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JOB DESCRIPTION & POSITION DESCRIPTION QUESTIONNAIRE (JDPDQ) 
 
 

VACANCY INFORMATION 

kb ;jf/L rfns tyf sfof{no 

;xof]uL 

Joj:yfkssf] gfd tyf 

kb 

Finance & Admin 
Coordinator 

sfof{no tyf ljefu 

k|zf;g  
sfo{ljj/0f 

k'g/fjnf]sfg ldltM 
! l8;]Da/ @)@@ 

k|:tfljt sfo{ If]q klZrd lkmN8 sfof{no, 

s0ff{nL k|b]z 

tx 8 

 
 

sfo{ p2]ZoM 

 

;jf/L rfns tyf sfof{no ;xof]uLn] ;+:yfn] /fv]sf] p2]Zo k'/f ug{sf nflu o; ;+:yfdf sfo{/t 

sd{rf/L tyf ;DalGwt JolQm tyf ;/f]sf/jfnf lgsfosf JolQmx?nfO{ k|efjsf/L Pjd\ pQ/bfoL eO{ ;]jf 

k|bfg ug]{ /x]sf] 5 . laleGGf efiff, ;+:s[tL tyf ljljwtfsf] ;Ddfg ub}{ ;'/Iffsf] k|Tofe'tL x'g] u/L  

ofqf ;xh x'g] u/L ;jf/L ;fwg rnfpg' g} o; kbsf] d'Vo lhDd]jf/L kb{5 . o;sf ;fy} 

sfof{no ;+rfngsf nflu o;sf] ;/;kmfO{ tyf Joj:yfkg ug]{ /x]sf] 5 . ;+:yfsf sd{rf/L, kfx'gfx? 

tyf cGo ;/f]sf/jfnf lgsfox? aGbf]a:tL nufot sfof{nosf] kqfrf/, ;+rf/ h:tf s'/fdf 

cfjZos ;xof]u ug'{ /x]sf] 5 . 

 

 

 d'Vo pQ/bfoLTjx? 

Ü ;do lqmofsnfk sfo{glthf 

 
^)Ü 

;'/lIft ?kdf ;jf/L rnfpg] 

▪ lhDDff nufOPsf] ;jf/L ;fwgnfO{ lhDd]jf/Lsf ;fy ;dod} ;jf/L 

rnfpg] tyf cfkm\gf] sfo{lhDd]af/L k'/f ug]{ . 
▪ ofq'nfO{ ;'/Iffsf pkfox? Hf:t} ;L6 a]N6 afFWg],‰ofn aGb ug]{, 

;jf/L ;fwg leq w'd|kfg tyf dBkfg gug]{ h:tf s'/f l;sfpg] 

tyf hfgsf/L u/fpg] . 
 

 

jN8{ lehgsf sd{rf/L tyf 

kfx'gfx?n]  ofqf ug{sf nflu 

;dod} ;jf/L ;fwg kfPsf 

x'g]5g\ . 

 

!%Ü 

 

sfof{no Joj:yfkg tyf aGbf]a:tL 

▪ ;jf/L ;fwgsf] lgoldt ?kdf ;/;kmfO{ ug'{kg]{ . 

▪ ;jf/L ;fwgsf] lgoldt ?kdf tflnsf cg';f/ dd{t ;+ef/ ug'{kg]{ 

▪ sfof{nosf] lgoldt ;/;kmfO ug'{ kg]{ . 

▪ sfof{nosf cfjZos sfuhftsf] Joj:yfkg tyf /]s8{ /fVg'kg]{ 

▪ sfof{nosf] k|zf;gLs sfdx?df ;xfotf k'¥ofpg'kg]{  h:t}M a}Ísf] 

sfd,kqfrf/, kmf]6f]skL ug]{, sfof{nposf ljleGGf ;]jfsf] lan 

e'QmfgL ug{ hfg], sfof{nosf ;fdfgx?sf] 9'jfgLdf ;xfotf ug]{ . 
 

;Dk"0f{ ;jf/L ;fwgx? Ef}lts 

tyf sfg'gL ?kn] b]ze/ 

;~rfngsf nflu tof/ ePsf 

x'g]5g\ . 

 
!)Ü 

 

ljj/0fsf] cBfjlws tyf Joj:yfkg 

▪ ;jf/L ;fwg k|of]usf] ljj/0f cBfjlws /fVg]  

▪ a9L ;do sfd u/]sf] ljj/0f cBfjlws /fVg] / k|dfl0f u/fpg]  

ofqf;Fu ;DalGwt ;Dk"0f{ 

hfgsf/Lx? h:t} ;do, :yfg 

tyf OGwgsf] k|of]u Jojl:yt 

u/]sf] x'g]5 . 
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▪ df;Ls ?kdf OGwg vktsf] ljj/0f cBfjlws /fVg]  / :jLs[t 

u/fpg] . 

▪ sfof{nodf k|of]u u/Lg] j:t'x?sf] ljj/0f cBfjlws /fVg] . 
 

!)Ü 

 clgjfo{ sfdsf] kfngf-cg'kfng_ 

▪ ;jf/L;Fu ;DalGwt ;a} sfhhft h:t}M s/ ljj/0f, ?6 cg'dlt, 

ljdf nufotsf sfuhftsf] lhDd]jf/L lng'kg]{ . 
▪ ;/sf/sf] oftoft;Fu ;DalGwt ;a} sfg'g, lgb]{zg tyf dfkb08sf] 

sfof{Gjog ug'{kg]{ . 
▪ ;jf/L ;fwgsf] ;dod} btf{ tyf gljs/0f ug'{kg]{ . 

clgjfo{ sfdsf] kfngf-

cg'kfng_ ePsf] x'g'kg]{5 . 

%Ü 
Jofj;foLs dfkb08 tyf cfjZostf 

▪ cfkm"n] sfo{/t ljefu tyf zfvfsf] af/]df a'emfO tyf 

cfjZostfnfO{ b}lgs ?kdf k|of]u ug'{kg]{ . 

 

sfdk|lt nugzLntf tyf 

k|zf;gLs tyf aGbf]a:tL 

nufotsf cfjZostfsf] 

;dod} k/Lk"lt{ 

 

 

KNOWLEDGE/QUALIFICATIONS FOR THE ROLE 

Required 
Professional 
Experience 
 

k]zfut cg'ej  

tyf dfkb08 

• ;d'bfo ljsf;sf If]qdf sfdug]{ ;F:yfdf slDtdf % aif{sf] ;jf/Lrfnssf] ?kdf sfd u/]sf] 

x'g'kg]{ . Affaflnsfsf If]qdf sfdug]{ ;F:yfsf] xsdf yk k|fyldstf .  

• ›flkms lgod tyf dfkb08sf] af/]df cfwf/e't hfgsf/L 

• ;+:yfut tyf AolQmut ?kdf s'g} lsl;dsf] cleof]u jf 36gdf ;+nUg gePsf] . 

• k|fylds pkrf/sf pkfox? Tfyf ;'/Iffsf af/]df /fd|f] hfgsf/L ePsf] . 

• cfwf/e't dd{t ;+ef/sf af/]df /fd|f] hfgsf/ ePsf] x'g'kg]{ . 

• ljutsf] ;jf/L rnfPsf] ljj/0f /fd|f] x'g'kg]{ . 

• sfof{no Joj:yfkg, cfltYotf tyf sfuhkq Joj:yfkgdf /fd|f] bIftf ePsf] x'gkg]{ . 

z}lIfs of]Uotf, 

tflnd, 

nfO;]G;, tyf 

k|df0fkq 

• slDtdf cfwf/e"t lzIff u/]sf] x'g'kg]{ tyf !) sIff plQ0f{ ePdf /fd|f] dflgg] 5 . 

• $ kfª\u|] - sf/ , hLk_ tyf @ kfª\u|] df]6/ ;fOsn tyf :s'6/sf] ;jf/L rfns cg'dlt kq 

x'gkg]{ . 

  

ck]lIft 1fg 

tyf of]Uotf 

• jN8{ lehgsf] /0fgLlt tyf p2]Zok|lt k|lta¢ 

• sfo{ef/ a9L x'Fbf klg sfd ug{ ;Sg] . 

ofqfsf] ;do 

tyf sfo{ 

jftfj/0f 

 

 

^) b]vL &)Ü 

Zff/Ll/s dfkb08  Physically fit 
(medical report 
required)  

zf/Ll/s ?kdf 

:j:y- lrlsT;f 

k|ltj]bg clgjfo{ 

 

eflifs bIftf 

g]kfnL /fd|f];Fu 

n]Vg / af]Ng hfGGf] 

c+u|]hLdf ;fdfGo 

;+rf/ ug{ ;Sg] .  

 

APPROVALS 

Manager Name  Manager Approval Date  

P&C Name  P&C Approval Date  

 


