarkar 

Ministry of Labour and Employment/Shrarn Evam Roz.gar Mantralaya 

Dated: 07th November, 2017. 

CIRCULAR 

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

ILO·DWT for South Asia and Country Office for India, New Delhi has forwarded a copy 
each of Vacancy Notice No(s).07·2017 and 08/2017 for the posls or Project Assistant and 
Project Coordinator fo r ci rculation (copy enclosed). 

2. With the approval of competent authority, wil ling Government officers may submit 
their application along with full curriculum-vitae to Director, lLO·DWT for South Asra and 
Country Office for India, New Delhi through e-mail RECRUIT·DELHI@IIo.org keepmg In vrew 
the eligibility criteria and other conditions stipulated in the vacancy Notices. 

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

.l~tf~ 
Under Secretary to the Govt. ot ltndia 

To 

All Sections/Desks in the Ministry or Labour and Employment. 

Copy for information to: 

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

2. Director, ILO-DWT, Core 46, I ndia Habitat Centre, Lodhi Road, New Delhi-110003. 

3. IT Cell, Minrslry of labour and Employment for uploading the c~rcula r. 



• • 
18 October 2017 

Ms Anuja Bapaf 
Directo r 
Ministry of Lahnur & Employment 
Shnun S hakti llhawan 
New Delhi 

Vacancv Notice Nos. \)7-2017 fur lht post of l'n>jl'cl A.~sisranl and 
08-2017 for thr post or l'iatiunal Pro jeer C uurdinarm· 

'1f.lt"r....t~ .. ~o-v~~ 
O!p<!'~l\'ln lllfof'of~lt' 4i. Trna.; 
t!fl;lllita:dlt '"""""'--v'loll 111!:1 lfllrrJ~ 

Please li nd attached the Vacancy 'lotice Nos. 07-201 7 fi>r th.: po~l of Pmjccl Assistant and 
08-2017 for the post ol'l\atinnul Proj~cl Co<>rdinator 

DECENT WORK 
ILO DWT for South Asia and Country Offico for Indio 
Core 4B, II,dia Habltn't Center, 
Lodhl Rood, 

Te~ • 1111 ~750 &200 
Fa• + Q1 1H4$0 2111 
E·m•ll : delhl@llo.org 

Ntw Dolhl110 OOJ,Indla _., llo.orvfindla 



• l:>.IER.'i \TIO;\ \I. I. \1101 R OFFH_'F. III.Or 
,JOB UESCRIPTIO'i 

Vacancy Notice No: ~20 '-'17 _____ _ 

I Field Office: I ILO Country Office for India In Now Delhi 

----------- ILO Decent Work Team (OWT) for South Aslft In New Delhi 

Towards fair ond sustainable globAl supply chains: Promollng-
formalizalion and decent work for Invisible workers in South Asia 

ConttAIIeod or Oecentrallsed Project: Oocontrallsed Prorecl ------ -------
Position (Tille): Nol""'aJ Prorect Cooromator II'< PC! ------ ----- -----
Grade: M>·B 

-----
Duty Station: 

Type of contract (SST ST or FT): I FOMed Term t~T 

Source of funding (TC. PSI or RBSA): T ~tnocal Coopefa:on (TCl ---------
Ourotlon: Ono year w.:h IX>SS bfllty of oxtQflS.on 
~. ---r ----
~g date: _______ ---- 18 November :?017 

1. Introduction 

The ILO Counuy Offrce for fnd•a m New Deth1 works in close col'aborat•on w1th the Oovernment. 
Employers· and Workers· Organi7ahons and other relevant partners to promote decenr work for all 
•n lndta under lite framework ot rno lndta Decent Work Country Programme (DWCPJ In lndta, the 
maJQnly of the labour Ioree ol)8rate •n lhe •nlormaJ I!<Xli"'my Thf' '"formal eo O<lOmY is 
charactenzed by lhf' ~ack of legal and soc a' orolllCtiOn. low pay. long wor\1 ng hours job •nsecumy. 
and tlte lack of vo.ce and represonlat•on and oo~es many chal enges rn reallzrng decent work Even 
"' supply chains linked to well-known tnternahonal or nauona markets. workers and enrorpnses in 
rho onformal economy are engag•-d esoec•ally towards the to,~er <oers of supply charns Tt>e lower 
tne chao. lhe wo1ung and fi'lfng cond • ons .~~u.•llv becOIT'e more cha eogtng •n acces~ong decem 
work 

The pro,ecr ·Towards lair and susla nable global supply chaons; Promohng lormahzatton and decent 
work lor lnv•sible workers in Soutl, As•a· aoms 10 contnbul e 10 the development ot orhocal ard 
sustarf'!able global supply chains It will be •mplomen•ed In lndta arnl Nepal woth hnanc•.ll support 
from the Government of Japan Tho p<OJOCI 's geared towards promol•ng docenl work n global 
supply cllarns- specrf!Cally for those workers who are engaged al lhe fowor uers They are typtcally 
home·based workers, subcontractors, and workers 111 micro and srnall enterprises rn lhe lnlormal 
economy In South Asia. Workers at lhe lower tiers ol global supply chains are rn a diRndvanlaged 
posorron as lhey are generally not recogniZed by law and nor covered by soc'al proteclton They 
''•vrk to supoort the•r ovel hoods bur they worll "' less tnan desirable cond•ttOns and struggle !o 
rmpr >ve rherr h11rng and wor'~ ng con<flloOI'IS \1 cro and small enterpr ses sourcong worK to home
based workers are arso under prodiJCitOil pressure and they strugg'e for rnerr own suN•val There is 
a d ro need to address decent work dof,c ts exper,enced by the onforma workers operat.ng at lhe 
tow.:• l•ers of sJpply cha 'lS :o realle fa~< and susta nable global suoo y cha•ns The pro1 .t w I also 
bu fd -,n the progress made '" supportong thf' frat's !oO<l from me ir.forma to lhe forma ecooomy 
under the ILO proJect on Way out of Informal ty n South As a whoch was ,,.,oremenled dunng 2012· 
mod 2017 

Under supervision and guodance ol the Pro1ect l'vlanager based •n Delh•. the National ProJect 
Coord•nator (NPC) will lead the ltmely •rnpleml)!ltauon. mor toung and evalueuon and repo1ong of 
lhe pro,ecl tn hne w.th rhe ILO policy rules .tnd regulabons Responsibilities ol the NPC troclude 
establishing and ma1nlaoning cord•al relar•onshops with governmenr. employers and workers· 
organrzallons and olher relevant stnkeholders to support effecltve •mplementuhon ot the prOJOCt. 

~~ 



• 2. Reporting l ines 

The project team Will conSlst of a Pro:ect Manager based m Oeiho. ana one Natoooal ProJect 
Coordinator (NPC) and one Protect Assos\am eacl1 in lndoa and Nepal. The NPC in lndoa will work 
under close supervision and guidance of the Project Manager. and in ctosa consuttatoon with the 
Programming Unit on Country Office for India. will report dlreclly to the Coun!Iy OUice Deputy 
Dorector on India. The proJeCt \'1111 receive technocal bad1stoppong and guidance from lhe Specialist 
on Gender, Equalny and Non·Doscrtmonation of the ILO Decent Work Team for South Asia (DWT· 
SA), and also work closely with other technical specoalists on the ILO DWT-SA, the ILO Regional 
Office on Bangkok. and Headquarters as requorecl to support the achievement of various outputs. 
The ILO/Japan Multl·bolateral Programme will provide coordination support especially when 
communoeahng with the donor. 

3. Main duties and responsibilities 

Unde• supetv!SIOO and gUidance of the Project Manager. the NPC wtll have tne followong duties and 
responsi!).lotoes 

1. Lead lhe project l•mely implementation, monitoring and evaluatoon through m~nagemenl 
functions. including lhe development of work plans. preparation and monitor>ng of budget 
provisiOn of technocaf and admlnistrahVe St;perv•!i"on to the project team 111 one With the ILO 
policy. rules and regulatiOns and aCCOtdlng to the final protect document and work pla11 

2. Maintain close cooperation and coordinallon with government, cn1ptoyers' and workers' 
organizations and other relevant stakeholders in the planning and implernentation of ac;ivoties 
under the project, and explore new pal1nersh;ps with and mobohse suppon from key 
stakeholders engaged in global supply chains In promotmg erhocal and susta•nable supply 
chains. 

3. ldenltly proolems and propose sotuhons. acl>on and lollow·up wtlh relevant ILO unots oncludong 
those tn the neadquaners and regoonat ofhce, government offices, constrtuents and other 
organolations oncludlflg prorect's implementong panners to expedite omplementaloon and meet 
targets. 

4. Prov1de 01 ens\Jre access to legal and policy advece to the government and the SOCtllt panners 
on ossues related to the effectove •mplementatton of the fundamental pnnciples and rights at 
work, with a particular emphaSIS on gender equafity and non-discromtnat•on. and lreedom of 
assoc•ation and collective bargaontng. 

5 Organae trrunong programmes and awareness raosing actov1t1es to 1mprove understandong on 
fundamental principles and fights at work. and other onternatiormt labour standards and 
international initia11ves relevant to the project such as C1 77 on Home Work and the ILO 
Tropartlte Declarul!on of Pnnciples concerning Multinatoonar Enterpnses and SoctaJ Policy (MNE 
Declarat.cn). 

6 Ensure the delivery of qualrty techntcal tnputs, tnctud1ng quahtat1ve and quantitanve research tn 
line witl'IILO core conventtons on fundamental principles and rights at work . 

7 Establish and develop knowledge management system covering techn•caf activo!les under the 
pro1ect including other economoc and soc;al tssues or relevance to the project 

B. Prov1dO advice to the Director ot ILO CO India on proJeCt proposals . project backg•ound, 
country strategy papers. objll{:toves. proiect rev1ews and evaluation n ahgnment with the ILO 
DWCP. Represent the project tn vanous fora. under the guidance of the fLO D•rector. 

9. Develop and malnlaon strong hnks with ILO specialists within the ILO Decent Work Team in 
New Delhi, c lher colleagues 111 the Country Offoce India and HO on specific technical areas 
requorong comprehensrve and Colfaboratille InterventiOnS l1v 



10. Penodteally momtor and rep0!1 progress of the proJect and actviues by revrewmg. vertfy1ng ar.-o 
• anafys1ng work-plans. progress reports. hnal reports and other data for clanty cons,stcncy and 

completeness. 

11. Facilitate the evaluation ol all projecfs components accordmg to the project's document and 
work plan. Prepare required technical progress reports and other reports on the status ol 
protect planmng and 1mplementahon lor submiSsion to the ILO and the donor 

12. Responsible lor the effective lln~ncJal and adminis trative managemeot ol the project, lnolud1ng 
gu1dance and supervisiOn o f the personnel a-ssigned to the project. 

13 Ensure hrgh-level commumcahons 10 Increase projecl's vosib~lly at the natiOnal and 
lntemahonai levels. This Includes the responsibility to l1;use With the UN counrry team, and 
other key s takeholders, to ensure eHect1Ve coordination with relevant nalional strateg1es and 
related technical projects. Under direct guidance of the Director ol the ILO Country Office for 
India In New Delhi and In close collaboration with the Communication Officer. maintain 
relations w1th mass media and concerned media groups in order to •nctease lhe 1mpaC1 of lhe 
project in soc•aty as a whole 

14. Other related dulles as assigned u1cluding transla!lon and interpretatiOJ\, 

4. Qualifications requ ired 

Education: F~rst lovel university degree m economiCS, social sciences, or related field and strong 
knowledge on development issues partiCularly m India. 

Experience: At least three years of experience "' protect management. supervisiOn admln,stration 
and 1mplemen1ation of grantlrooporallon agreeMent reqUirements •n Results based management 
framework (mclud1ng meelmg deadlines. achieving targets. and ovetSee1ng the preparation and 
submission of required reports to the project do~or) Experience m malnstrearning gender, working 
on supply chains, and working w1th those who arl} engaged at ll1e lower tiers ol supply chains such 
as home·bas..<>d worl<ers is an advamage. 

Tec hnical requirem ents: Good knowletige ol taoour economics. mformal economy. gender 
equality In the world of work as well as economic developments. poverty reduct•on. and social 
policies In tnd1a Knowledge ol the policy making process in lnd1a 

Languages: Excellent knowledge ol the wo(<mg language ol the duty stat1on and a good 
knowledge of English 

Competencies : 

• 
• 
• 
• 

• 
• 
• 

• 
• 
• 
• 
• 
• 

• 

Ao1trty to establiSh and malnta.n good Vv'Orking relauonsh•ps ,.J,th all project stakeholdetS 
Ab•lrty to establish and ma1ntam systems Wlthm protect operations • 
Demonstrated ability to manage rechmcal co-operat1on protects of 1nternat1onal orga01zahons . 
Ab1lity to undetStand and ellectively work w11h Government. workers and employetS organ1zahons . 
non-government orgamzations and UN agenc1es. 
Ablf1ty to conduct act1on onented research and wnte analyt1Ca rechn1cal report 1n English . 
Abll1ty to conduct policy d•SCUSSIOO and h1gh·level political processes 
Good commlJnication skillS, both wntte11 ond verbal, to successfully advocate lor and mob1hze 
action to promote freedom ot association and nght to collective bargai11111g principles. 
Clear commitment to malnst ream gender mto project actiVIties . 
Ablhly to lead and work In a team and good inteipersonat rela!ions . 
Abrlity to train and guide personnel . 
Ability to work under time pressure and meet deadhncs 
Ab1li!y to work m dJverS1I1ed environments . 
Prohctent In basic computer software (Microsoft Word, PowerP01n1. Excel. Actobe Reader) and 
ability to use other software packages reqUired by the Ofl•ce 
Abll•ty to work tndep€ndently With a m1111mum o' superviSIOn . 



-· 
APPLICATIONS, WRITTEN EXAMINATION AND INTERVIEW 

Prospecltve cand1da1es will be 1n1erviewed and will be requ1red 10 srt 10 a wnUen examination. 

Applications musl Include proc1se informauon on educatiOn, work expenence (name of 
organization, starting and ending dates, work performed, name of supervisor and contact), 
and oll>er relevant experience and skills. The ILO values diversity among its staff. We welcome 
appllcalions from gualilied women and men, including those with disabilities. 

The ILO Is a no-smoking environment 

No candidatures Will be accepted atler the closing dale. Applications will' full curnculum-vitae 
should be addressed to !he Olreclor, ILO DWT iCO·New Delhi aM sen! 10 RECRUIT
OELHIOilo.org only, wilh a sUbJe<:llme ~ hcation for v w1 c nolle<· 0812017 lor National 
Project Coordin.Jto !NO-B)' 

ILO OWTiCO·New Deihl, Core 48, 3"' Floor, lnd•a Hab•tat Centre. Lodi Roacl. New Oelhl· 110 
Ph: 91-11-<:7509200, FAX: 91-11·246021 11. 



•• 
INTERX1\ TIONAL L1\BOCR OFFICE (11.0 1 

.lOB DESCIUPTTON 

Vacancy Notice No: 0712017 
- --l 

Field CHloe: ILO Country Office lor India In New Delhi 

Technical Respansible UniVOepartment: ILO Decent Work Team (DWT) for South Asia in New Delhi 
----~ ~~~ 

Technical Cooperation Programme: Towards fair and sustainable global supply chains: Promoting 
------~fo::.:r.:.:m;::a:cl l::::2a::.:t'"'io!' end decent work for invisible workers In South Aa 

Centralised or Decentralisecl Projoct: Cocentralised PtOJ"C! ----
Position (Tille): P•o1ect Ass.stant 

Grade: I GS 5 - - -

Duty Station: - ------+-N-e: Delh• (India) 
- --

Type of contract: F•xed Term (FTl -------------- ---
Source of funding: rechnical Cocporo~on (TC) 

Duration: ono year with possibility ol QXtonsion 
--~-------+ - - -------

Closing date: 18 November 20t7 

1, Introduction 

The ILO Country Ofhce for India on New Delrn works in close collaboration wilh the Government 
Employers· and Workers' Organitaroons and other relevanl partners lo promote deccnl work lor a 
In India. In India. lhe majority of the labour Ioree operate 1n the inlormal economy, The informal 
economy is characlerized by the lack of legal and social 1>rotecllon, low pay. long working hours. 
job tnsecurlty, and the lack of vo1ce and representation and prn;es many challenges m realiZing 
decenl work. Even n supply chams linked to well·known intaroational or natoonal milrkels workers 
and enterpriSes in lhe Informal economy are engaged, and the lower the cha;n, the worl<ing and 
llvmg condiiiOns become more challong1ng in accessmg decent work. 

The proJeCt "Towards lair and sustainable global supply chams: Pmmoting lormalization and decenl 
work for invtSIIlle workers 1n Soulh Asia" aims to contribute 10 tte development of elhtcaf and 
sustainable global supply chains. It woll be implemented on India and Nepal wilh financtal support 
tram the Oovernment of Japan The project is geared tow(l(ds promoting decent work In global 
supply chal~>s - specilically for those workers who are engaged at the lower tiers. They are lypicalfy 
home-based workers. subcontractors and workers '" medium and small cnlerpnses on I he informal 
economy in South Asia Workers at the lower tiers of global supply chains are in a dtsadvantaged 
position as they rema'n onvtStble. They also lack legal and soc.al prolectJon which are key 
onstruments to ach1eve bailer working and living cond11lons. There 1s a dire need lo address decent 
work dehclts experienced by the lnlormal workers to reallte decent work for all and fair and 
susta•nable global supply chains 

The Projecl Ass•slanr will work as a member of lhe pro1ec1 team In lndlil, In line with the fLO rules 
and procedures. the Project Assistant will prov1de programmong. admlruSiralove, financial and 
logiStical assiStance 10 the Nahonal Project Officer and the Project Ma11ager to support the smooth 
omplementallon and monitoring and evaluation of the prOJect. Key responsibilities Include prepanng 
and monttortn-;;, budget and vanous conlracts. drall•ng and prepa11ng various reports 1ncludong 
llnanC1al reports, draftmg correspondences, and providing admtnistrative and hnanciaf guldarn:e 10 
project partners The Project Asslslant will also work in close communication with olher units of the 
Office as well as the project team on Nepal to support project's synergy and coherence 



: . 2. Reporting lines 

The Project Assistant will work under the general guidance of the Deputy Director ol the ILO 
Country Off1ce lor lnd1a In New Delh• and under d•rect supervision of the NauonaJ Projec: 
Coord~nator The Prorect Assistant w1U also work closely Wllh other u011s of the of11ce includ1ng 
Adm~n/Finance Unit and Programming Umt In Delhi as well as lhe project team In Nepal lor 
coordinating administrative work. 

3. Main dulles and responsib ilit ie-S 

The Protect Assistant will have the following dut1es and resp01iS1blhties: 

l. Assist 10 mon~oring the project actiVrtles. devoloplng plans and priont•os. and prepanng reportS 
3lnd other relevanc 1nlormat1on ol lhe protect 1ncludlng inlormauon ol beneficiaries and 
impfernenlmg partners. 

2 Provtde programm1ng and adm•nistrative support to activities undertaken by the Implementing 
par1ners and prepare bnels. period cal reporls and statistical data on status of proJeCI activnies 
to contnllule to the preparation of technical artd progress reports. 

3. Draft corresponde11ce, faxes memoranda and reporls on admimstrailve mailers In accordance 
with standard of1oce procedures 

4 Responsible for an adm.n•strat•ve tasks. •nclud•ng logistical suppon to the prOject personnel, 
crave! arrangements. visas. hotel reservation, etc. and provide logistics arrangements for 
conferences. seminars. workshops and meallngs. 

5 Process contracts for financoal clearance ano payment Ensure the correctMSs and 
appropnateness of lypes of contraCis used woth each actiVlty, Jnd ensure all necessary 
supponlng documents are attached. 

6 . AssiSt the NPC •n rhe programm•ng and preparauon of budget estm!ales and expenditure 
forecasts by analysing and monotoring the siruattOn of resources as compared to planned 
aCtiVitieS. 

7 Maonta1n an overview of the ftnanc.at Situation of the PrOJOCI, lo ensure that timely 
adm•niStrabve supporl os prollided '" general and pan.cular areas Prepare and modify budget 
code and budget data such as budget proposals oudget reVTSron and re·phasing. 

8 Assist the NPC 10 maintaomng projecl financial trar>saction and repor11ng systems In 
accordance with thO ILO financ1al rules and regulations Prepare administrative and finance 
related brteling matenals far the NPC for reponmg purposes and meet.ngs w1th donors. Keep 
abreast of the progress report requlremenls and nmeto~ble. prov•dmg suppon to the CTA dnd 
coordinators for the preparation of the subm•sslon. 

9 Prollide tnformabon to projects lmp!ementlng Parlners on ILO adm1rustratovo and financial 
procedures lniorm lhe NPC of potential d•ff1culhes that may arise from the adm1nostrative and 
f.nance management capacily and competence of Implementing panners to address the 
problem In hmely manner 

10 Provode ncerpretahon and tnformal and formal transla tion. 

11 Perform other duties as may be assigned by the NPC and/or the Country Director 



• 4. Required qualifications 

Education: Completion o! secondary education 

Experience: Five years ol progress1vely respons1ble admintsttawe work. and some training 10 an 
admlnistrat1vo hold. Proven experience ol suppon1ng implementation ot technical cooperation 
projects and work1ng effectively v11th government bod•es tn charge of policy mak1ng and w11h 
devetopmem panners would be an asset 

Languages: Excellent knowledge ol the working language of the duty Slatton and a good 
knowledge of English. 

Competencies: 

• Knowledge of programme and budget and through understanding of wide range of 
adm nostrattve pohcies and procedures 

• Ab1hty to work with word process1ng. spread sheet. web-browser as well as other computer 
software packages requored for work 

• Thorough knowledge of 1n·nouse procedures for the preparat.on of documems and 
admm1strauve forms, and for the creahon and maintenance of hhng systems 

• Abthty to prepare prehm•nary repons and to dralt correspondence 
• Good communocauon skdls, both orally and 1n wnt.og and ab<ltty to commun•cate w•th 

people •n a pohte. couneous and cooperahve ma~~ner. 
• Abihty to organo.~e own work and to work andependently as well as work 1n a team 
• Abihry to worl< under pressure and to meet the deadline. 
• Must demonstrate responsible behaviour and anentoon to details. 
• Ab1h1y to clanfy onformatiQn. 
• Abilny to dee Wlth people w•th tact and dtplomacy. 

APPLICATIONS. WRITTEN EXAMINATION AND INTERVIEW 

Prospective candidates Will be •nteMewed aod wdl be requ1red to sll 10 a wntten e~aononat•on 

Apphcatoons must •nclude precose onlorm;Jtoon on educat•on, work expenence (name of 
organization, starting and ending dates. work performed, name of supervisor and contact), 
aod other relevant expenence and sk1lls. The ILO values diversltv among its staff. We welcome 
applications from qualified women and men, including those with disabilities. 

The ILO is a no-smoking environment 

No candidatures Wllf be accepted alter tt1e clos•ng date Apphcatrons woth full curncutum·v11ae 
should be addressed to the D•rector ILO OWTICO·New Oelh• and sent to RECRUIT· 
DELHIC llo.org onlv. wrth a subsect hne Applocltloon for va.::a • t ' lite 07{20 •: for Pro1ec 
!_ SIStant !GS·Sl 

ILO OWT1CO.New Deihl Core 48, 3 "' Floor. lnd<a Habitat Centro. Loch Road. New Oelht-110 003. 
Ph: 91·11·47509200. FAX: 91-11·24602111 
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