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SELECTION CRITERIA
1. Experience (3 years) in administration and/ or accounting
· When I worked at Local NGO’s 1998 – 2007,  I have responsibilities on both field program and As Finance & Administration assistant for JICA Project in Women Empowerment Program (Womintra as an umbrella NGO)

· In AIPMNH 2010 - 2012, as District Financial and Administration Assistant I have responsible to manage the yearly planning budget of Kota Kupang that funded by AusAID from 10 SKPD (local government institution). Then make disbursements of funds to the activities of each agency. After the implementation of the activities they have to acquittal of fund that submitted to my desk.  I have to check whether the report in accordance with the budget and use of funds must be real cost and accountable (to avoid from fraud practice). Based on their acquittal I must make a monthly report. 
· In UN-Habitat 2012 - 2013, the program funded by European Union (EU). UN-Habitat financial report system is different with EU. So I should make and adjustment from UN system to EU related to financial report of implementation of activities. My task is assuring that project teams submit timely and accurate budgets, act as payee for operational expenditures through UNDP, take responsibility for the full reporting of expenditures with assurance that expenditures are always done and reported in line with rules and regulations of the relevant project donor (EU) and the UN. 
2. Familiar with computer software such as Excel, Word, etc.
· I’m using computer since I’m studied in university and at my previous worked, it is a must to be able using the computer (Microsoft Office).
3. Knowledge of MYOB is an advantage
· I’ve been learning about MYOB but it’s not applied on my previous work. In AIPMNH using QuickBook.
4. Experience in managing events (meetings, workshop, seminar, etc.)
· Managing events is one of my responsibilities when I’m worked in BAPPEDA, Local NGO’s, G to G (AIPMNH) and UN. It was conducted in office or outside (government office, hotel or other meeting room). I’m proficient in this task. 
· At the present jobs, main of our activities (2012 – 2013) are training and workshop and manage by UN -Habitat not local government. My tasks are arranging all of training and workshop from the beginning until the completion.
5. Experience working on projects with Government of Indonesia ministries and agencies and civil society/ non-government organization.
· For this criteria to   I can describe as follow :
· 1998, I was worked at BAPPEDA NTT Province as temporary staff (KHPPIA Secretariat) 
· [bookmark: _GoBack]1999 – 2007, I was worked at Local NGO (Womintra). One of our project that funded by JICA, Womintra pointed as coordinator for 5 other local NGO’s.
· 2010 – 2012, at AIPMNH Kota Kupang District Office, I have to build a good relation and cooperation with 8 sector at Kota Kupang local government. On this program the local government and local NGO be as implementing based on AIPMNH Annual work plan.
· 2012 – 2013 at UN – Habitat which our program is capacity building for local government in Kupang District and Belu District.
6. Strong Indonesian language communication and good command of spoken and written English
Bahasa Indonesia is my mother tongue. My skill in verbal and written communication in English can illustrate by following:
· When I worked in Womintra/Local NGO, I had a duty to developed a monthly report to JICA for 2 (two) years development program. I should collect the report in Bahasa Indonesia from other parties and compile all into monthly report in English.
· I’ve been be a participant on several International training and workshop (in Jakarta, Madrid and Bangkok) as a representative of Womintra. All those training conducted in English. Beside that I should developed my paper & presentation in English too.
· One year experience to assist WindGuard Gmbh to conducted wind study in NTT as interpreter. 
· When I worked for AIPMNH and UN-Habitat, English is a formal language in reporting, paper, presentation as well as written and verbal communication (telephone, letter or e-mail). 
7. Pro-active and quick learner
· When I’m in AIPMNH, the implementing agencies (local government) should submit the acquittal no more than 2 weeks after the activity was done. I should pro- active to remind them about the acquittal and discuss if they have any problems about the budget or the acquittal. 
· When in AIPMNH it was my first experience working with donor agency (AUSAID). The system is new for me but I can absorbed all quickly and from 13 DFAA (District Financial & Administration Assistant), I was one of  DFAA who have a good reporting. I never got any correction or complaint of my financial reporting.
8. Strong negotiation, coordination and communication skills
· Strong negotiation skill will be used to develop cooperation with the third party on procurement where I can found the provider of goods and service who have the effective and efficient on budgets. 
· Almost of all my pervious jobs, it is needed a good coordination and communication, because I’m always worked as a part of team. 
· In internal office I’m in organizational structure that always need coordination and communication to supervisor and team in province (in AIPMNH) and team in head office Jakarta and Fukuoka (UN- Habitat)
· In external office I should have a good coordination and communication to local government, third party or local NGO’s.
9. Demonstrated capacity to work and take direction as part of team. 
During my previous worked, I’ve always have a teamwork and working with a wide range of people.
· In Womintra , I have to developed a communication  and relationship to community, other NGO and government
· In AIPMNH as a district team (3 staffs). I have a supervisor. I’ve always communicating with District Coordinator about any progress and problems verbal and written especially on administration and finance matter. And we have Province Team. If we found problems in district, it should be inform to province team. Beside that any direction from Province team should be follow and we can adjust to district condition .As District Financial required developing a good relation with local government that act as implementing of our program. 
· In UN- Habitat, our project team is 13 people. All the information from Jakarta office should delivery to all. I initiate to conduct monthly staff meeting to know the progress and problems from program implementation.
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