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Introduction

This manual provides detailed information on the human resources policies and procedures of Equality
Myanmar for use by management and staff.

The policies and procedures presented are implemented to support staff, management, and the
organization. They are intended to help ensure that staff is treated equally, and have redress in cases
where a staff member believes that he/she has been treated unfairly.

Many of the policies and procedures described focus on the documentation and management of staff
time and the transfer and documentation of information. The observation of schedules, deadlines, and
agreements allows for efficient operations as well as for an easier and less stressful work environment
through the elimination of special cases. The policies also outline practices for working with outside
organizations, donors, and individuals.

The policies and procedures presented will change over time to reflect the latest business, employment,
legislation, and economic conditions. Staff and donors will be advised as changes occur. The policies and
procedures herein are considered guidelines and not a formal contract between the Equality Myanmar
and staff. They are intended to answer questions concerning employment, working hours, salary, and
benefits.

All staff is employed at will, and are subject together with the policies and procedures to the authority
of the management committee (M-COM), which has the mandate to waive any portion thereof if, in its
judgment, there exists extenuating circumstance without prior notice to staff. Any such action applies to
existing as well as new staff. M-COM will, however, make every effort to solicit staff input before
implementing a policy and/or procedure change.

Any changes will be advised to all staff and donors by the Executive Director as necessary. No statement
or promise by a supervisor, manager, or coordinator may be interpreted as a change in policy and/or
procedure, nor will it constitute agreement of staff.

Management hopes that this manual provides sufficient information and guidance to HREIB staff and
donors.
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I = Vision, Mission and Core Values Statement

The Equality Myanmar (EQMM), formerly known as the Human Rights Education Institute of Burma
(HREIB), is a nongovernmental organization that facilitates a broad range of human rights education
activities, advocacy programs, and research projects which target civil society organizations and
grassroots communities. EQMM conducts trainings of trainers (ToTs), basic and thematic human rights
trainings, community events, and in-depth workshops at its centers in Yangon and Mandalay as well as
throughout Myanmar. The organization also provides customized human rights trainings to
organizations working on various issues around the country.

Since its establishment in 2000, EQMM (formerly HREIB) has trained over 1,000 women, university
students, monks and pastors, activists, school teachers, and community leaders, building a strong
network of human rights trainers and advocates across the country as well as along Myanmar’s border
regions.

With administrative offices in Myanmar and Thailand and Human Rights Education Training Centers
based in Yangon and Mandalay, EQMM aims to formalize civil society networks dedicated to
coordinating advocacy efforts, hosting community awareness events, and dialoguing with other
stakeholders on human rights issues.

EQMM has played a central role in coordinating a wide range of advocacy campaigns over the years to
raise awareness about the human rights situation in Myanmar at local, national, regional, and
international levels.

Additionally, the organization produces human rights educational materials, audio/visual tools, and
other multimedia resources to address the lack of human rights information available in Burmese and
ethnic languages. The resources, including TV episodes, booklets, posters, animations, and magazines,
provide those who cannot attend traditional face-to-face trainings with an opportunity to learn about
various human rights issues.

Vision

“EQMM envisions a peaceful, tolerant and democratic society built on respect for dignity and human
rights for all in Myanmar.”

Mission

EQMM’s mission is to empower the people of Burma through human rights education to engage in
social transformation and promote a culture of human rights.

Core Values

EQMM subscribe to a human rights based approach. This approach integrates the norms and principles
of the international human rights system into all aspects our work and our organization. The principles
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are defined as: Inalienability, indivisibility and interdependence of human rights; Empowerment and
participation; Equality and non-discrimination; and Accountability.

Inalienability, indivisibility and interdependence human rights

EQMM promotes the norms, standards and goals of the International Human Rights Framework.
Through the human rights based approach, EQMM anchors the principles of human rights into our
grassroots education and defines who we are and how we operate.

Empowerment and Participation

EQMM takes a rights based participatory approach. We believe that education is the root of change and
the empowerment of rights holders through education can transform society. HREIB human education
reflects the experiences and lives of the rights holders we work with. Their experiences and knowledge
informs our methodology and the way we train so that we treat every training as a mutual learning
experience. EQMM creates an enabling environment for staff to participate in decision making about
the strategic direction of work, program design and our operations.

Equality and non-discrimination

Promoting equality and non-discrimination is a fundamental element in our training and our operations.
We promote respect for each other, not only with rights holders but also with our staff. We believe in
creating a supporting environment and building team work. We design our programs to reduce
inequality and discrimination in society so that abuses against the most vulnerable are reduced.

Accountability

EQMM will maintain a strong governance structure that promotes and ensures a high level of
accountability, ensuring transparency and responsibility at all levels of our organization, with our
financial management and with our donor organizations and rights holders. To ensure transparency and
accountability to our stakeholders, EQMM is an independent organization and maintains a strict policy
of non-alignment to any political party.

Il - Code of Ethics
Policy

The EQMM Code of Ethics is a living document that represents values which are deeply rooted in human
rights principles:

1. We will respect colleagues, stakeholders, employers, and others, regardless of sex, sexual
orientation, gender identity, nationality, ethnicity, color, class, education, age, disability,
beliefs, status, or religion.
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2. We will refrain from sexual advances or individual harassment.
3. We will avoid verbal abuse.

4. We will be honest about how we use EQMM resources and we will not misuse its
funds.

5. We will not lend any office or personal equipment of other staff members without the
permission and authorization of the administrative & finance manager and the owner of
the property.

6. We will be modest in spending EQMM resources bearing in mind that our organizational
way of life should adhere to the human rights practices and good governance.

7. We will not drink alcohol excessively to the extent of causing accidents, physical
assault or verbal harm to others. Drinking alcohol during office hours is prohibited.

8. We will not use illegal and prohibited drugs.

9. We will not smoke inside the office or on any occasion that can harm the health of a non-
smoker.

10. We will not look at obscene or pornographic materials in the office.
11. We will not use any form of violence to others.
12. We will not make any public display of obscenity.

13. We will avoid and disclose any potential conflict of interest that might influence
personal action or judgment e.g. abuse of power, favoritism, nepotism

14. We will respect and observe the silent time of office colleagues.

We commit ourselves to the minimum principles outlined in this Code of Ethics. These principles are
subject to annual review by the board of directors, M-COM and regular staff employed by the
organization.

Procedures

The procedures used to address unethical staff conduct are administered by the justice committee (JC)
of the management team. The justice committee is composed of three (3) management staff: the
Executive Director and/or Deputy Director, Program Manager and/or Administrative & Finance Manager,
and the relevant Program Officer. One member of the advisory board will sit on the justice committee in
lieu of any offense alleged by a senior management team member, i.e. Executive Director, Deputy
Director, Program Manager or Administrative & Finance Manager. (See Disciplinary Action).
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lll - Conditions of Employment

1. Equality and Non — Discrimination
Policy

EQMM provides equal employment opportunity regardless of race, religion, social status, political
affiliation, ethnicity, gender identification and sexual orientation. It does not discriminate with regard to
public assistance, physical disability, or age. A prospective staff member, however, must be able to
perform his/her employment duties and responsibilities without adverse impairment or handicap.

Procedures

a) Management Audit (MA)

The Management Audit is conducted annually as part of the year-end Financial Audit (See
Terminology). The MA reviews the effectiveness of the equal employment policy
implementation during the financial year and reports on its findings together with
recommendations to the Executive Director and board.

b) S.W.O.T. Recruitment Analysis (RA — See Terminology)

The Recruitment Analysis is completed after each regular staff members, consultants, interns or
volunteers’ induction into service in order to insure that the equality and non - discrimination
policy has been followed. (See S.W.0.T. Recruitment Analysis Form).

2. Confidentiality of Information
Policy

All categories of staff (regular; student interns; and volunteers’ employment classifications) are

responsible for ensuring the security of the external release of official confidential information. Release
is authorized by either a staff member’s immediate supervisor or the Executive Director (or his/her
designate). Financial information on individual staff members is released to an external third party only
if authorized by the staff member in writing or in response to a legally binding third party request, i.e.
tax authority.

Procedures

a) Confidential Information Authorization Memo (CIAM)

A staff member wishing to release confidential information is required to write to his/her
supervisor and indicate what information needs to be released; explain the reason(s) for
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release; and identify the recipient of the information. The supervisor will determine the

information’s organizational sensitivity and either authorize release or request a decision from

the Executive Director (or his/her designate).

b) Record of Confidential Information Release

A copy of the authorization memo (CIAM) is maintained in the official administrative records

and in the requesting staff member’s personnel file until the Executive Director (or his/her

designate) decides the released information is no longer confidential.

3. Compensation

Policy — General

A staff member is provided with a level of compensation (salary/honorarium and social financial

benefits) that is consistent with the organization’s vision and mission.

Procedures — General

Compensation includes three (3) elements: (a) salary/honorarium; (b) other monetary benefits; and (c)
non-monetary benefits. Local labor market rates; the concept of equal pay for equivalent/equal work;

and the financial position of the organization are used to determine staff compensation practices.

a) Salary/Honorarium

i.)

Policy — Recruitment

New staff members are provided with a salary/honorarium that is consistent with their
experience, taking into consideration the financial resources of the organization.

Procedures — Recruitment

The starting salary/honorarium level is determined by M-COM and the board based on five
(5) factors: the level of responsibility and/or authority of the post to be filled; prior work
experience; prior salary/honorarium history; prior educational/staff development
attainment; and the security situation at the work location. (See Salary & Honorarium

Guidelines).
Policy — In-Service Salary/Honorarium

Salary changes are only made based on individual merit and the financial status of the
organization.

(Back to Contents)
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Procedures — In-Service Salary/Honorarium Procedures

Merit in-service salary/honorarium increases are determined by M-COM and the board
based on the staff member’s work performance as determined by his/her performance
evaluation. HREIB awards a salary/honorarium increase to a staff member, however, only if
that increase is financially viable based on a review by M-COM of the organization’s
accounts and annual budget plan.

iii.) Policy — Salary Payment

Salaries are only released when pending important reports, financial disbursements, and
work plans are completed.

Procedures — Salary Payment

The staff member’s salary and annual bonus are paid either in cash or electronic deposit
into a designated bank account by the Senior/Junior Finance Officer. Staff members have
the option of selecting the method of payment preferred. Salaries are paid on the last work
day of the calendar month. Staff members on travel status, leave, or otherwise away from
the office are paid on their return to office unless their salary is electronically deposited into
their bank account or they have requested a salary advance.

b) Other Monetary Benefits

i.) Policy — Medical & Accident Insurance

EQMM provides basic health care insurance is covered subject to available organizational
donor funding.

Note — Travel accidents caused by a staff member’s negligence i.e. drunk driving, drug use,
driving a motorcycle without helmet etc., as a rule are not covered by the organization. In
case of serious illness/injury, EQMM shares with the staff member the cost of medical bills
based on the availability of funds, and the staff members’ ability to self-pay.

Procedures — Medical & Accident Insurance

The Administrative & Logistic Coordinator (head office)/Finance & Administrative
Coordinator (remote offices) have the responsibility to secure the annual personal accident
and medical insurance coverage for each regular full time staff if it’s being available Staff
located in Burma are not covered by this type of insurance due to its’ not being available.
This staffs are covered, however, by the organization as described in the “Accounting &

|II

Finance Manual” under the Compensation - Social Financial Benefit section as below:

Individual medical/accident care reimbursement is provided as follows:
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i. Thailand located office staff — Reimbursement limitation of Thai Baht 8000 per staff
per year for either annual payment to private health insurance company or social
security fund of Thai government or reimbursement for a medical check-up and acute or
chronicillness with a proper medical receipts and doctor’s record.

ii. Myanmar located office staff — Reimbursement limitation of 240,000 MMK per staff
per year for either acute or chronic illness. Each staff must provide their doctor’s record
and other medical receipts within one week of their illness to their respective office
finance & administrative coordinator/administrative & logistic coordinator. Staff can
also use their reimbursement entitlement for a medical check-up and preventive
measures (i.e. Vaccine injection). Reimbursement for beauty purposes, i.e. eye glass
frames, body sliming, tooth design, etc and for medicine receipts without doctor’s
report are not allowed; and

iii. Trainers/trainees/resource person/facilitator staff — Individuals in these categories
are provided by the organization with ‘medical & accident insurance’ coverage for acute
illnesses during trainings. Each claimant must present a medical report that reflects this
(documenting that it is not check-up). A reimbursement imitation per person is
determined by the length of the training: less than 7 days only basic medicine; from 7 to
15 days Thai Baht 500 (15000 MMK); and 16 days or more Thai Baht 1000 (30000 MMK).
In addition, the concerned individual must inform the trainer in-charge/coordinator
before they see a doctor. Reimbursement will not be covered without the consultation
of the trainer in-charge/coordinator.

The Administrative & Logistic Coordinator (head office)/Finance & Administrative
Coordinator (remote offices) also maintain a complete list of the insurance policy benefits
and details at the administrative office. Claim procedures in Thailand are monitored by the
Administrative Coordinator (CM); and in Burma by the Administrative & Logistic Coordinator
(head office)/ Finance & Administrative Coordinator (remote offices). Medical records and
bills are provided by the concerned Thai medical facility directly to the insurance company
based on the claimed coverage by the injured staff or family member. A police report (if
required) is also submitted to the insurance company for Thailand based staff. For specific
operational details for all staff medical & accident insurance claims see “Accounting &
Finance Manual” under the Compensation - Social Financial Benefit section.

The Administrative Coordinator (CM) facilitates the payment to the concerned Thai medical
facility on behalf of the Thailand based staff members. In Burma these payment and
reimbursed are made by the staff members after fulfilling the necessary claim procedures.
For specific operational details for all staff claims see “Accounting & Finance Manual” under

the Compensation - Social Financial Benefit section
ii.) Policy — Annual Bonus

An additional half month of staff members' monthly salary is provided annually subject to
available organizational donor funding and staff performance. Both full time and part time
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staff members who have successfully passed the probation period are entitled to receive an
annual bonus.

Procedures — Annual Bonus

Recommendation for annual bonus payment to a staff member should be made by the staff
member’s immediate supervisor along with the annual performance evaluation results
submitted to the EQMM management team. With verification from the EQMM
management team, the Senior/Junior Finance Officer provides the annual bonus payment to
the staff member on the last work day of December along with the December salary. Annual
bonuses may be held on the basis of: disciplinary problems and measures taken throughout
the year; outstanding loans; and other factors related to job performance or financial
standing.

iii.) Policy— Paid Official Holiday

A minimum of thirteen (13) official holidays are provided annually to commemorate
significant Thai, Burmese and International public holidays.

Procedures — Paid Official Holiday

The management committee (M-COM) annually reviews Thai, Burmese and International
public holidays to determine which holidays to observe each year. The Administrative &
Finance Manager posts a calendar of selected holidays in December for the following year.
(See .2014 Holiday List)

Note — Other religious holidays may be granted subject to the permission of the Executive
Director and/or Administrative & Finance Manager on an exception basis.

iv.) Policy — Paid Vacation Leave

Full time regular staff members are only provided with regular paid vacation leave. Unused

regular paid vacation leave expires at the end of each calendar year (31 December). Leave
can be carried forward only to the first month of another year based on exigencies of
services and the authorization of Administrative & Finance Manager/Deputy Director and
the recommendation of concerned supervisor.

Procedures — Paid Vacation Leave

Public holidays are excluded from the regular paid vacation leave allowance. Regular paid
vacation leave can be used at one time or staggered.

v.) Policy — Other Paid Leave

Full time regular staff members earn ‘other paid leave’ including: sick; voting; honeymoon;
maternity; paternity; burial; education; and compensatory.
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Procedures — Other Paid Leave
(See Other Paid Leave).
v.) Policy —Staff Lunch

EQMM promotes staff interaction and team building through various activities, one of which
is having a periodic “free’ office staff lunch.

Procedures —Staff Lunch

The funds used for this activity are extra budgetary (Terminology) and are taken from
EQMM’s other income account.

Lunches are held on a rotational basis a different program or administrative/finance team is
responsible for organizing the lunch. These luncheons are normally held on Thursday at
13:00.

vi.) Policy — Relocation Expenses

EQMM compensates a new or existing staff relocating to an organizational location based on
the availability of donor funding i.e. project funding.

Procedures — Relocation Expenses

The Administrative & Finance Manager in consultation with M-COM determines whether
funds are available to compensate a new staff at the time of recruitment or an existing staff
relocating from their current residence but only if said relocation is from their current
assigned work location and donor funding is available.

If donor funding is available, the following expenses (if required) are eligible for payment:
visa fees; the lowest direct travel expense (by surface transport when and if available); per
diem expenses (rate and number of days determine based on new location and availability
of suitable housing).

c¢) Non-Monetary Benefits

i.) Policy — Staff Development

The organization provides multiple opportunities for staff members to develop their work
and personal skill competencies, general knowledge, specific knowledge on issues affecting
the mission/vision of the organization, and related work experiences, when both the staff
member and the organization identify the opportunity.
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Procedures — Staff Development

Opportunities focus on participation in local, regional and international meetings,
conferences, workshops, and other educational activities. If interested in a specific
professional activity, the staff member/organization informs the immediate supervisor of
the course or seminar that relates to the staff member’s personal development. The Deputy
Director or M-Com members and staff member’s immediate supervisor then
approves/disapproves the opportunity and decides what budget, if any, is provided by the
organization for the educational activity. (See Other Paid Leave).

ii.) Policy — Interest Free Emergency Loan

EQMM provides a limited loan facility to a staff member to be used only for emergency
purposes including weddings, burials, births, education, etc. Loan can be provided when the
loan repayment schedule is not more than the length of staff member’s job contract. An
additional loan cannot be approved until the previous loan is paid.

Procedures — Interest Free Emergency Loan

A staff member submits a completed loan application form jointly to the Senior Finance
Officer and Administrative & Finance Manager. Upon the approval of the Administrative &
Finance Manager, a loan of not more than one (1) month’s salary is provided. Exceptions are
handled on a case by case basis. M-COM reserves the right to approve loans beyond one
month’s salary.

Non-interest loans must be repaid in monthly installments, amounting to no less than 10%
of the staff member’s monthly base salary per payment. The salary deduction commences
the month after the loan is taken and continues until the loan is paid based on the approved
repayment schedule provided by the staff member on the Loan Application Form.

jiii.) Policy — Salary Advance
EQMM provides a salary advance to a staff member for urgent personal requirements.
Procedures — Salary Advance

Staff members place a request for a salary advance to the Senior/Junior Finance Officer by
email. The Senior/Junior Finance Officer has the authority to approve the advance on a one
time basis. Repeated salary advance requests from the same staff member are
automatically referred to the Administrative & Finance Manager for investigation as to the
reason(s) why. Money management assistance may be provided by the Administrative &
Finance Manager, if appropriate.
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iv.) Policy — Sport, Rest and Recreation

Periodically, the organization provides sport, rest and recreational opportunities to staff
members.

Procedures — Sport, Rest and Recreation

Under the control of the respective Administrative & Logistic/Finance & Administrative
Coordinator (headquarter and remote offices), the organization maintains an inventory of
sports equipment which can be used by staff members after office hours, on weekends, and
on holidays. The Administrative & Logistic /Finance & Administrative Coordinator are also
responsible for encouraging and organizing group sport activities, i.e. badminton, aerobics,
etc Staff members borrowing the organization’s sports equipment are financially
responsible for its timely return and condition. In addition, organizational outings such as
retreats, attendance at festival events, etc. can be requested by any staff member as an
agenda item at the monthly staff meeting. A positive decision on the agenda item happens
by majority staff vote.

4. Disciplinary Action
Policy

The organization’s disciplinary policy is designed to encourage staff to maintain acceptable standards of
conduct and to ensure that compliance to these standards is handled in a fair and consistent manner in
accordance with the organization’s policies and procedures.

Procedures

These procedures recognize the small operational status of this type of office; as such, the disciplinary
steps may vary from the procedures outlined below.

a) Complaints

Verbal or written complaints are given to any M-COM member when an infraction occurs. A
justice committee (JC) is then formed consisting of three (3) staff members including the
Executive Director/Deputy Director, the Program Manager and/or the Administrative & Finance
Manager, and the relevant Program Officer. The concerned M-COM member presents the case
to the JC. The JC then invites the alleged offender/s for discussion. S/he/they are given an
opportunity to explain the complaints. If proven guilty of the complaint(s), s/he is asked what
administrative actions should be taken. The JC then decides without delay how to handle the
complaint(s) administratively, taking into consideration the staff member’s recommendation(s).
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b) Minor Misconduct

Moderate complaints automatically result in either a verbal or written warning. Dependent on
the appropriateness of the situation, M-COM may deal with these cases in an informal manner.
A verbal warning consists of a discussion which takes place between M-COM and the staff
member, with the objective of pointing out shortcomings in conduct, reiterating the
organization’s expectations, and gaining the staff member’s agreement to modify his/her
behavior.

A written warning is given when a staff member engages in unacceptable behavior during a
period where a verbal warning is already in effect, or engages in a more serious misconduct that
M-COM determines justifies a written warning. Written warnings are maintained in the staff’s
personnel files and remains in effect for a specific time, i.e. three (3) months.

C) Suspension

Suspension from work for a certain period of time without pay occurs for repeated minor
offenses and/or a more serious offense. A staff member is suspended when he/she engages in
conduct that justifies a suspension, or engages in unacceptable behavior during a period in
which a written warning is already in effect.

The reason for a suspension is confirmed in writing. The period of suspension is kept, however,
to a minimum, and in normal circumstances should not last more than thirty (30) working days,
but can last longer, if required.

During the suspension the Administrative & Finance Manager remains in contact with the staff
member. The staff member should only contact the Administrative & Finance Manager on work
related issues during their suspension. Upon the completion of suspension period, the staff
member is placed on three (3) months probation.

During the probation period the staff member is automatically dismissed for any further
infraction (minor or major) of the Human Resources Policies & Procedures Manual. Written

suspensions are maintained in the staff member’s personal file and remain in effect for a
specific time i.e. three (3) months.

d) Dismissal

Staff members committing further acts of misconduct or serious offense, despite previous
warnings, are subject to immediate dismissal on that day.

Note — Serious offenses include: any illegal acts; any act that compromises the credibility of
EQMM; any act that compromises the confidentially of work or staff of EQMM; and any act that
compromises EQMM funding.
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e) Conditions for Termination or Gross Misconduct

Gross misconduct is misconduct of a serious level; it fundamentally undermines the relationship
of trust and confidence between EQMM and the staff member. Such conduct may result in
summary dismissal, or termination before the end of the staff member’s contract:

i.) Non-performance
Based on the expected output described in the staff member’s position description, and/or
contract;

ii.) Cases of misconduct
Any of the following offenses may lead to a staff member’s termination, with notice (except
in the case of gross misconduct, in which no notice is given):
e Absence without official leave and/or serious violation of leave policy;
e Tarnishing the name and credibility of the organization (this includes any partner
organizations, network partners, funding sponsors, individuals, media etc.);
e Cheating (e.g. time record, financial reports);
e Sexual opportunism (soliciting, promising or providing sex/sexual related favors in
order to advance);
e Being under the influence of alcohol or illegal drugs including nonprescription or
drugs; and

iii.) Serious violation — Contract/Code of Conduct
Serious violation of the employment contract or code of conduct when other
notifications/options are exhausted (warning, memo, disciplinary action, etc.);

iv.) Serious violation — Code of Ethics
Serious violation of described in the code of ethics as follows:
e Rape, sexual harassment, and domestic violence;
e Physical or strong verbal assault in the workplace;
e Placing the security of the organization in serious danger;
e Fraud or theft of equipment, relevant and confidential files, or co-workers’ personal
belongings;

f) Disciplinary Hearing

The staff member is clearly informed of any disciplinary action taken against him/her. The
hearing is conducted by the Administrative & Finance Manager or Program Manager or Deputy
Director, who explains the purpose of hearing, the nature of the complaint(s), and the possible
disciplinary sanctions that may result from the hearing. The staff member is given the
opportunity to respond to the allegations, and provide relevant evidence to support his/her case.
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g) Confirmation of Disciplinary Hearing

The disciplinary hearing is reconvened as soon as possible after the initial hearing (or within no
more than five (5) working days of the initial hearing, if further investigation is required). The
staff member is responsible for advising their decision. The staff member is also provided with
two (2) copies of the hearing summary notes, one (1) of which should be signed, dated and
returned to the Administrative & Finance Manager as confirmation that it is a true and accurate
record of the hearing.

h) Appeal

The staff member has the right to an appeal hearing against any disciplinary action that is
imposed. Staff members who wish to appeal against a disciplinary decision must inform the
Administrative & Finance Manager in writing within five (5) workings days of receiving the
hearing summary notes stating the grounds for appeal consideration.

The disciplinary appeal hearing is then reconvened by the Administrative & Finance Manager on
the same day. EQMM solicits a third party to review the situation (if necessary). If the appeal
against the dismissal fails, the date of the termination is the date on which the staff member
was originally dismissed. During the appeal process, the staff member remains dismissed. If the
staff member is reinstated following dismissal, he/she is then treated as being continuously
employed for the whole period, including the period between the dismissal and reinstatement.

i) Retention of Disciplinary Record
A copy of all disciplinary action letters are retained in a staff member’s personnel file for
reference. Records are kept securely and are only made available to staff members whose
duties require access to this information.
5. Grievances
Policy

Every staff member has the right as well as the obligation to bring to the attention of senior
management any alleged misapplication of the Human Resources Policies & Procedures Manual. This

policy is intended to provide each staff member with a mechanism to resolve their workplace concerns
with management.

Procedures

All regular and temporary staff, including volunteers and student interns, may file a grievance. A grievance
claim must be filed within five (5) workdays after the date on which the aggrieved concern
occurred/commenced.
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a) Initial Submission - Supervisor and Executive Director

The staff member verbally presents the grievance to his/her immediate supervisor for discussion.
The supervisor has two (2) workdays to respond. Should the supervisor fail to respond within
this time period or if the staff member finds the response unsatisfactory, the grievance is then
given in writing, copied to the Administrative & Finance Manager and Program Manager or
Deputy Director, clearly specifying the policy allegedly misapplied, and the relief requested.

The grievance is then submitted to the Executive Director by the immediate supervisor within two
(2) workdays from the time the initial answer was due or was given. The Executive Director
responds in writing within two (2) workdays of receipt. If the Executive Director fails to respond
within the allotted time period, if the staff member receives an unsatisfactory response, or if
the Executive Director is the immediate supervisor, the staff member can use procedure (b) below.

b) Second Submission — Management Committee

The staff member submits the grievance to the management committee if the situation is not
resolved through the initial submission (a). Upon receipt of a written grievance, the
management committee informs the board chair of the grievance. The management committee
also convenes a meeting during which statements are taken from the staff member and the
immediate supervisor either separately or jointly at the discretion of the management
committee chair. The management committee may also request statements from other staff
members.

The management committee may refuse to grant the staff member’s request for grievance
when the issues involved are minor, or involve evaluations or judgments by management unless
they appear to contradict policy, are malicious or vindictive. The management committee shall
have two (2) workdays in which to respond to the staff member in writing concerning the relief
requested.

If the management committee fails to respond within this time limit, the staff member can
petition the chair of the board of directors (c) below. Failure to do so on the part of the staff
member within five (5) workdays of the result of (b) results in the grievance being waived.

c) Third Submission — Board of Director’s Chairperson

The chair of the board convenes a meeting with the aggrieved staff member, the management
committee chair, the Executive Director and the immediate supervisor, either separately or
jointly at his/her discretion.

The chair can also convene an executive committee meeting and within five (5) workdays to
respond to the grievant in writing with a final decision. In all instances, a thorough and fair
investigation takes place, giving careful consideration to the rights and dignity of the people
involved. The chair reports the grievance and the result at the next regularly scheduled board
meeting.

Human Resources Policies and Procedures Manual Page 18



6.

Leave

Policy — General

The organization provides types of leave consistent with management practices designed to promote

the mental, physical and emotional wellbeing of staff members.

Procedure — General

Several types of leave exist: official holidays; regular _paid vacation leave; other paid leave (i.e.

compensatory, education and sick); and leave without pay. Thai and international labor market

standards are used when determining leave practices.

Violations of the leave policy and/or procedures are subject to the management committee’s review

and may be grounds for a staff member’s reprimand or dismissal. Violations include absence without

informing administrative staff by telephone or email, or failure to submit a timely leave application.

a)

b)

Policy — Official Holidays

A minimum of thirteen (13) official public holidays are authorized each year to commemorate
significant Thai, Burmese and international public holidays.

Note — Other religious holidays may be granted subject to the permission of the management
committee on an exception basis.

Procedure - Official Holidays

The management committee annually reviews Thai, Burmese and international public holidays
and determines which of those holidays is observed in the coming year. The Administrative &
Finance Manager sends an email to staff members as well as posts a holiday calendar on the
office bulletin board/website in December. This policy must be consistent with Thai & Myanmar
Labor Laws.

Policy — Regular Paid Vacation Leave

Regular staff members earn paid leave Unused paid vacation leave expires at the end of each
year (31 December), unless written permission is granted by the Deputy Director or
Administrative & Finance Manager for a specific numbers of days of paid leave that are allowed
to be carried over to the first month of next year.
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Procedures — Regular Paid Vacation Leave

i.) Length of Leave

Full time staff members earn total 18 days as regular paid vacation leave. Public holidays are
excluded from the paid vacation leave allowance. Paid vacation leave can be used all at once or
staggered.

ii.) Leave Application

A Leave Application Form must be submitted to their immediate supervisor and the
Administrative & Finance Manager at least seven (7) workdays in advance of the planned
vacation leave. Any request must be approved before paid vacation leave commences.

Note — New employees are not entitled to use paid leave during their initial three (3) months.
Paid vacation leave also cannot be used during the last month of a staff member’s employment.

¢) Policy — Other Paid Leave

Full time regular staff members earn other paid ‘fixed period’ leave including: sick; voting;
honeymoon; maternity; paternity; burial; education; and compensatory as a condition of their
service.

Procedures — Other Paid Leave

i.) Length of Leave

Staff members earn various other paid ‘fixed period’ leave based on their employment with the
organization.

Type Annual Amount Special Conditions
Burial Leave Seven (7) calendar When a family member dies. Family members
days include: spouse, parent, child, mother-in-

law/father-in-law, siblings, and grandparents.
Staff completes a Leave Application Form and

submits it to the Administrative & Finance
Manager (copy to their supervisor) to get
approval then forwards it to office admin.

Compensatory Leave | Based on numbers Weekends/Public Holidays — Staff are entitled
Weekends/Public of worked days in to one (1) paid substitute day leave for each
Holidays weekends and
public holidays

weekend day or public holiday they work.
Unused substitute paid leave will expire one
(1) month after the missed weekend day or
holiday. Staff completes a Leave Application

Form and submits it to the immediate

supervisor to get approval then forwards it to
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Multi-week
Assignments

One (1) workday

office admin.

Multi-week assignments — Staff away from
their duty station may request one (1)
additional day of paid leave for every two (2)
full weeks of sequential assignments. Staff
completes a Leave Application Form and
submits it to the immediate supervisor to get
approval then forwards it to office admin.

Honeymoon Leave

Seven (7) calendar
days

For marriages and/or unions between
consenting adults regardless of their sex or
gender. It must be entitled within one (1)
month after marriages. Staff completes a
Leave Application Form then submits it to
the Administrative & Finance Manager (copy
to their supervisor) to get approval then
forwards it to office admin.

Sick Leave

Seven (7) work days

Staff must notify their supervisor, the
appropriate Administrative/ Finance &
Administrative Coordinator, and/or
Administrative & Finance Manager by
telephone, email or SMS before 10:30 AM on
the first day of absence from work due to
illness. Staff completes a Leave Application
Form and submits it to their supervisor,
Administrative & Finance Manager and copy
to office admin when they return to work.
Prolonged or serious illnesses are handled on
a case basis by M-COM.

Maternity Leave

Ninety (90)
consecutive
calendar days

Full time female staff (married or not) are
entitled to ninety (90) calendar days paid
maternity leave.

Staff that has a serious miscarriage or
termination of pregnancy is entitled to thirty
(30) calendar days paid leave.

Staff must formally notify their supervisor and
Administrative & Finance Manager as soon as
they know they are pregnant to make a well
maternity leave and replacement planin
advance.

Sick leave can be combined with maternity
leave only in the case of illness.

Staff completes a Leave Application Form
then submits it to the Administrative &
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Finance Manager (copy to the supervisor) to
get approval then forwards it to office admin.

Paternity Leave

Fifteen (15) work
days

Male staff (married or not) are entitled to
fifteen (15) work days within the first three (3)
months of parenthood. Staff completes a
Leave Application Form then submits it to the
Administrative & Finance Manager (copy to
the supervisor) to get approval then forwards
it to office admin.

Staff Development
(Professional) Leave

Fourteen (14)
workdays

For work-related professional development.
Professional development leave must be
approved by the staff member’s supervisor
and the Program Manager/Administrative &
Finance Manager or Deputy Director. Staff
completes a Leave Application Form then
submits it to the Administrative & Finance
Manager along with their supervisor’s
recommendation. Then it will be forwarded to
the office admin.

Voting Leave

Half (%) workday

To vote in a local or national election. Staff
members whose voting residence is more than
a half day normal travel time from their
assigned office location are provided with
minimum extra leave in consultation with the
Administrative & Finance Manager. Staff
completes a Leave Application Form then
submits it to the Administrative & Finance
Manager (copy to the supervisor) to get
approval then forwards it to office admin.

ii.) Leave Application

Head Office:

Staff members submit a Leave Application Form to their supervisor and the Administrative &

Finance Manager at least seven (7) workdays in advance of the planned leave. This request must

be approved before other paid leave commences except for sick burial leave which operates

under special considerations noted above. Monthly a summary of all leave approvals is prepared

by the head office Administrative & Logistic Coordinator who reports the information to the

Administrative & Finance Manager and records it in each staff member’s personal file.

Remote Offices:
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7.

Policy

Staff members submit a Leave Application Form to their supervisor and the Finance &

Administrative Coordinator at least seven (7) workdays in advance of the planned leave. This
request must be approved by the supervisor before other paid leave commences except for sick
burial leave which operates under special considerations noted above. Monthly a Leave
Summary Report Form of all leave approvals is prepared by the remote offices

Administrative/Finance & Administrative Coordinators; then reporting of the information to the
Administrative & Finance Manager; and it’s recording in each staff member’s personal file.

Policy — Leave without Pay

Full time regular staff may request leave without pay under warranted circumstances, i.e. staff
development (professional) work related training of more than fifteen (15) days; maternity leave
beyond ninety (90) days.

Procedure - Leave without Pay

Staff member requests must be submitted in writing to the Administrative & Finance Manager
along with completed leave application at least fourteen (14) workdays in advance of the
planned leave. M-COM makes all final decisions regarding leave without pay.

Staff members who wish to take leave for more than fifteen (15) days to attend a capacity
building activity or otherwise approved program (e.g. international internship, short-term
course) do not receive their monthly salary.

The amount of salary deduction to apply when a staff member takes LWOP is computed based
on a staff member’s daily rate of work pay times the number of workdays missed.

The daily rate of work pay is computed by dividing the total number of workdays per year into
the staff member’s annual salary i.e. 261 workdays/ MMK 3915000 = MMK 15000 per day.

Annual workdays are computed by subtracting weekends from the 365 days in a normal non
leap year. Vacation days and other paid leaves are days awarded to a staff member based on
the organization leave policy and are therefore treated as regular paid workdays for
computational purposes. Holidays are also treated as workdays for computational purposes.

Management, Supervision and Reporting

Management, supervisory and reporting responsibilities and organizational reports are determined by

the needs of the organization in conformance with standard national/international NGO business

practices and procedures.
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Procedures

M-COM decisions will be made by consensus on matters related to management, supervision and
reporting. A Position Paper Form may be prepared by an M-COM member to facilitate an important
organizational decision. If there is a decision that needs to be made involving two or more choices any
M-COM member can call for a vote. Each member’s vote has equal weight and a decision is made by
simple majority.

a) Organogram

EQMM maintains a diagram of its organizational structure including all positions and their lines
of authority and responsibility. This organizational diagram is formatted based on position
levels.

b) Supervisory Reporting

The reporting procedures existing between organizational grade levels are specified in each staff
member’s position description. Structured, periodic meetings between a supervisor and each
staff member supervised are also specified in respective position descriptions.

C) Staff Member Reports

Reports provide an understanding of the purpose, impact, success and results of the

organization’s programs and project activities. The principle method used by staff members to
report is the Trainer Activity Report Form . Each narrative activity report (STNAR) includes: (a)
why the event was created; (b) who was the sponsor/director/audience; (c) what was planned

and/or took place; (d) where the event took place; (e) how the event was paid for; and (f) the

type of activity, i.e. advocacy, a community event, a community support service, a conference, a
discussion (i.e. Men Talk, etc.), a skills workshop, a theater performance, or training. In addition,
attached to each activity report form are a ‘Training Participant Follow-Up Questionnaire Form’

and a ‘Training Evaluation Form’.

Note — The audio visual unit uses the monthly Audio Visual Narrative Activity Report Form —
AVNAR instead of STNAR.

Staff members outside of the main office are required to submit a separate of Monthly Report

Form for their organizational activities; however, this monthly requirement is normally fulfilled
by either the narrative activity report. This report should be submitted to their immediate
supervisor on the 15 of every month, covering the previous months’ activities.

A meeting is held once a month between every team’s immediate supervisor and their staff to
discuss the challenges, issues, progress and upcoming and ongoing activities. Additionally, the
Program Manager and Administrative & Finance Manager are required to meet monthly with
their team leaders for similar discussions.
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8.

Policy

Office Administration

EQMM believes that having a strong office administration provides a sound foundation and work

environment within which the organization’s Human Resources Policies & Procedures Manual can be
successfully implemented.

Procedures

A strong office administration depends on maintaining a system of fair and comprehensive office rules;

thorough personnel files; and regular staff meetings.

a)

Office Rules

Office rules ensure an appropriate atmosphere for staff members and outside visitors, as well as
allowing for the safeguarding of the organization’s human, financial and material resources.
Rules are created by M-COM in response to external and/or internal developments that arise. As
a result of situational differences between organizational offices their office rules may vary
slightly. Currently, the organization’s rules are:

i.) Attendance:

Office Hours —
Head and Remote Offices - 10:00 to 17:00 (flexible work time applies daily from 9:00 to 11:00

and 16:00 to 18:00). Staff works a seven (7) hour day including a half hour (1/2) hour for lunch.

Work after 19:00 -
Head office - Staff must receive advanced permission from the Administrative & Finance

Manager (except for security persons).. No one is allowed to remain overnight at an office
location except for the purpose of temporary hosting in office to EQMM staff, who are not from
Yangon. No one must be absent for the agreed schedules of preparing modules out of office
hours as necessary i.e. at night.

Remote Offices - Staff must receive advanced permission from both the finance &
administrative  coordinator/Administrative  Coordinator and program officer/Trainer
Coordinator/Project Coordinator. No one is allowed to remain overnight at an office location
except for the purpose of temporary hosting in office to EQMM staff, who are not from remote
offices location.

Official Workweek-
Head and Remote offices — Monday to Friday
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Non-office/late Attendance -

Head Office - Non-office/late attendance should be advised to the Administrative & Logistic
Coordinator/Administrative & Finance Manager.

Remote Offices — Non-office/late attendance must be advised to the Administrative/Finance &
Administrative/Project Coordinator. Repeated late attendances from the same staff member
for personal reason are automatically referred to the Administrative & Finance Manager for
disciplinary action.

Attendance Register for all offices - Staff members must sign the attendance register each
workday on arrival and departure.

Home Work and Weekends/Public Holidays Work for all offices — Approved in advance by
immediate supervisor. Staff must submit along with work schedule to get advanced permission.

Staff Calendar -

Head Office — Staff members must maintain a daily/monthly meeting, travel, leave and other
plans calendar using Google, and update it as required. This calendar must be made accessible
to the Administrative & Finance Manager/Administrative & Logistic Coordinator, the staff
member’s supervisor, and senior management. Administrative & Logistic Coordinator posts a
summary of monthly calendar for all programs and department to be able to visible to all staff.

Remote offices - Staff members must maintain a daily/monthly meeting, travel, leave and other
plans calendar using Google, and update it as required. This calendar must be made accessible
to the concerned Program Officer, the staff member’s supervisor, and Administrative/Finance &
Administrative/Project Coordinator. Administrative/Finance & Administrative/Project
Coordinator posts a summary of monthly calendar for each remote office location to be able to
visible to all remote office staff.

ii.) Attire:

Male staff for all offices — Pants, longyi and shirt.
Female staff for all offices— Dress, pants, skirt, suit, longyi and similar dress attire.

Note: it’s prohibited to dress short pants above the knee (both male and female), sleeveless and
night dresses (female), and undershirt and night dress (male).

ili.) Communication:

Office Telephone for all offices — Telephones are used only to receive and place official calls.

International calls must be recorded with caller & receiver information, purpose, and duration of
call. Private telephone calls are made on a staff member’s personal mobile. Personal mobile
phone must be silent mode at meeting.
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Office Internet/Email for all offices — Computers are used only for official purposes. Staff
members are responsible for either saving or copying emails to other staff members requiring

external related email information. No game playing or X-rated material should appear on an
office computer.

Group Email for all offices — Confidential group email lists are administered by the
Administrative & Finance Manager. Internal staff emails are also confidential and when sending
emails, bcc designation (rather than cc) should always be used.

Gmail Chat for all offices - During office working hours staff members are required at all
locations to sign in to their Gmail accounts and be available for official discussions.

Official Interviews for all offices — Written approval of the Executive Director or Deputy Director

is required before any staff member is interviewed by a journalist, researcher, diplomat, etc. A
letter in advance outlining the objectives of the interview from the requesting party is desirable.

iv.) Housekeeping:

Lights/Computers/Air Conditioning for all offices — Turn off when not in use.

Kitchen Use for all offices = Should always be ‘left as found’ prior to a staff member’s use.

Cleaning for all offices — Office facilities (personal offices, meeting and common rooms) are
always kept neat, clean and in order.

Smoking/Drinking Alcohol for all offices — Smoking/drinking alcohol inside the office building is

not permitted. A special smoking area outside the main building is designated.

v.) Vehicles:

Head and Remote offices - Office Motorbike/Car — The Administrative/Finance &
Administrative/Administrative & Logistic Coordinator should be informed of use in advance and
a record should be made of each trip, including distance traveled. (See Vehicle Policies &

Procedures).

1) Narcotic drugs or other illegal substances/possessions in EQMM vehicles is
prohibited;

2) All trips must be logged in the log sheet. The log sheet must be completed by
the staff that used the vehicle. Entries for each trip must note the destination, start
and end kilometer reading, and fuel received. Log sheet must be submitted monthly
to the Finance Department and the Administrative & Finance Manager along with
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the staff members expense report through the Administrative/Finance &
Administrative/Administrative & Logistic Coordinator;

3) All mileage must be recorded in the vehicle log sheet stating reason for use;

4) Vehicle keys must be returned to the Administrative/Finance &
Administrative/Administrative & Logistic Coordinator at the end of each journey;
5) Personal vehicle use an official vehicle is prohibited. Exception must be
authorized by the Administrative/Finance & Administrative/Administrative &
Logistic Coordinator or Trainer Coordinator/Project Coordinator.

6) The Administrative/Finance & Administrative/Administrative & Logistic
Coordinator is responsible for the allocation of vehicles on a daily basis. Whenever a
motorcycle is left unattended, it must be secured and immobilized by removal of
the keys and fitting of the security lock.

7) All accidents involving EQMM vehicles, no matter how slight, must be reported
to the Administrative & Finance Manager through the Administrative/Finance &
Administrative/Administrative & Logistic Coordinator.

8) All riders must possess a valid motorcycle driving license.

9) Allriders and passengers must wear safety helmets. Failure to do so will result
in termination of riding privileges.

10) The Administrative/Finance & Administrative/Administrative & Logistic
Coordinator is responsible for performing general maintenance when necessary.
11) The purchase of fuel for EQMM vehicles must take place in accordance with
EQMM’s financial policies and procedures.

12) All staff members must understand and agree to the EQMM vehicle policy
before use.

vi.) Library:

Head Office- Access to and use of library facilities is encouraged to further staff member
knowledge on human rights and other work related issues. (See Library Policies & Procedures).

vii.) Visitors:

Office visitors —

Head Office- Staff member who wish to have official visitors on weekends, holidays and after
18:00 on weekdays must inform the Administrative & Finance Manager by email in advance and
must receive approval from the Administrative & Finance Manager or a member of senior
management. Personal visitors are not permitted at any time within the office. Exception must
be authorized by the Administrative & Logistic Coordinator or the Administrative & Finance
Manager.

Remote Offices - Staff member who wish to have official visitors on weekends, holidays and
after 18:00 on weekdays must inform the concerned Administrative/Finance & Administrative
Coordinator or Trainer/Project Coordinator/Program Officer by email or phone in advance for
approval. Personal visitors are not permitted at any time within the office. Exception must be
authorized by the Administrative/Finance & Administrative Coordinator or Trainer/Project
Coordinator/Program Officer.
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Guest Registration Book for all offices — Guest must register in the designated book. It is
prohibited from excessive talking on non-work related matters to the guest, and for discussing
the office negatively.

Meetings for all offices - Staff must collaborate by keeping silent while meeting is conducting in
the office.

Ix.) Other:

Travel reimbursement —

Head Office- Staff must inform the Administrative & Logistic Coordinator about work related
outside schedules in advance for the purpose of travel reimbursement i.e. taxi fee, other
transportation fee, etc (distribution application forms, purchasing equipments for office, billing)

Remote Offices — Staff must inform the Administrative/Finance & Administrative Coordinator
about work related outside schedules in advance for the purpose of travel reimbursementi.e.
taxi fee, other transportation fee, etc (distribution application forms, purchasing equipments for
office, billing)

Office Equipments —

Head Office -The staff must inform to the Administrative & Logistic Coordinator for renting
office equipments.

Remote Offices -The staff must inform to the Administrative/Finance & Administrative
Coordinator for renting office equipments.

b) Personnel File

Every staff member has a personnel file which is kept up-to-date with regard to salary, benefits,
staff status, and other matters. If there is a change in any of the following items, it is the staff
member’s responsibility to notify the staff member’s supervisor and the Administrative &
Finance Manager and/or Administrative & Logistic Coordinator as soon as possible, using the
Personnel Information Form: legal name; home address; home telephone number; person to
call in case of emergency; and visa status. In addition, any changes in personal status,
educational attainment, workshop attendance, staff development, etc. should be updated.

It is also recommended to keep a copy of the staff member’s CV on file. This is used with the

staff member’s permission if EQMM is solicited for a recommendation for further studies and/or
as a resource person for international meetings and other related activities.

Staff members are informed when documents are added to their personnel files. Staff members
have the opportunity to respond in writing to any document in the file, including performance
evaluation reports. Staff members have the right to see information that is kept in the personnel
file except for confidential references. Staff may request copies of all documents.

Note — Coverage or benefits that the staff member may receive under the organization’s benefits
package could be compromised if the information in the personnel file is incorrect.
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c) Staff Meetings

EQMM holds regular staff meetings based on staff availability and the presence of issues up for
discussion. Staff members can raise topics and announcements to be discussed at this meeting
in addition to the items which are raised by management.

The meeting facilitator rotates among the Programs, Administrative and Finance Teams. Notes
are taken in English and Burmese by the Administrative & Logistic Coordinator (headquarter)
are distributed to staff. These notes are confidential and should not be emailed or distributed
outside of staff members.

Program Officers/Project/Trainer coordinators located outside of headquarter office must
submit a monthly email report of their activities to the relevant Program Officer, who then
presents these activities at the next staff meeting.

Note — A staff member should not interrupt an official trip or his/her holiday to attend.
However, if a staff member misses more than two (2) consecutive meetings due to official or
holiday travel, he/she should attempt to email a brief summary of their activities to their project
coordinator or program officer for presentation at the meeting.

9. Performance Evaluation
Policy

Each staff member’s performance is evaluated in a manner that is fair and equitable in relationship to
their co-workers.

Procedures

a) Quarterly Supervisory Review (QSR)

On a quarterly basis, supervisors meet with their respective staff individually to discuss each
staff member’s job performance in the previous quarter. (The date is based on staff member’s
starting date.) Successes and problems are noted. Observations, agreed upon remedies, and/or
organizational actions are noted in the Performance Evaluation Form . Upon completion, this

form becomes an integral part of the staff member’s personnel file.

Each quarter during a staff member’s employment, their previous quarter’s performance review
is discussed to determine the staff member’s performance status.

Note - A new staff member’s first quarterly review (after three (3) months) determines if their
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probationary appointment is confirmed, terminated or extended for an additional period of time,
normally three (3) additional months. (See Probation Period).

b)

10.

Policy

Annual Performance Evaluation (APE)

A staff member is formally evaluated annually based on their job performance over the last year
and their organizational growth potential. This evaluation determines a staff member’s annual
merit salary increment as well as their promotion potential to a higher graded position when
funds and/or a suitable post are available. Performance Evaluation Form is used for this annual

evaluation.

The supervisory staff member is formally evaluated annually to allow supervisee staff members
to offer feedback to the supervisor in a written form that is based on a set of clearly and
previously — established criteria, and to increase the supervisor’'s competence as a supervisor.
And it will provide the supervisor with an understanding of his/her job performance in relation
to the supervisee, and to suggest areas for improvement. Supervisory Evaluation Form is used

for this annual evaluation. It will be placed in supervisor's personnel file and kept as
confidential if necessary.

The annual performance evaluation includes the comments and endorsement of the
supervisor’s supervisor and the Executive Director or Deputy Director (or his/her designate
authority).

Property

EQMM has several classifications of property: (a) office; (b) personal; and (c) intellectual. Staff members

are required to respect the property rights of the organization, colleagues and outside sources.

Procedures

a)

Office

Staff members can use official equipment and property only for worked related activities with
the exception of student interns who may use such property on their own time and with their
immediate supervisor’'s permission. Office property remains at a staff member’s office work
location unless needed offsite in the normal course of accomplishing expected or assigned work.

Upon joining the organization and periodically thereafter, staff members must complete an
Assets List Form of the office properties in their possession.
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b) Personal

Staff members are discouraged from bringing personal items of value to the office. The
organization is not financially responsible for the loss of personal items from a staff member’s
work area, although such a loss should be reported immediately to the concerned supervisor
and Administrative & Finance Manager for security action.

C) Intellectual

The organization purchases, creates, develops and or compiles reports, articles, and data bases
of information and other valuable intellectual property which are then used by staff members in
performing their assigned responsibilities. Ownership of these items remains with the
organization; any duplication or unauthorized use is not allowed.

11. Recruitment
Policy — General

Employment is based on the needs and requirements of the organization as approved by M-COM. The
organization recruits individuals on the sole basis of an applicant’s work knowledge, skill competencies,
and experience. All successful applicants must agree to and sign the organisation’s child protection and
sexual harassment policies before final confirmation of employment. (See ‘Child Proection Policy’ and
‘Sexual Harassment Policy’).

Procedures — General

Recruitment is normally a five (5) step process: (a) creation of the position; (b) development of position

description; (c) the employment/ hiring process; (d) a staff member’s orientation; and (e) the

probation period.

a) Policy — Position Creation

The management committee (M-COM) determines the regular staff, consultant, and other
human resources requirements of the organization.

Procedures — Position Creation

New positions are recommended for approval as a result of either: (a) an expanded core office
function workload, i.e. need for an additional administrative assistant; (b) further specialization
of work functions, i.e. need for a human resources manager; or (c) the expansion of project and
other specialized activities, i.e. new project staffing needs.

For any proposed recruitment M-COM first confirms that: (a) it is consistent with the most
recently approved strategic and operational plan; (b) the availability of committed
general/project funds, or the availability of extra budgetary project funds; and (c) when and for
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what length of assignment the position is required. M-COM records the above information in a
recruitment deliberation memo and forwards it together with justification to the Executive
Director for final decision and implementation.

Each position description is assigned a grade level. Grade level is intended to associate pay with
particular levels of education, experience, and skills so as to maintain equity in compensation
and to avoid potential discrimination. Grade level is also used to show a positions relative place
in the overall organization’s management hierarchy.

b) Policy — Development of Position Description

All posts require a Position (Job) Description Form that is reviewed and updated at least

annually. Each category of staff i.e. administrative and project including program, volunteer,
student intern as well as consultant and independent contractor must receive a written
description of their duties and responsibilities upon joining the organization. Formal position
description are used only for regular staff posts and include the minimum qualifications and job
skills required as does any recruitment advertisement.

Procedures — Development of Position Description
i.) Regular Staff — Administrative & Program

On the creation of a post a Position (Job) Description Form is prepared. The text is drafted

by the proposed staff member’s designated supervisor; edited in turn by his/her supervisor;
reviewed by M-COM; and approved by the Executive Director (or his/her designate).

When a position’s duties and responsibilities significantly change, the position description is
updated by the staff member’s designated supervisor. Every year as part of the staff
member’s annual performance evaluation the staff member and his/her supervisor review
the position description to ensure that it reflects the post’s current duties and
responsibilities.

ii.) Consultant/Independent Contractor/Student Intern/Volunteer

A Offer of Employment Letter Form in lieu of a ‘position description’ is drafted by the

proposed staff member’s designated supervisor; edited in turn by his/her supervisor;
reviewed by M-COM; and approved by the Executive Director (or his/her designate).

When the position’s duties and responsibilities change significantly, the ‘letter of
engagement’ is updated accordingly. Normally, each ‘letter of engagement’ is time period
limited.

iii.) Distribution of Position Description/Letter of Engagement

Regular staff members receive their job description of duties and responsibilities through the
standard organizational Position (Job) Description Form. The most recent position description
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of each current regular position is maintained as part of this manual. Consultants, independent
contractors, student interns and volunteers receive their duties and responsibilities as part of
their offer of employment letter.

¢) Policy - Employment

The organization’s equality and non - discrimination policy mandates ‘equal employment
opportunity’ for each - regular staff, intern, volunteer, independent contractor and consultant
recruitment.

Procedures — Employment

The employment process is transparent and follows consistent procedures. EQMM does not
prohibit the employment of a relative or co-habitant of a staff member except if the position
directly or indirectly supervises or is supervised by the family member or co-habitant.

i.) Vacancy Announcement (VA)

A vacancy announcement is circulated within the organization, posted for public notification
on internet listed-servers, provided to related organizational offices, and distributed
through personal contacts.

Each Vacancy Announcement Form is prepared by the proposed immediate supervisor; the
staff member responsible for the human resources function; or another staff member as
designated by M-COM. The Executive Director is consulted on decisions related to the grade
level salary to be offered.

The VA contains a brief description of the positions duties and responsibilities as well as the
minimum qualifications and job skills required. It requests potential applicants to submit: (a)
a motivational application letter; (b) a curriculum vitae (CV); and (c) an English writing
sample. It also indicates when the application is due (minimum application period of 15
workdays/3 weeks); where the application should be sent; and how the application should
be sent.

ii.) Short List (SL)

All position selections follow a four (4) step process: (a) all applications are acknowledged
electronically on receipt; (b) a Short Listing Matrix Form based on the applicants’ CVs is

used to prepare an initial shortlist of up to 20 applicants; (c) the initial shortlisted
applicants’ letters and/or writing samples are then ranked, and a final shortlist of up to 10
applicants is developed; (d) the final shortlisted applicants are interviewed either through
Skype or in person depending on budget and geographic location considerations.

The Program Manager and/or Administrative & Finance Manager are responsible for the
short listing process to present to the Executive Director and Deputy Director. The post’s
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designated operational supervisor is also involved as required in the interview and selection
of the final shortlisted applicants.

ili.) Employment Offer

Each final shortlisted applicant is ranked independently by the Program Manager,
Administrative & Finance Manager, and/or operational supervisor (if required). The applicant
with the highest ranking is offered the position. If he/she declines, the next highest ranked
applicant is offered the position, and so forth until an applicant accepts. A final recruitment
decision is made within thirty (30) days of the final interview. An Offer of Employment Letter
Form is then sent to the successful applicant by email and/or post. This letter contains a

summary of the basic human resources policies of the organization. The successful applicant
is then required to acknowledge the offer with their acceptance by return email and/or by
post.

Note — An S.W.O.T. Recruitment Analysis Form is completed after each staff members,

consultants, student interns or volunteers’ induction into service in order to insure that the
organization’s affirmative action policy has been followed.

d) Policy — Staff Member Orientation

The orientation policy is designed to welcome each new staff member (as well as volunteer,
student intern, consultant, etc.) to the EQMM team. It seeks to ensure a smooth and efficient
adjustment to their new position and work environment.

Procedures — Staff Member Orientation

The orientation consists of two phases: (a) by the administrative team; and (b) by their
immediate supervisor. As part of their induction, each new staff member, volunteer and student
intern receives a Welcome Letter Form signed by the Executive Director.

i.) Administrative Team

The following subjects are discussed by the Administrative & Finance Manager on the first
day of employment: code of ethics; office house rules; personnel files; office holidays and
types of leaves; working hours; financial policy and procedures including payment of salary;
benefits including medical insurance, visa etc.; staff meetings; vehicles policies and
procedures; library policy and procedures; and their position description and contract.

The Administrative & Logistic Coordinator helps new employees to complete the
information in their Personnel Information Form and provides office equipment and other

required documents. S/he also introduces them to other staff members by email and/or in
person.
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ii.) Immediate Supervisor

The supervisor discusses with them: position classification; project orientation; initial
assignments and any necessary training; reporting procedures and requirement; and
management and supervision.

e) Policy — Probation Period

Probation is a period of review and appraisal to ensure that the organization and the new staff
member are satisfied with each other’s expectations and performance.

Procedures — Probation Period

Ongoing permanent employment is provided only when the staff member satisfactorily
completes their probation period. Upon hiring, new staff members enter at least a three (3)
month probation period. After the three (3) month probation period, a Performance Evaluation

Form_is administered and discussed with the new staff member before s/he is employed as a
regular staff member.

The performance evaluation form is completed by the relevant supervisor and then submitted
to the Program Manager or Administrative & Finance Manager for review and comments. An
evaluation meeting is then conducted by their immediate supervisor and/or a delegated M-COM
member. Performance evaluation documents are maintained in the staff member’s personnel
files indefinitely.

Three (3) personal actions are possible based on the new staff member’s initial three (3) month
performance evaluation: (a) the staff member’s employment is confirmed; or (b) the staff
member’s probation period is extended for additional period of three (3) months at the end of
which period a final performance evaluation is conducted and a decision made to confirm or
terminate their appointment; or (c) the staff member’'s employment is terminated if their
immediate supervisor and a delegated M-COM member jointly think the staff member is not the
right person for the position.

Note — A monthly performance evaluation must be conducted by their immediate supervisor in
consultation with a delegated M-COM member if the new staff member’s performance is
doubted to be the right one for the recruited position within the new staff members’ initial
three (3) month probation period. Two (2) personal actions are possible based on the new staff
member’s initial monthly performance evaluation: (a) the staff member’'s employment is
terminated with short notice after monthly evaluation is done/before the end of three month
probation period; (b) the staff member is received a warning that their performance must be
improved to meet to targets when upcoming month evaluation is conducted — otherwise the
staff member’s employment is terminated after next evaluation.
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d)

12,

Policy

Policy — Outside Employment

Staff members may secure outside employment provided that there is no conflict of interest
with the organization’s policies and procedures.

Procedures — Outside Employment

A staff member must notify their immediate supervisor or M-COM prior to accepting outside
employment to avoid the possibility of a conflict of interest. Only when the staff member
receives formal approval can they begin secondary employment. Their immediate supervisor or
M-COM must respond with approval or disapproval within a maximum of three (3) workdays
after notification.

Policy — International Staff Employment
Myanmar work visas are provided to international staff members.
Procedures — International Staff Employment

International staff members are sponsored for a Myanmar visa and work permit in accordance
with Myanmar Immigration Regulations. The visa fee is paid by the organization on application
by the staff member. The Administrative & Logistic Coordinator serves as the staff member’s
organizational contact and assists with the formal visa processing.

Separation

Departing staff members receive a service recommendation letter and departure assistance package

provided s/he is not terminated due to cause and follows the organization’s resignation procedures.

Procedures

a)

Notice Period

A Resignation Letter Form must be submitted to the Executive Director and/or Deputy Director

with copies to the Program Manager and Administrative & Finance Manager a minimum of
thirty (30) calendar days prior to the planned departure date. The Administrative & Finance
Manager immediately acknowledges the staff member’s letter of resignation by completing the
Resignation Acceptance Letter Form.
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b)

c)

d)

e)

1)

13.

Policy

Departure Clearance

A Departure Clearance Form is provided to the staff member by the concerned
Administrative/Finance & Administrative Coordinator upon learning of their resignation. This
form is then signed off on by: (a) the Senior/Junior Finance Officer (headquarter) and Finance &
Administrative Coordinator/Assistant, upon clearance of outstanding financial reports, personal
loans or other financial issues between the staff member and the organization; (b) the
Administrative & Logistic Coordinator (headquarter) and Administrative/Finance &
Administrative Coordinator (remote offices), upon the return of office equipment, files and
related materials; and (c) the Program Officers/Manager(headquarter office) and
Trainer/Project Coordinator (remote offices) , upon submission of a narrative end of service
report.

Exit Interview

An exit interview is requested to learn more about the reasons for a staff member’s resignation
as well as their impressions of the organization. This exit interview is not mandatory and is held
only with the consent of the resigning staff member.

Letter of Recommendation

A resigning staff member can request Letter of Recommendation Form provided s/he is not

terminated due to cause. This letter should at a minimum indicate the staff member’s length of
service, the positions held, and an overall evaluation of their work related performance.

Departure Assistance Package

Upon deciding to resign from his/her position for personal reasons, a staff member is entitled to
receive a Departure Assistance Package Form pending no outstanding issues that need to be
resolved. This package includes a cash payment determined by length of employment; for each
year of service, s/he receives one (1) week of their basic salary. This package is not allowed to
the resigned staff who is less than one year of employment with EQMM.

Termination

A staff member who is subject to termination is immediately dismissed from the organization
after all appeal procedures are satisfied in accordance with the Human Resources Policies &

Procedures Manual. Conditions that may constitute termination prior to the end of a staff

member’s contract are discussed previously in this manual (see Conditions for Termination).

Travel

Staff members that are required periodically to make local, domestic and international trips are

provided by the organization with the appropriate modes of transportation, per diem and/or
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honorarium that allows them to perform their organizational duties and responsibilities in a timely
and appropriate manner.

Procedures

a) Non Project Travel

Local travel for one (1) workday or less is approved by a staff member’s immediate supervisor.
Extended local, domestic, or international travel of two (2) days or more requires the advanced
approval of Program Manager and/or Administrative & Finance Manager.

Before any official travel takes place, an estimate of the travel costs is submitted in a Travel
Authorization Form by the staff member for approval by the concerned supervisor and the

Administrative & Finance Manager. The concerned staff receives an advance equivalent to the
approved travel cost estimate, less any prepaid expense payments made by the organization.
Two (2) days prior to travel, the staff member files a Transport Request Form if using an

organizational vehicle.

b) Conference/Project Travel

The staff member submits a Travel Authorization Form for approval by the Administrative &

Finance Manager and the concerned supervisor. The concerned staff member receives an
advance equivalent to the approved estimate, less any prepaid expenses payments made by
the organization.

i.) Conference

The Executive Director and Deputy Director and/or the Program Manager and Administrative &
Finance Manager decide which staff member(s) attends a conference when the invitation is
addressed to the organization rather than a specific person. If an invitation is received by a
specific staff member, the staff is required to submit a Conference Travel Form along with a
copy of the invitation to the Program and Administrative & Finance Managers for clearance.
The Program and Administrative & Finance Managers consult with the Executive Director and
Deputy Director before approval to decide whether the staff member invited is appropriate or
if another staff should attend.

ii.) Project

The process for authorizing project travel is the same as that of conference travel,
excluding the reference to an invitation and the requirement of the Executive Director or
Deputy Director’s approval. The only approval required is that of the Program Manager.
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c¢) Travel Expense Report

A travel expense report form is submitted by the staff member to the Senior/Junior Finance
Officer within ten (10) days of completion of travel. The actual expenses incurred, e.g.
transportation, food, guest house/hotel, phone calls, internet, are listed on the form. The staff
member will not receive their latest monthly salary, a salary advance, or a loan until this form is
submitted.

d) Third Party Travel Expenses

An organization requesting assistance should be prepared to provide for a staff member’s travel,
lodging, and food allowance. If a staff member’s costs are not covered directly by HREIB or an
outside organization, the staff member is entitled to a per diem during any official trip/function
to cover meals and miscellaneous expenses. The per diem scale is periodically updated;
currently, it is as follows:
e Local (field): THB 50/day for Thailand located staff, and 1500 MMK/day for Myanmar
located staff
e Local (urban): THB 300/day for Thailand located staff, and 9000 MMK/day for
Myanmar located staff
e  Regional: THB 500/day for Thailand located staff or 15000 MMK/day for Myanmar
located staff
) International: THB 2,000/day for Thailand located staff or 60000 MMK/day for
Myanmar located staff

In addition, the requesting organization should be ready to provide the staff member with an
honorarium in accordance with annex 1 - Salary & Honorarium Guidelines.

e) Tokens and Honorariums Received During Travel

Staff members may receive honorariums or tokens of appreciation during their travel. While
these gifts are presented to an individual staff member, as they are on official EQMM travel the
following rules apply: (a) tokens and personal gifts e.g. special gifts, fabrics, clothing, etc. can be
kept by the staff member; (b) cash and/or checks received by the staff should be noted on the
travel expense report form and given to the Senior/Junior Finance Officer who retains the cash
or check and gives the staff member a receipt. These funds are then distributed as follows: 75%
is returned to the staff member for overtime as well as compensation for travel difficulties and
risks. The remaining 25% is deposited in the EQMM’s other income account. M-COM decides
how to use the common fund, whether for general salary increases, staff celebrations, or
another purpose.

f) Other Travel Issues

i.) Daily transportation
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Daily commuting from home to office is not reimbursable.
ii.) Other Reimbursable Travel

This category of travel is reimbursed by the concerned Administrative/Finance &
Administrative/Administrative & Logistic Coordinator as the situation arises:

e Meetings outside the office — A travel allowance for personal motorbikes (1 Baht/30
MMK per km) or cars (5 Baht/150 MMK per km) used to attend training venues or
visit other organizations; or round bus fares/taxi fares

e Office supplies

e  Workshops held at other organizations

e Trips to bus stations, train stations, airports, etc. to pick up or drop off official
visitors or network partners

Management believes that this Human Resources Policies & Procedures Manual provides the
necessary information and proper guidelines to staff. This manual is a living document and will be
subject to changes based on periodic review and inputs from staff. Questions or concerns regarding
this manual should be directed to the Administrative & Finance Manager.

(Back to Contents)
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IV — Appendices
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Management & Regular Staff Members Positions (Position level/ Position designation)

Level 1 — Director

Executive Director
Deputy Director

Level 2 — Manager

Administrative & Finance Manager

Program Manager

Level 3 — Officer (Administrative and Project)

Senior Finance Officer

Junior Finance Officer

Audio Visual Officer

Development Officer

Program Officer — Colors Rainbow

Program Officer ( HRE- 2 Post)

Level 4 — Coordinator

Administrative & Logistic Coordinator - Yangon
Administrative Coordinator — Chiang Mai

Finance & Administrative Coordinator - Mandalay
Finance & Administrative Coordinator — Colors Rainbow

Project Coordinator — Rays of Rainbow

Program Coordinator — Colors Rainbow

Media & Communication Coordinator — Colors Rainbow

Network Coordinator — Colors Rainbow

Web & IT Coordinator

Network Coordinator

Trainer Coach

Trainer Coordinator - Yangon
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e Trainer Coordinator - Mandalay

Level 5 — Trainer/Accountant

e Trainer level — 1 Mandalay

e Trainer level — 2 Yangon & Mandalay (2 Post)

e Trainer level — 3 Yangon & Mandalay (3 Post)

e Training Administrator

e Accountant

Level 6 — Staff
o Administrative & Logistic Assistant - Yangon

o Administrative & Logistic Assistant - Mandalay

e Finance & Administrative Assistant — Chiang Mai

e Administrative & Logistic Assistant — Colors Rainbow

e  Finance Assistant — Rays of Rainbow

e Administrative & Project Assistant — Rays of Rainbow
e Media and Communication Assistant

Level 7 — Low Grades
e (Cleaner & General Worker — Yangon

e (Cleaner & General Worker - Mandalay

e Security Team (Yangon & Mandalay)
o  Office Clerk

3.  Employment Classifications
Probationary Status

All new staff members complete either a three (3) or six (6) month probationary period. After the first
three (3) month of employment, a performance evaluation is administered and discussed with the new
staff member. Satisfactory completion of the performance evaluation by the probationary staff member
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leads to confirmation of their appointment. New staff members not confirmed undergo a further three
(3) month probationary period. After the six (6) months, the new staff member is again evaluated
before he/she is employed as a regular staff member or terminated.

These evaluations are performed by the Executive Director, Program Manager, Administrative & Finance
Manager, and/or other relevant supervisors in accordance with section 9 — Performance Evaluation.

Probation is applicable to all new staff.
Regular Status

On completion of the probationary period and successful review, the new employee gains regular status,
and assumes all of the responsibilities and authority of their new position in the organization.

Regular Staff
Administrative Staff

The roles of administrative staff do not change due to programmatic changes in the organization. They
depend only on the position descriptions (e.g. Executive Director, Administrative & Finance Manager,
Program Manager, Senior/Junior Finance Officer, etc.).

Project Staff

The roles of project staff depend on position descriptions and the nature of project. They are time
limited. There are several types of project staff positions:

1. Program Staff — The program staff designation was designed according to the programmatic
development of the organization.

2. Contract Staff - EQMM may employ or contract other personnel for specific missions and tenures.
Contract staff members are given work for a shorter period of time (usually less than 6 months)
agreed on by both parties. Upon completion of work, the staff position in the office dissolves. If the
contracted work finishes and the organization still require the employee’s services, the organization
drafts a new contract and the employment cycle begins anew.

3. Consultants and Independent Contractors — EQMM may employ consultants and independent

contractors. These individuals are not employees and are not eligible for bonuses or benefits,
regardless of the length of their consulting or contracting relationship, unless explicitly described in
their written contract/agreement with EQMM. While on assignment, they are expected to follow the
Human Resources Policies & Procedures Manual.

4. Volunteers — EQMM may be assisted in its work by volunteers who want to help the organization
with no remuneration (unless supported by another institution). No volunteers should obtain funding
support with other agencies without the knowledge and approval of EQMM. Volunteers are bounded
by written contracts or letters of agreement (Memos of Understanding [MOU]) between EQMM,
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themselves, and any sponsoring organization. The contract or MOU will stipulate his/her job
description, special conditions, and tenure. Volunteers and interns who can stay for at least a six (6)
month period are desirable. A minimum commitment of three (3) months is required, unless a
volunteer possesses a specific skill set or exceptional background experience.

5. Student Interns — EQMM welcomes applications for internships by students or recent graduates.
Interns and volunteers are under the supervision of the Program Manager or Deputy Director.
Funding for internships can come from the intern, international agencies, local resources, or EQMM.

All staff members, no matter what his/her status, are bound by this Human Resources Policies &
Procedures Manual and the Code of Ethics of the organization.

(Back to Contents)
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4. Position Descriptions

Position Title Deputy Director
Grade Level: Level 1

Report to: Executive Director
Duty Station: Yangon

Organizational Responsibilities:

For management and team leadership:

1. Oversee implementation of the 3-year strategic plan and transition strategy, including
monitoring indicators and identifying opportunities for growth;

2. Manage the collaborative development of new program initiatives in consultation with staff and
beneficiaries based on best practices for interactive, learner-centered human rights education;

3. Oversee implementation of all programs, finance systems, and human resources and ensure
programmatic and organizational targets are met or adjusted;

4. Monitor the current human rights situation in Myanmar and oversee content development in
response to changes and potential risks;

5. Conduct needs assessments to identify gaps in human resources and program management and
develop strategies to address such gaps;

6. Mentor, support and provide strategic leadership to team managers including Admin and
Finance Manager; A/V Officer; Program Officer; CRB Program Officer; and Development Officer.

7. Supervise staff development and team-building processes including annual strategic planning
sessions, regular monitoring trips to field sites, provision of needs-based job training and on-
going job support, and strengthened communication between program and finance teams;

8. Initiate organizational development measures including recruitment of Myanmar board
members and strategic staff expansion;

9. Facilitate regular Management Committee, team based, and individual and full staff meetings
and ensure open and accountable chains of communication across the organization;

10. Develop a positive work environment for all staff supported by a professional level human
resource management function.
For fundraising and communications:

a) Evaluate and provide feedback on narrative and financial program reports and ensure thorough
and timely fulfillment of donor requirements;

b) Oversee monitoring and evaluation systems, including regular re-assessment of program and
project indicators;

c) Identify new funding opportunities following assessment of needs and strategies in line with
strategic priorities of the organization;

d) Provide timely and effective oversight of the financial position of the organization including
identification and implementation of required changes to match funding levels;

e) Maintain effective and coordinated budget monitoring processes for grant funds;

f) Oversee the development and implementation of organisational and project budgets in
collaboration with the Finance and Administration Manager;

g) Overall responsibility for communication with donors, partners, networks, and other

stakeholders on program implementation.

Administrative Responsibilities:

1. To report to an EQMM office or approved work site for a minimum of seven (7) hours/ day and

5 days/ week (35 hours a week);
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2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies
& Procedures Manual; and other operations manuals of the organization;

3. To work under the immediate supervision of the Executive Director;

4. To supervise AFM; A/V Officer; CRB PO; HRE PO; and DO.

5. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — Postgraduate degree in human rights, law, political science, social science,
international development or other relevant fields or equivalent experience;

2. Experience — Minimum 7 years working with a human rights NGO or comparable relevant
experience in international development;

3. Skills — Demonstrated experience in organizational leadership, program management, and team

supervision; Excellent written and verbal English language and general communication skills;
Experience in financial management and budget development; Knowledge of Myanmar context;
Proficient in Microsoft Office and general computer skills.

Compensations:

1. Salary level — Monthly Salary of xxxx MMK per month and increase based on satisfactory service

after staff evaluation process and increase in organizational donor funding. Annual bonus of half
month salary is covered subject to available organizational donor funding and a result on staff
annual performance.

2. Benefits: Myanmar visa expenses and international health care insurance is partially covered
subject to available organizational donor funding and health care policies.
3. Professional development — (a) Opportunity to attend EQMM'’s human rights education capacity

building courses; and (b) Opportunity to work, study, meet, and make connections with
professionals in human rights NGOs and other human rights institutions and networks at national,
regional and international levels.

Position Title Administrative & Finance Manager
Grade Level: Level 2

Report to: Deputy Director

Duty Station: Yangon

Organizational Responsibilities:

1.

For the day-to-day administrative management operations which includes: administration and

human resources:

a) Administration - Maintains the office calendar of important organizational dates and deadlines;

Makes office announcements and communications including office policies and procedures in
coordination with the management committee (M-COM), official correspondence and website
updating;

Supervises for arranges local, regional, and international travel plans of staff members and other

Human Resources Policies and Procedures Manual Page 48




related organizational funding agencies or resource person or training participants by the
administrative coordinator;

Monitors Human Resources Policies and Procedures Manual and updates them as required
annually, and orientation to new staff and de orientation to old staff as required;

Organizes and participates in regular staff meetings as required in coordination with deputy
director or other M-COM members;

Delegates other organizational tasks from time to time to the office staff;

Supervises the allocating publications, distribution, and listing by the administrative & logistic
coordinator (headquarter) and finance & administrative coordinators and administrative
coordinator (remote offices);

Verifies consolidated assets register/capital equipment list prepared by the accountant on a
quarterly and annual basis; and

Oversees headquarter and remote offices day to day administrative operations and supervise
the administrative & logistic coordinator, finance & administrative coordinators and
administrative coordinator to improve team efficiency and productivity.

b) Human Resources — Makes approval leave requests following by the Human Resources Policies
and Procedures Manual, and verifies leaves record prepared by the administrative & logistic
coordinator (headquarter) and the finance & administrative coordinators and administrative
coordinator (remote offices) on a monthly basis;

Verifies the staff attendance log book prepared by the administrative & logistic coordinator
(headquarter) and finance & administrative coordinator/administrative coordinator (remote
offices) on the numbers of hours worked by each staff member on a monthly basis;

Supervises and monitors the human resource files and ensure that the filing systems are up-to-
date and secure;

Supervises the arrangement of visa/work permit and health insurance are to each staff member;
and

Administers the organization’s recruitment process.

2. For_the day-to-day financial management operations which include:

a) Financial & accounting policies & procedures — Monitors and evaluates policies and procedures
and recommends to M-COM for their modification or change; and

Manages the financial and accounting systems to ensure that they are in compliance with the
Financial Policies and Procedures Manual and normal accounting procedures.
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b) Financial & accounting budget operations — Supervises the work of the senior finance officer
and junior finance officer; oversee cash flow management, maintain internal budget controls,
and ensure the efficiency of the finance and accounting staffs;

Verifies day to day operations which among other tasks includes the bi weekly updating of

financial management reconciliation data and finance transactions;
Verifies bi weekly cash count which is prepared by the senior and junior finance officers;

Prepares the overhead percentage rate(s) calculations as well as the annual organization budget
which includes individual projects budget with assistance from the senior and junior finance
officers and advice of the program manager, and update the budget as and when changes are
required;

Supervises the monthly updating of all projects budget review forms, and make a discussion with
the program manager or officers for taking action on a quarterly basis;

Makes approval for the retention of project activities cash balances for future use in
coordinating with the program manager;

Conducts monitoring visits to remote offices relating administrative and finance operations:
Reviews a lost property report email to determine financial responsibility; and

Maintains projects grants and related documents as files.

c) Advance/reimbursement/payment — Verifies the advance or reimbursement payment forms
upon approval and submission by the senior and junior finance officers;

Makes approval the advance or reimbursement payment forms outside of the total budgeted
project projection or outside of the scope of a line item, more than 10% budget deviation and
expense exceptions on a case —by-case basis; and

Verifies project advance request listed summary prepared by the senior and junior finance
officers on a bi weekly basis.

d) Audit - Takes responsible for answering any questions from the external auditor and/or donors
regarding financial reports;
Verifies auditing equipments/assets annually; and

Supervises the senior and junior finance officer the annual financial reports to be audited.

e) Banking — Authorizes the senior and junior finance officer to make bank withdrawals and
supervise their recording in the computerized accounting software i.e. Quick Book;

Maintains bank accounts books are kept in a locked safe box in jointly responsible with the
senior and junior finance officers;

Provides a donor acknowledgement for donor bank deposits and verify overall donor deposits
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for completeness; and

Verifies a computerized each project bank transaction submitted by the senior and junior finance
officers.

f) Donor, government, stakeholder and internal financial reports — Verifies all internal financial
reports prepared by the senior and junior finance officers in a timely manner, and ensures that
internal financial reports are completed and correct;

Communicates with HREIB donors and other stakeholders on other related financial policies and

procedures, and reports; and

Manages the preparation and presentation financial reports to donors and government, and
ensuring that donor/government reports are completed and submitted to the donors in timely
manner.

3. For day to day communication and website activities which include:

a) Oversees day to day communication and website & IT operations.

4. For day to day organization management activities which include:
a) Takes a representative role of M-COM members;

b) Attends regular M-COM meetings, or calling a meeting as required; and

c) Provides inputs prior to management issues within a M-COM committee.

5. For other organizational tasks that may from time to time be assigned.

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/ week
(35 hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the deputy director;

4. To directly supervise the administrative & logistic coordinator(YGN), administrative coordinator
(CM), web & IT coordinator (YGN), senior and junior finance officers (YGN), and finance &
administrative coordinators (CRB and Mdy) as team leader; and

5. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — BA or equivalent in management and administration field;

2. Experience — Minimum of seven (7) years;

3. Skills — Supervisory skills; Microsoft Office Suite (Word, Excel, Power Point etc.); Financial
management; Intermediate English and Burmese language proficiency;
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Compensations:

1. Salary level — Monthly Salary of Myanmar Kyat xxxxx per month with periodic (annual) salary
increase based on satisfactory service after staff evaluation process and increase in organizational
donor funding. Annual bonus of half month salary is covered subject to available organizational
donor funding and a result on staff annual performance.

2. Other Benefit — Basic health care insurance is covered subject to available organizational donor
funding and social benefit policy.

3. Professional development — (a) Opportunity to attend EQMM'’s human rights education capacity
building courses; and (b) Opportunity to work, study, meet, and make connections with
professionals in human rights NGOs and other human rights institutions and networks at national,
regional and international levels.

Position Title Program Manager

Grade Level: Level 2

Report to: Deputy Director

Duty Station: Yangon

1. For the day-to-day program/project planning which includes:

a) Facilitate the development of a 3 year strategic plan as a member of the organization’s
Management Committee including benchmarks for program growth;

b) Providing leadership and guidance on the development of new human rights education
initiatives and related educational materials;

c) Evaluating the strategic opportunities for relocating the organization’s headquarters and
support development of transition plan through the Management Committee;

d) Researching online collaboration and project management tools, i.e. Basecamp and MS project
and lead the finalization of Project Management Policies and Procedures, including linking the
organizational strategy and log frame, M&E procedures and impact assessment with support
from the Development Officer;

e) Researching best practices for interactive, learner—centered human rights education;

f) Conducting needs assessment survey to identify gaps in human resources and develop strategies
to address such gaps.

For_the day-to-day program/project team management which include:

a) Providing needs-based job training and ongoing job support;

b) Reviewing program staff work plans, budgets and program activities;

c) Conduct regular supervision and monitoring trips to program staff in Burma;
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d) Identifying need for, engaging and supervising volunteers to support program development and
implementation;

e) Facilitating regular program and individual staff members meetings;

f)  Ensuring program staff members have comprehensive position descriptions that are clear and
up to date;

g) Conducting regular performance evaluations to assess the skill, experience and professional
development needs of program staff.

3. Forday to day program/project management reporting activities which includes:

a) Managing monitoring and evaluation systems; and

b) Evaluating and providing feedback on narrative program / project reports.

4. For day-today program / project financial management which includes:

a) Integrate project narrative and financial plans for programmes / projects prior to submission to
donor;

b) Advise Administration & Finance Manager and Finance Officer on annul organizational and
project budgets;

c) Assessment and approval of costs outside project budgets in consultation with Administration
and Finance Manager;

d) Answering donors’ questions in financial reporting and issues in consultation with
Administration & Finance Manager

e) In consultation with Finance and Administration Manager support the Development Officer and
Management Committee in assessing fundraising needs and opportunities in accordance with
strategic priorities of HREIB;

5. For day-to-day program/project representation which includes:

a) Representing the organization with partners, donors and human rights networks in Thailand, Burma
and through regular communication via e-mail, phone, skype and other means.

6. For other organizational tasks that may from time to time be assigned.

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/
week (35 hours a week);

Human Resources Policies and Procedures Manual Page 53



2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the Deputy Director; and

4. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — BA or equivalent
2. Experience — Minimum of seven (7) years
3. Skills — Supervisory skills; Microsoft Office Suite (Word, Excel, Power Point etc.); English proficiency

Compensations:

1. Salary level — Special Salary Range of xxxxx per month with periodic (annual) salary increase based
on satisfactory service after staff evaluation process and increase in organizational donor funding.

2. Other Benefit — Basic health care insurance is covered subject to available organizational donor
funding and social benefit policy.

3. Professional development — (a) Opportunity to attend HREIB’s human rights education capacity
building courses; and (b) Opportunity to work, study, meet, and make connections with
professionals in human rights NGOs and other human rights institutions and networks at national,
regional and international levels

Position Title Senior Finance Officer

Grade Level: Level 3

Report to: Administrative & Finance Manager

Duty Station: Yangon

Organizational Responsibilities:

1. For_the day-to-day finance and accounting operations:

Assists the administrative & finance manager in the management and implementation of the
organization’s financial and accounting system;

Provides management oversight to assigned projects finance and accounting staffs at
headquarters(Yangon) and remote offices for Thailand based projects;

Provides internal trainings/workshops related to the computerized accounting system to
accounting staffs;

Keys in all administrative and Thailand based project expenses for assigned projects and bank
transactions for all assigned projects into computerized accounting system immediate after the
expense data is verified; and

Maintains the organizational records of all assigned projects financial and accounting
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transactions.

2. For _the day-to-day financial management operations:
Banking

Maintains the main organization bank account and assigned projects bank accounts records;

Oversees headquarters Yangon office safe box jointly with the administrative & finance manager,
which contains all of the organizations and project bank account books (Yangon based projects
only) and records;

Prepares a summary project and administrative approved advance list for each assigned project
and reports to the administrative & finance manager for verification quarterly for further cash
withdrawal procedures;

Checks the appropriate transfer of funds deposited to assigned local project accounts;

Prepares the ‘bank withdraw authorization’ forms with the necessary authorized signatories
when withdrawing approved funds; and

Maintains a record of banking transactions in both the finance headquarters Yangon office files
and the computerized accounting system.

Budget Planning

Assists the concerned program manager and the administrative & finance manager in
developing and modifying (as required) the annual organization and assigned projects budgets;

Reviews the annual project budgets to insure their easy translation into the organizational
budget and accounting categories; and

Balances accounts according to the financial budget, and insures that the organization is not
spending more than planned.

Advances/reimbursements/expenses

Approves all ‘payment request’ forms (reimbursements and advances) related to assigned
projects based on the approved annual organization budget, provides the required clearances
and reports any deviation with the operational budget to the administrative & finance manager
before approval, and provides bi weekly an ‘advance list’ of requests to the administrative &
finance manager;

Authorizes advance payments in anticipation of an official expense if it will be incurred and
reported;

Transfers, pays advances or reimburses funds to the appropriate coordinator/officer or staff, and
maintains records of transactions in the headquarters (Yangon) finance office files and the
computerized accounting system;

Reviews the reasons why if a ‘monthly expense report’ form is late, when it will be submitted,
and approves any late submissions;

Verifies monthly financial reports prepared by the finance & administrative assistant (CM) and
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the finance & administrative coordinator (CRB);

Follows up with concerned staff members to submit expense reports and receipts within the
time allowed through the finance & administrative coordinator (CRB) and finance &
administrative assistant (CM);

Prepares the ‘finance follow-up’ forms related to staff expense reports for the finance &
administrative assistant (CM) and finance & administrative coordinator (CRB); and

Records honorarium payments earned by assigned projects staffs into the computerized
accounting system as “other income”.

Cash Management

Supervises headquarters Yangon office cash management related to assigned projects, and the
safe keeping of petty cash in a locked safe box;

Participates in the joint overseeing of the headquarters Yangon office safe box which contains
the assigned projects petty cash;

Maintains a detailed record of all cash added to and disbursed from petty cash;

Conducts a weekly cash count and reconciles the headquarters (YGN) petty cash book for
assigned projects bi weekly; and reports to the administrative & finance manager for verification
bi weekly;

Checks bi weekly the ‘project reconciliation summary’ and ‘detail’ forms versus the ‘expense
report’ forms; and

Supervises the cash management of the Chiang Mai and Colors Rainbow offices which on a day —
to — day basis is managed respectively by the finance & administrative assistant (CM) and the
finance & administrative coordinator (CRB).

3. For day-to-day internal and external reporting activities:

Internal Reports

Prepares up-to-date financial management ‘project reconciliation summary’ and ‘detail’ forms
and reports bi weekly to the administrative & finance manager for verification;

Prepares bi weekly up-to-date financial management ‘cash count’ forms and reports to the
administrative & finance manager for cash checking;

Reviews monthly expense reports for each assigned project and keys that expense data into the
organization’s computerized accounting system, and reports on this data entry monthly to the
administrative & finance manager;

Prepares monthly the up-to-date ‘budget review’ form for each assigned project and provides
them to the administrative & finance manager for verification;
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Administers the monthly ‘bank book- computerized’ transaction report and provides the report
to the administrative & finance manager for verification;

Prepares a bi weekly up-to-date financial management ‘project reconciliation summary’ and
‘detail’ forms report for office ‘other accounts’ and provides the report to the administrative &
finance manager for verification; and

Prepares an internal organizational financial report on the offices ‘other income’ twice a year and
provides to the administrative & finance manager for verification.

External Reports

Maintains the organization’s financial reports calendar up- to -date jointly with the junior
finance officer, and in consultation with the administrative & finance manager;

Prepares financial reports for donors for assigned projects in a timely manner and provides the
reports to administrative & finance manager for review;

Facilitates the annual financial reports to be audited under supervision of administrative &
finance manager, and

Assists the administrative & finance manager for the follow up questions related with donor
financial and audited reports.

7.

For paying the monthly salary to Equality Myanmar Yangon office based staff members.

. For assisting in any work and functions of the organization e.g. trainings, workshops, internships,

forums, campaigns, as requested by the executive director, program manager and/ or
administrative & finance manager.

For following the organization’s ‘Financial Policies and Procedures Manual’_in all work related
responsibilities.

For providing other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

a. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/
week (35 hours a week);
b. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual ; and other operations manuals of the organization;
c. Towork under the immediate supervision of the administrative & finance manager;
d. To supervise the finance & administrative assistant (CM) and finance & administrative coordinator
(CRB) in the operation of accounting and financial management as team leader; and
e. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

a. Education — BA in Accounting , or Financial Management or equivalent degree or diploma;
b. Experience — Minimum of five (5) years;
c. Skills — Supervisory skills; Microsoft Office suite (Word, Excel, Power Point); Accounting tools (Excel

and Quick book), Intermediate English and Burmese language proficiency;
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Compensations:

a.

Salary level — Monthly Salary of Myanmar Kyat xxxx per month with periodic (annual) salary
increase based on satisfactory service after staff evaluation process and increase in organizational
donor funding. Annual bonus of half month salary is covered subject to available organizational
donor funding and a result on staff annual performance.

b. Other Benefit — Basic health care insurance is covered subject to available organizational donor

funding and social benefit policy.

c. Professional development — (a) Opportunity to attend EQMM'’s human rights education capacity
building courses; and (b) Opportunity to work, study, meet, and make connections with
professionals in human rights NGOs and other human rights institutions and networks at national,
regional and international levels.

Position Title Junior Finance Officer

Grade Level: Level 3

Report to: Administrative & Finance Manager
Duty Station: Yangon

Organizational Responsibilities:

a. For the day-to-day finance and accounting operations:
Assists the administrative & finance manager in the management and implementation of the
organization’s financial and accounting system;
Provides management oversight to assigned projects finance and accounting staffs at
headquarters and remote offices for Burma based projects;
Provides internal trainings/workshops related to the computerized accounting system to
accounting staffs;
Keys in all administrative and Burma based project expenses for assigned projects and bank
transactions for all assigned projects into the computerized accounting system immediate after
the expense data is verified; and
Maintains the organizational records of all assigned projects financial and accounting
transactions.

2 For_the day-to-day financial management operations:

Banking
Maintains assigned projects bank account records

Oversees the headquarters office safe box jointly with the senior finance officer and
administrative & finance manager, which contains all of the organizations and project bank
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account books/records;

Prepares a summary project and administrative approved advance list for each assigned project
and reports to the administrative & finance manager for verification quarterly for further cash
withdrawal procedures;

Checks the appropriate transfer of funds deposited to designated local project accounts;

Prepares the bank ‘withdraw authorization’ form with the necessary authorized signatories
when withdrawing approved funds; and

Maintains a record of banking transactions in both the Yangon finance office files and the
computerized accounting system.

Budget Planning

Assists the concerned program manager and the administrative & finance manager in
developing and modifying (as required) the annual organization and assigned projects budgets;

Reviews the annual project budgets to insure their easy translation into the organizational
budget and accounting categories; and

Balances accounts according to the financial budget, and insures that the organization is not
spending more than planned.

Advances/reimbursements/expenses

Approves all ‘payment request’ forms (reimbursements and advances) related to assigned
projects based on the approved annual organization budget; provides the required clearances
and reports any deviation with the operational budget to the administrative & finance manager
before approval; and provides bi weekly an ‘advance list’ of requests to the administrative &
finance manager;

Authorizes advance payments in anticipation of an official expense if it will be incurred and
reported;

Transfers, pays advances or reimburses funds to the appropriate coordinator/officer or staff, and
maintains records of transactions in the headquarters Yangon finance office files and the
computerized accounting system;

Reviews the reasons why if a ‘monthly expense report’ form is late, when it will be submitted,
and approves any late submissions;

Verifies the monthly financial reports prepared by the accountant (YGN) and the finance &
administrative coordinator (MDY);

Follows up with concerned staff members to submit expense reports and receipts within the
time allowed through the finance & administrative coordinator (MDY) and accountant (YGN);

Prepares the ‘finance follow-up’ forms related to staff expense reports for the accountant (YGN)
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and the finance & administrative coordinator (MDY);and

Verifies the ‘finance follow-up’ forms with the related expense reports prepared by the
accountant (YGN) and the finance & administrative coordinator (MDY) before releasing them to
the concerned staff.

Cash Management

Supervises headquarters Yangon office cash management related to assigned projects, and the
safe keeping of petty cash in a locked safe box;

Participates in the joint overseeing of the Yangon office safe box which contains the assigned
projects petty cash;

Maintains a detailed record of all cash added to and disbursed from petty cash;

Conducts a weekly cash count; reconciles bi weekly the headquarters (Yangon) petty cash book
for assigned projects; and reports bi weekly to the administrative & finance manager for
verification;

Checks bi weekly the ‘project reconciliation summary’ and ‘detail’ forms versus the ‘expense
report’ forms; and

Supervises the cash management of the Mandalay and Yangon offices which on a day —to — day
basis is managed by the accountant (YGN) and the finance & administrative coordinator (MDY).

3. For day-to-day internal and external reporting:

Internal Reports

Prepares for assigned projects the up-to-date financial management ‘project reconciliation
summary’ and “detail’ forms and reports to the administrative & finance manager bi weekly for
verification;

Prepares for assigned projects bi weekly up-to-date financial management ‘cash count’ forms
and reports to the administrative & finance manager for cash checking

Checks the monthly ‘cash count’ form and ‘project reconciliation summary’ and ‘detail’ reports
prepared by the accountant (Yangon) and the finance & administrative coordinator (MDY), and
then submits to the administrative & finance manager for verification;

Reviews assigned projects monthly expense reports and keys that expense data into the
organization’s computerized accounting system, and reports on this data entry monthly to the
administrative & finance manager;

Prepares for assigned projects monthly up-to-date ‘budget review’ forms and provides them to
the administrative & finance manager for verification; and

Administers for assigned projects the monthly ‘bank book- computerized ‘transaction report and
provides the report to the administrative & finance manager for verification.
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External Reports

Maintains the organization’s financial reports calendar up- to -date jointly with the senior
finance officer and in consultation with the administrative & finance manager;

Prepares assigned projects financial reports for donors in a timely manner and provides these
reports to administrative & finance manager for prior review;

Facilitates the annual financial reports to be audited under supervision of administrative &
finance manager, and

Assists the administrative & finance manager for the follow-up questions related with donor
financial and audited reports.

4. For assisting in any work and functions of the organization e.g. trainings, workshops, internships,
forums, campaigns, as requested by the executive director, program manager and/ or
administrative & finance manager.

5. For following the organization’s ‘Financial Policies and Procedures Manual’_in all work related

responsibilities.

6. For providing other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/

week (35 hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the administrative & finance manager;

4. To supervise the accountant (YGN) and the finance & administrative coordinator (MDY) in the
operation of accounting and financial management functions as team leader; and

5. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

a. Education — BA in Accounting , or Financial Management or equivalent degree or diploma;
b. Experience — Minimum of five (5) years;

Skills — Supervisory skills; Microsoft Office suite (Word, Excel, Power Point); Accounting tools (Excel
and Quick book), Intermediate English and Burmese language proficiency;

Compensations:

1. Salary level — Monthly Salary of Myanmar Kyat xxxx per month with periodic (annual) salary
increase based on satisfactory service after staff evaluation process and increase in organizational
donor funding. Annual bonus of half month salary is covered subject to available organizational
donor funding and a result on staff annual performance.

2. Other Benefit — Basic health care insurance is covered subject to available organizational donor
funding and social benefit policy.

3. Professional development — (a) Opportunity to attend EQMM'’s human rights education capacity

building courses; and (b) Opportunity to work, study, meet, and make connections with
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professionals in human rights NGOs and other human rights institutions and networks at national,
regional and international levels.

Position Title Audio Visual Officer
Grade Level: Level 3

Report to: Deputy Director
Duty Station: Yangon

Organizational Responsibilities:

1. For_managing on a day-to-day basis the audio visual units operations which includes:
Produces multimedia resource materials on various human rights related themes, including: video

dramas, short documentaries, songs and music videos on human rights issues; Human Rights
Education TV series, Colors Rainbow TV series; and Human Rights TV drama; etc;

Develops audio visual products with highly relevant human rights themes through in consultation
with program manager and executive director, and program officers (Human Rights Education
Program Officer; LGBT/Colors Rainbow Program Officer; etc);

Script writing (in coordination with the deputy director and executive director);
Directs and manages the production of all audio visual resources;

Develops the audio visual team's management and technical skills;
Collaborates and establishes partnerships with media organizations in Burma;

Collaborates with web & IT coordinator on regular basis to ensure the AV activities are well reflected
on the site;

Travels with audio visual unit to field sites for filming and interviewing;
Conducts video trainings with staff and members of partner organizations;

Identifies and recruits necessary external technical assistance (part-time / contractual) for
productions in consultation with administrative & finance manager and deputy director;

Delegates photo documentation, editing or other AV production activities as necessary to assistant
editor, or part time / contract staff and refer to administrative & logistic coordinator of Yangon office
to maintain at photo / video database;

Manages and monitors the use of AV equipment, such as photo and video cameras, computers

equipment and other equipment, and administers AV equipments maintenance; and

Maintains AV’s assets lists, and reports bi-monthly to the administrative & logistic coordinator of
Yangon office for updates of list, maintenance, and other equipment-related matters.

Human Resources Policies and Procedures Manual Page 62



2. Responsible for audio visual unit planning which includes:
a) Plans ‘audio visual unit’ project quarterly and annual activities;
b) Discusses the project with executive director, deputy director, administrative & finance manager,
and program officers & development officer and
¢) Facilitates quarterly meetings for activity planning for audio production with executive
director/trainer coach/adviser and/or HRE program officers.

3. For reporting on audio unit activities which includes:

a) Delegates narrative activity report writing to assistant editor and submit to deputy
director/development officer at 15" of every month including the following relevant supporting
documents: photographs of the activity, participants feedback, and production documents; and

b) Facilitates monthly budget planning meeting with the accountant, and verifies monthly advances
and expense report which prepared by the accountant at the 15 of every month including the
following relevant supporting documents; receipts - following HREIB financial policies and
procedures manual.

4. For providing other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/
week (35 hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the deputy director;

4. To supervise the assistant editor(s), and/or part time assistant staff or contract staff in the operation
of the audio visual unit as team leader; and

5. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — Minimum BA plus technical audiovisual training

2. Experience — Minimum of five (5) years

3. Skills — Knowledgeable in using audio visual software packages i.e. Final Cut Pro; | — movie, Basic
English, and Burmese Language proficiency

Compensations:

1. Salary level — Monthly Salary of Myanmar Kyat xxxx per month with periodic (annual) salary
increase based on satisfactory service after staff evaluation process and increase in organizational
donor funding. Annual bonus of half month salary is covered subject to available organizational
donor funding and a result on staff annual performance.

2. Other Benefit — Basic health care is covered subject to available organizational donor funding and
social benefit policy.

3. Professional development — (a) Opportunity to attend EQMM’s human rights education capacity
building courses; and (b) Opportunity to work, study, meet, and make connections with
professionals in human rights NGOs and other human rights institutions and networks at national,
regional and international levels
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Position Title Development Officer

Grade Level: Level 3
Report to: Deputy Director
Duty Station: Yangon

Organizational Responsibilities:

1. For grant writing and management which includes:

a) Develops clear fundraising goals with senior management team;

b) Develops effective strategies to secure adequate funding to meet targets, including
maintaining and increasing existing sources of funding as well as cultivating and developing
new funding sources;

c) Researches grant opportunities which are a good fit to HREIB's organizational and
programme strategies;

d) Satisfies all grant requirements to produce effective, persuasive and comprehensive grant
applications in accordance with strategic priorities set by the Management Committee;

e) Produces communications materials related to all grants including narrative progress
reports and content for website in collaboration with program teams and the web & IT
coordinator;

f) Prepares presentations for and meet with visiting prospective and existing donors;

g) Maintains a database that tracks the funding process and monitors donors reporting
requirements.

2. For monitoring and evaluation which includes:
a) Designs monitoring tools to evaluate the impact of activities;

b) Designs monitoring tools to evaluate the impact of activities;

c) Prepares outcome indicators for sector-based human rights trainings linked to project-
specific proposals and the organizational log frame and strategy in collaboration with the
deputy director;

d) Prepares outcome indicators for sector-based human rights trainings linked to project-
specific proposals and the organizational log frame and strategy in collaboration with the
deputy director;

e) Prepares outcome indicators for sector-based human rights trainings linked to project-
specific proposals and the organizational log frame and strategy in collaboration with the
deputy director;

f) Takes part in monitoring visits in Burma and conduct interviews with training participants;
organizations in HREIB’s network and potential target groups and help program staff
maintain systems to track HREIB training alumni;

g) Compiles and share lessons learned from past program implementation and best practices
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in the field of human rights education; and

h) Trains program staff on monitoring and evaluation.

3. For day to day program/project reporting activities which includes:

a) Prepares narrative program / project reports in reviewing monthly activities reports as well
as interviews to beneficiaries groups and evaluation meeting with project/program staff;
and

b) Prepares annual organization narrative reports.

4. For day to day organization management activities which include:

a) Takes a representative role of M-COM members;
b) Attends regular M-COM meetings, or calling a meeting as required; and

c) Provides inputs prior to management issues within a M-COM committee.

5. For other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an HREIB office or approved work site for a minimum of seven(7) hours/ day and 5
days/ week (35 hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of deputy director;

&

To supervise to ROR project coordinator; and

5. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — Minimum BA in development related field or equivalent degree.

2. Experience — Minimum of five (5) years working with a human rights NGO or comparable relevant
experience; Knowledge of Burma and an understanding of the current political situation.

3. Skills — Supervisory skills; Microsoft Office Suite (Word, Excel, Power Point etc.); Basic Burmese, and
English language proficiency.

Compensations:

1. Salary level — Monthly Salary of Myanmar Kyat xxxx per month with periodic (annual) salary
increase based on satisfactory service after staff evaluation process and increase in organizational
donor funding. Annual bonus of half month salary is covered subject to available organizational
donor funding and a result on staff annual performance.

2. Benefits: Myanmar visa expenses and international health care insurance is covered subject to
available organizational donor funding and social benefit policy.

3. Professional development — (a) Opportunity to attend EQMM’s human rights education capacity
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building courses; and (b) Opportunity to work, study, meet, and make connections with
professionals in human rights NGOs and other human rights institutions and networks at national,
regional and international levels.

Position Title: Program Officer (2 Post)

Grade Level: Level 3

Report to: Deputy Director/Program Manager
Duty Station: Yangon and Mandalay

Organizational Responsibilities:

1. For program development which includes:

a)
b)

d)
e)

f)
8)

h)

Participates in annual strategic planning meetings with management committee (M-Com);
Facilitates preparation and regular reviews of Strategy and logical framework analysis (log-
frame) for HREIB’s human rights education training program in collaboration with the teams of
trainers and the Program Manager/Deputy Director;

Provides leadership and guidance on the development of new human rights education initiatives
and related educational materials;

Help/develops Terms of Reference for HRE program staffs with Program Manager/Deputy
Director.

Help developing and update modules for sector-based trainings with targeted professional
groups;

Provides input to substance and form of thematic / advanced issue seminars at training centres;
Help develop model for managing externally requested trainings and provision of support to
Trainer Coordinators for time management at the training centres;

Provides input to other team strategies and the overall organizational strategy based on
complementarities with the human rights education strategy;

Develop/reviews Equality Myanmar’s standard reporting related forms.

Identifies new resources/inputs for sector-based trainings with targeted professional groups;
Help to develop appropriate budgets for sector-based trainings and issues seminars with
targeted professional groups and community events inside Burma;

Conducts needs assessment survey to identify gaps in human resources and develop strategies
to address such gaps.

m) Works with trainers & coordinators to identify partners for collaboration; and

n)

Assists in program planning and M&E missions inside Burma.

2. For team management which includes:

a)
b)
c)
d)

e)

Facilitates development of Yangon and Mandalay training centres annual activity plans and
providing constructive feedback to ensure activities can be accomplished by the end of the year;
Collects and reviewing Yangon and Mandalay training centres monthly work schedules;

Ensures regular update of ToRs for trainers and coordinators at the Equality Myanmar training
centres in consultation with the Program Manager, Finance and Administration Manager and
Co- Program Officer;

Conducts performance appraisals of Mandalay training coordinator and oversee performance
evaluations of trainer teams and provision of feedback to Program Manager;

Supervises Mandalay’s Training Coordinator, Trainer Coach, interns and volunteer who is joining
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f)

g)

h)

j)

to Equality Myanmar’s Human Rights Education program.

Ensures program staff members have comprehensive position descriptions that are clear and up
to date;

Monitors training sessions of the Equality Myanmar training centres and identify skills /
knowledge gaps in consultation with trainer coordinators, trainer coach and Co-program officer;

Develops and implementing measures to strengthen the performance and capacity of Yangon
and Mandalay trainers, including facilitation of regular study groups, identification of relevant
external resource persons, dissemination of new material / research / reports relevant for the
trainers;

Hold regular meetings (at least monthly) and phone / skype conversations (at least weekly) with
the Mandalay Trainer Coordinator and Co-Program Officer to address any issues arising and
support the daily management of the trainer teams; and

Documents disciplinary problems reported by Mandalay trainer coordinator and following
Human Resources Policies and Procedures for required disciplinary actions.

3. For financial management which includes:

a)
b)
c)

d)

Verifies advance requests, expense reports, and finance follow up forms prepared by the
Finance & Administrative Coordinators on a monthly basis, or delegate to Trainer Coordinators;
Oversees prudent / safe cash management by Finance & Administration Coordinator and Trainer
Coordinator and report any anomalies to Finance & Administration Manager;

Oversees that monthly advance payment requests are submitted on schedule by FAC and Trainer
Coordinators; and

Ensures that the Yangon and Mandalay trainer teams and coordinators are managing project
activities and running costs in accordance with approved budgets and report any major
deviances immediately to Finance & Administration Manager and Program Manager.

For monitoring and evaluation which includes:

a)
b)

d)

e)

Conducts regular supervision and monitoring trips to program staffs;

Oversees the collection and processing of all activity reports; ensuring each report contains the
following: photographs of the activity; pre/post test results and analysis; meeting
minutes/notes; participant profiles for each activity; evaluation forms; and participant feedback
and liaise with Development Officer on analysis of the documentation;

Assists in the development and maintenance of a tracking system for training participants;
Reviews analyses of pre- and post- tests (analyses will be completed by the trainer coordinators)
and submit / discuss observations Development Officer and Program Manager ; and

Maintains a log of key success stories and challenges with input from the Yangon and Mandalay
trainers & coordinators and submit / discuss with Development Officer on regular basis.

5. For facilitation and networking which includes:

a)
b)

c)

Observes trainings in Equality Myanmar training centres to provide feedback and coaching on
content and methods in collaboration with Co-Program Officer;

Serves as a resource person and content coordinator in ‘training of trainers’ of Equality
Myanmar training staff;

Takes part in and assist facilitating / arranging continuous capacity building activities for Equality
Myanmar training staff;
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d) Provides needs-based job training and ongoing job support;

e) Attends collaboration / networking meetings with other NGOs / CSOs / networks;

f) Reports back to Program Manager and Director on developments in HREIB network; target
groups / communities; and

g) Represents HREIB at donor meetings in consultation with Program Manager and Director.

For other organizational tasks that may from time to time be assigned.

Administrative Responsibilities:

1.

To report to an HREIB office or approved work site for a minimum of seven(7) hours/ day and 5 days/
week (35 hours a week).

. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &

Procedures Manual ; and other operations manuals of the organization;

To work under the immediate supervision of the Program Manager/Deputy Director and for financial
management the Finance and Administration Manager;

To supervise the HRE Program trainer coordinators as team leader; and

To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — Minimum BA in development related field or equivalent degree;
2. Experience — Minimum of five (5) years
3. Skills — Supervisory skills; Microsoft Office Suite (Word, Excel, Power Point etc.); English, Burmese

and basic Thai language proficiency

Compensations:

1. Salary level — Special Salary Range of MMK xxxx per month with periodic (annual) salary increase
based on satisfactory service after staff evaluation process and increase in organizational donor
funding.

2. Other Benefit - Basic health care insurance is covered subject to available organizational donor
funding and social benefit policy.

3. Professional development — (a) Opportunity to attend HREIB’s human rights education capacity

building courses and other capacity building courses depending on available organizational funding;
and (b) Opportunity to work, study, meet, and make connections with professionals in human
rights NGOs and other human rights institutions and networks at national, regional and
international levels
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Position Title: Program Officer

Grade Level: Level 3
Report to: Deputy Director
Duty Station: Yangon

Organizational Responsibilities:

1. For planning of the program/projects which includes:

a) Facilitates the development of a 3 year strategic plan as the head of Colors Rainbow office in consultation
with EQMM management team including benchmarks for program growth;

b) Provides leadership and guidance on the development of LGBT Rights education initiatives and related
educational materials;

c) Researches best practices for interactive, learner-centered LGBT rights education;

d) Conduct needs assessment survey to identify gaps in human resources and develop strategies to address
such gaps;

e) Participates in annual strategic planning meetings with EQMM management committee;

f) Facilitates preparation and regular reviews of strategy and logical framework analysis as well as
project/program budget for CR program in collaboration with EQMM Development Officer and
Administrative & Finance Manager; and

g) Develops detailed work plan (monthly, quarterly and annually) together with Colors Rainbow programme,
finance and administration staff for approval byEQMM Deputy Director and to be updated on monthly
basis; and share colors rainbow work plan with LGBT network advisory board and working committee
and discuss goals and strategies for their inputs.

2. For grant and fund raising which includes:

a) Develops effective strategies to secure adequate funding to meet targets, including maintaining and
increasing existing sources of funding as well as cultivating and developing new funding sources in
collaboration with EQMM Development Officer;

b) Researches grant opportunities which are a good fit to colors rainbow organizational and programme
strategies;

c) Develops fund raising goals with EQMM Development Officer;

d) Prepares presentations for and meet with visiting prospective and existing donors as well as new funding
sources;

e) Maintains a database that tracks the funding process and monitors donors reporting requirement.

3. For__supervising the organizational _establishment, project/program _implementation and team

management which includes:

a) Initiates and takes part in recruitment of new staff in the Colors Rainbow structure in consultation with
EQMM management team;

b) Initiates recruitment of relevant volunteers to support implementation of Colors Rainbow’s goals and
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c)

d)

e)

f)

g)

h)

j)
k)

m)

activities in consultation with EQMM Deputy Director;

Plans and facilitates introduction of new staff members to EQMM/Colors Rainbow procedures and their
work responsibilities;

Ensures Colors Rainbow staff members are adhering to the policies and procedures of EQMM/Colors
Rainbow and report any problems to the EQMM Deputy Director and/or Administrative & Finance
Manager;

Ensures ToRs of Colors Rainbow staff members are updated and relevant to the needs of Colors
Rainbow in consultation with EQMM Deputy Director and/or Administrative & Finance Manager;

Undertakes monitoring and supervising Colors Rainbow staff members and consultants on a daily basis
with direct supervision responsibilities for Finance and Administrative Coordinator, Advocacy
Coordinator, Program Coordinator, and Media & Communication Coordinator;

Lead weekly team meetings and report important organizational / project issues or concerns to the
EQMM Deputy Director and/or Administrative & Finance Manager;

Facilitates development of CR program annual activity plan in collaboration with CR team and provides
constructive feedback to ensure activities can be accomplished by the end of the year;

Collects and reviews individual program/project team member’s monthly work schedules;
Conducts performance appraisals to CR team members in a timely manner;

Monitors the performance of CR team members and identifies skills/knowledge gaps; and finds relevant
opportunities for team member’s capacity building in consultation with EQMM Deputy Director and/or
Administrative & Finance Manager;

Reports disciplinary problems and measures taken to the EQMM Deputy Director and Administrative &
Finance Manager; and

Liaises regularly with the LGBT Network Advisory Board and Working Committee on the evolving needs
of the network and Colors Rainbow’s role.

4 For coordinating the programme which includes:

a)

b)

d)

e)

f)

Network consolidation: Ensures regular contact with LGBT Network members and coordination /
organisation of planned network meetings (including facilitation of strengthening the current structure)
in consultation with LGBT Network Advisory Board and Working Committee;

Research Project: coordinates collection of additional research cases; collection of court data; and
drafting of additional sections by network resource persons in consultation with EQMM Deputy Director
and Development Officer;

Capacity building for LGBT network members: Coordinates the organisation of capacity building of LGBT
Network members in advocacy and human rights violation documentation;

Events: Coordinates the organisation of IDAHO and TDoR events in targeted locations in collaboration
with Advocacy Coordinator;

Advocacy Campaign: Organizes and coordinates exposure trip to Nay Pyi Taw for network delegation;
dialogue meetings with the NHRC; and other related tasks as agreed by the LGBT Network members at
network meetings and through the Working Committee;

Advocacy and initiatives in regions: Oversees that initiatives agreed on in LGBT Network meetings and in
the Working Committee are initiated by regional focal points, and that information is shared between
the regional focal points and the Working Committee on a regular basis with support from the Advocacy
Coordinator;
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g) International Advocacy Events: Coordinates the participation of LGBT Network members in regional and
international conferences and events (e.g. ILGA conference; ASEAN events; etc.) in collaboration with
the Advocacy Coordinator;

h) Colors Rainbow Website and Other Educational Resources: Supports the Coordinators responsible for
the continuous production of CR website and other IEC materials production (such as TV program, music
album, MTV album, magazines, etc) and helps in facilitating networking and agreements of collaboration
with relevant institutions, groups and other organizations; and

i) Monitoring & Evaluation: Maintains a log of key success stories and challenges with input from the
program/project team, and taking part in monitoring and evaluation missions to project/program
implementation areas.

5. For facilitating or identifying project resource persons which includes:

a) Co-organizes and facilitates trainings, workshops, community events and discussion forums on LGBT
rights e.g. advocacy and documentation training; identify or act as resource person for the HR trainings
on LGBT Rights in training centres in Yangon and Mandalay in cooperation with the HRE Program Officer;
and other relevant trainings, seminars or workshops during the contract period.

6. For networking and community support of the project which includes:

a) Reviews training requests from other organizations and assigns identify resource persons through LGBT
Network and / or the EQMM HRE programme;

b) Attends NGO/CBO collaboration events/meetings;

c¢) Updates Colors Rainbow staff, LGBT Network and EQMM management team on community
developments;

d) Identifies and discusses opportunities for collaboration with interested parties;

e) Solicits feedback from the community, noting challenges and successes to LGBT Network structure; and

f) Collaborates with national and international partner organizations to maximize the impact of
programme and network activities.

7. For financial management which includes:

a) Monitors project activities budgets;

b) Verifies advance requests, expense reports, and finance follow up forms prepared by Finance &
Administrative Coordinator on a monthly basis;

c) Authorizes bank withdraw from CR project joint account based on payment requirement of approved
advance requests;

d) Oversees prudent/safe cash management by the Finance & Administrative Coordinator (including
monthly cash count) and report any anomalies to the EQMM Finance & Administrative Manager;

e) Oversees monthly advance request and expense reports are submitted on schedules by the Finance &
Administrative Coordinator;

f) Ensures that the Finance & Administrative Coordinator and project/program coordinators are managing
project activities and office operations in accordance with approved budgets and report any major
deviances immediately to the EQMM Finance & Administrative Manager;

g) Provides inputs to the EQMM S/J Finance Officers or Administrative & Finance Manager for donor
financial reports and follow up questions, and to the EQMM Deputy Director and Development Officer
for donor narrative reports and follow up questions;
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8.

10.

For reporting on the project which includes:

a) Ensures that narrative reports are submitted to EQMM Deputy Director and Development Officer
maximum ten days after completion of each activity, including the following relevant supporting
documents: photographs of the activity; pre/post test results and analysis; meeting minutes/notes;
participant profiles for each activity; evaluation forms; participant feedback;

b) Ensures that financial reports are submitted to EQMM Finance Team each month or maximum ten days
after completion of each activity, including relevant supporting documents: receipts—following EQMM
finance policies & procedures; and ledger(s), ensuring that the total amount of receipts adds up to the
total amount in the ledger; and

c) Compiles first draft of narrative reporting on EQMM / Colors Rainbow grant agreements and submit to
EQMM Development Office and Deputy Director in accordance with donor requirements and deadlines.

For organization management which includes:

a) Acts a representative role of EQMM management team;

b) Attends regular management team meetings, or calls a meeting as required; and
c) Provides inputs prior to management issues within a senior management team.

For other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1.

To report to an EQMM/Colors Rainbow office or approved work site for a minimum at least 7 hours/ day
and 5 days/ week (35 hours a week);

To supervise directly to three coordinators in the organizations: Advocacy Coordinator, Program
Coordinator, and Media & Communication Coordinator; and mentoring to the Finance & Administrative
Coordinator;

To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies and
Procedures Manual ; and other operations manuals of the organization;

To work under the immediate supervision of the EQMM Deputy Director/Program Manager; and

To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1.
2.

Education: Minimum BA in development related field or equivalent degree;

Experience: Minimum of three (5) years working with human rights NGO and LGBT fields or comparable
relevant experience; Knowledge of Burma and an understanding of the current political situation; and

Skills: Supervisory skills; Microsoft Office Suite (Word, Excel, Power Point etc.); Intermediate English and
Burmese language proficiency.

Compensations:
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1. Salary Scale — Monthly Salary of xxxx MMK per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding. Annual bonus
of half month salary is covered subject to available organizational donor funding and a result on staff annual
performance.

2. Other Benefits — Basic health care insurance is covered subject to available organizational donor funding and
social benefit policy.

3. Professional Development - (a) Opportunity to attend EQMM)/Colors Rainbow’s human rights education
capacity building courses; and (b) Opportunity to work, study, meet, and make connections with
professionals in human rights NGOs and other human rights institutions and networks at national, regional
and international levels.

Position Title: Administrative & Logistic Coordinator
Report to: Administrative & Finance Manager
Grade Level: Level 4

Duty Station: Yangon

Organizational Responsibilities:

1. For_the day-to-day administrative management operations which includes: finance, human resources,

donor/other organizations , administration and other services:

Finance

Manages the ongoing administrative expenses of the Equality Myanmar Yangon office as approved by
the administrative and finance manager;

Prepares the monthly ‘advance request’ and ‘expense report’ for the administrative operations of the
Equality Myanmar Yangon office, and submits to the administrative and finance manager for verification
before submission to the finance department;

Prepares the monthly ‘advance request’ and ‘expense report’ for the office ‘other income’ account e.g.:
honorariums, copying, training center rent, projector & office equipment rent, etc of the Equality
Myanmar Yangon office, and submits to the administrative and finance manager for verification before
submission to the finance team;

Manages Yangon office’s assets register and labeling which prepared by the administrative & logistic
assistant; and

Checks Yangon office’s assets lists record which prepares by the administrative & logistic assistant, and
reports bi monthly to the administrative & finance manager for verification;

Administration
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Arranges the local, regional, and international travel of staff members, others related to organizational
funding agencies, resource persons or training participants i.e. air ticket, visa, invitation letter, local
transportation, etc;

Manages the operational needs of the office i.e. ordering office supplies, maintenance of fixtures,
supervision of office housekeeping, paying of service provider bills, etc;

Maintains and organizes the project files including electronic and paper copies and ensures that the
filing systems are maintained and up-to-date;

Checks supplies stock weekly to determine inventory levels;

Supervises the allocation and distribution of publications in the office publication store room; and
checks and monitors the distribution records which prepared by the administrative & logistic assistant,
then submits to the administrative & finance manager for verification;

Checks daily the office email account, faxes, mailed post and telephone messages; and respond to/or
forwards to the appropriate staff member;

Answers incoming telephone calls and takes/records messages for staff members when they are
unavailable;

Prepares internal and external office announcements and communications;

Serves as Equality Myanmar Yangon office receptionist for guests of the organization, and supervises the
other headquarter Yangon administrative office staff by assigning and monitoring clerical and secretarial
functions; and

Manages and monitors the use of office properties i.e. telephone, motorbike (if necessary), van (if
necessary), computers & other equipments;

Human Resources

Monitors the electronic and manual staff attendance log in/out, checks monthly reports which prepared
by the administrative & logistic assistant, then submits to the administrative & finance manager for
verification on the numbers of hours worked by each staff;

Maintains and organizes the organization’s human resource files and ensures that the filing systems are
up-to-date and secure;

Compiles ‘leave application’ forms to pass on to the administrative & finance manager for approval, and
prepares the monthly ‘leave summary’ report on leave days taken by each staff member for the
administrative & finance manager;

Updates daily the Equality Myanmar Yangon office notice board to describe staff location;
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Monitors and records Equality Myanmar Yangon office long distance/international telephone calls;

Facilitates visa/work permit for volunteers and international resources person and staff member’s
emergency health situation such as accidents, and hospitalized illness especially by assisting with health
care reimbursement procedures;

Announces monthly by email each staff member’s work calendar, reports to the staff supervisor for
outstanding work calendar submission, and maintains the summarize monthly activities calendar for all
programs/project or departments based in Yangon office; and

Maintains and monitors office rules under the supervision of the administrative & finance manager, and
reports on disciplinary problems/issues to the administrative & finance manager and disciplinary
measures taken;

Donors/Other Organizations

Maintains up-to-date donor, other agency and Burma based organization contact lists;

Liaises with local authorities, other agencies and Burma based agencies and organization on
administrative matters; and

Attends local Burma NGO/CBO collaboration events/meetings to build good relationship with partner
organizations, and updates to the administrative & finance manager accordingly.

Other

Organizes and documents monthly Equality Myanmar — Yangon staff meetings, takes meeting minutes,
and communicates the outcomes and decisions to staff;

Supervises the administrative & logistic assistant (Yangon) in the maintenance of the Equality Myanmar
— Yangon library (recording books and keeping an inventory) and assists staff in their search for specific
publications; and

Provides other organizational tasks that may be assigned from time to time.

2. For _the day-to-day logistic operations:

Participates in monthly and weekly planning meetings with program/project teams based in Yangon to
agree on logistic operations management, and reports monthly logistic schedules to the administrative &
finance manager for a review;

Develops and disseminates training application materials in consultation with the officers/coordinators of
project/program teams under the supervision of the administrative & finance manager;

Provides logistical assistance for meetings, conferences, seminars, workshops, trainings, events or
campaigns organized by Equality Myanmar — Yangon and delegates to the administrative & logistic
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assistant (Yangon) as required;

Develops the updated vendor quotes for logistic matters (i.e. hotel, training hall, press, flight tickets
(domestic and international), etc); and

Supervises the administrative & logistic assistant (Yangon) in scheduling and arranging transportation for
resource persons and other logistic operations.

Administrative Responsibilities:

1. To report to an HREIB office or approved work site for a minimum at least 7 hours/ day and 5 days/ week
(35 hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies and
Procedures Manual ; and other operations manuals of the organization;

3. Towork under the immediate supervision of the administrative & finance manager;

4. To supervise the Yangon office administrative staffs (administrative & logistic assistant, house keeper,
security guard, and general workers) in the operation of the office as team leader; and

5. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — BA in administration or equivalent degree or diploma;

2. Experience — Minimum of three (3) years in office administrative fields;

3. Skills — Supervisory skills; Microsoft Office suite (Word, Excel, Power Point); Intermediate English, and
Burmese languages proficiency

Compensations:

1. Salary Scale — Monthly Salary of Myanmar Kyat xxxx per month with periodic (annual) salary increase based
on satisfactory service after staff evaluation process and increase in organizational donor funding. Annual
bonus of half month salary is covered subject to available organizational donor funding and a result on staff
annual performance.

2. Other Benefits — Basic health care insurance is covered subject to available organizational donor funding and
social benefit policy.

3. Professional Development - (a) Opportunity to attend EQMM'’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human rights
NGOs and other human rights institutions and networks at national, regional and international levels.

Position Title: Administrative Coordinator

Grade Level: Level 4

Report to: Administrative & Finance Manager
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Duty Station: Chiang Mai

Organizational Responsibilities:

1. For the day-to-day administrative and financial management of operations which includes: finance,

human resources, administration and other services:

Administration

Supervises the arrangement of local, regional and international travel plans for staff, and other related
organizational funding agencies. resource persons or training participants, including air tickets, visas,
invitation letters, and local transportation;

Supervises the HREIB foundation and Chiang Mai office administrative files and filing systems including
electronic and hard copies i.e. Chiang Mai office lease contract, HREIB foundation reports etc., and
ensures that they are maintained and up-to-date;

Supervises the operational needs of the Chiang Mai office, including the ordering of office supplies; the
maintenance of office equipment; office housekeeping and security; paying of bills etc.;

Monitors the use of Chiang Mai office properties including: telephones, computers & other
equipments;

Supervises the Chiang Mai office inventory of materials and verifies ‘Capital Equipment List (Assets
Register)’ records prepared by the finance & administrative assistant (CM) then reports it bi monthly to
the administrative & finance manager;

Supervises the Chiang Mai office stock and distribution list of publications prepared by the finance &
administrative assistant (CM), verifies them and reports bi monthly to the administrative & finance
manager; and

Prepares monthly Chiang Mai team schedules before the 2" of every month, and submits it to the
administrative & finance manager.

Human Resources

Checks the Chiang Mai office staff attendance log book prepared by the finance & administrative
assistant (CM), and reports monthly to the administrative & finance manager on the numbers of hours
worked by each staff;

Checks staff leave, and reports monthly to the administrative & finance manager on leave days taken by
each staff;

Facilitates visa/work permits and health insurance arrangements for each Chiang Mai based staff;

Maintains and monitors Chiang Mai office rules, and reports disciplinary problems and measures taken
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to the administrative & finance manager;
Makes Chiang Mai office staff announcements; and

Supervises the finance & administrative assistant (CM) by assigning and monitoring Chiang Mai office
clerical and secretarial functions.

Finance

Maintains the main organization bank account as well as each joint project bank accounts records
located in Thailand in jointly responsibility with the finance & administrative assistant (CM);

Checks to withdraw funds from project bank accounts which prepared by the finance & administrative
assistant to make sure whether it’s authorized by the senior finance officer;

Conducts cash count along with cash count form verification which is prepared by the finance &
administrative assistant (CM);

Prepares monthly advance request and expense report for Chiang Mai office operations then submits it
to the administrative & finance manager (YGN) for verification; and

Manages of the ongoing of Chiang Mai office administrative expenses.

2. For providing Thailand based operational logistics:

Supervises the logistical assistance for a variety of work activities including trainings, workshops, internships,
forums, advocacy campaigns, meetings, conferences, press communications and documentation works.

3. For providing Thailand based donor /other organization coordination:

Liaises with local Thai government authorities, other agencies and organizations on HREIB foundation or
Thai based project administrative matters;

Attends Thai NGO/CBO collaboration events/meetings to build good relationships with partner
organizations, and updates as necessary the administrative & finance manager; and

Provides other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an HREIB office or approved work site for a minimum at least 7 hours/ day and 2.5 days/ week
(17.5 hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies and
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the administrative & finance manager (YGN);

4. To supervise the finance & administrative assistant (CM) as team leader; and

5. To participate in other administrative, staff and organizational meetings as required.
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Qualifications:

1. Education — BA in administration or equivalent degree or diploma;

2. Experience — Minimum of three (3) years in office administration fields;

3. Skills — Supervisory Skills, Microsoft Office suite (Word, Excel, Power Point);
Intermediate English, and Thai language proficiency;

Compensations:

1. Salary Scale — Monthly Salary of Thai Baht xxx with periodic (annual) salary increase based on satisfactory
service after staff evaluation process and increase in organizational donor funding. Annual bonus of half
month salary is covered subject to available organizational donor funding and a result on staff annual
performance.

2. Other Benefits — Basic health care insurance is covered subject to available organizational donor funding and
social benefit policies.

3. Professional Development - (a) Opportunity to attend EQMM'’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human rights
NGOs and other human rights institutions and networks at national, regional and international levels.

Position Title Finance & Administrative Coordinator

Grade Level: Level 4

Report to: Junior Finance Officer and Finance & Administrative Manager
Duty Station: Mandalay

Organizational Responsibilities:

1. For_the day-to-day administrative management of operations which includes: human resources,
administration and other services:

Administration

Arranges local, regional, and international travel plans for EM Mandalay staff, partner organizations,
resource persons, training participants or others, including air tickets, visa, invitation letters, and local
transportation;

Manages the operational needs of the EM Mandalay office, including ordering office supplies,
maintenance of office equipment, supervision of office housekeeping, paying of bills, etc;

Supervises the allocation and distribution of publications in the office publication store room; and
checks and monitors the distribution records which prepared by the administrative & logistic assistant,
then submits to the administrative & finance manager for verification;
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Checks on a daily basis the EM Mandalay office email account, post, fax, and other communications and
passes information on to the trainer teams;

Answers telephone calls, records messages for unavailable team members, and monitors/ records long
distance/ international telephone calls;

Maintains photo bank of documents referred by EM Mandalay trainers;

Administers EM Mandalay office/center Face Book account and updates the center’s activity news as
provided by the EM Mandalay trainer coordinator;

Manages and monitors the use of EM Mandalay office properties e.g. telephones, motorbikes,
computers & other equipments;

Manages Mandalay office’s assets register and labeling which prepared by the administrative & logistic
assistant; and

Maintains Mandalay office’s assets list records and reports bi monthly to the administrative & finance
manager.

Human Resources

Monitors EM Mandalay office staff attendance log book, and reports monthly to the administrative and
finance manager on the numbers of hours worked by each staff;

Compiles staff ‘leave application’ forms to pass on to the administrative & finance manager for approval
in accordance with HREIB's leave policy, and provides response to each staff;

Monitors staff leave, and reports monthly to the administrative and finance manager on leave days
taken by each staff;

Maintains and monitors EM Mandalay office rules, and reports disciplinary problems and measures
taken in coordination with EM Mandalay trainer coordinator and submits these to the administrative
and finance manager;

Facilitates visa/work permit for volunteers and international resources person and staff member’s
emergency health situation such as accidents, and hospitalized illness especially by assisting with health
care reimbursement procedures;

Announces monthly by email each staff member’s work calendar, reports to the staff supervisor for
outstanding work calendar submission, and maintains the summarize monthly activities calendar for all
programs/project or departments based in Mandalay office to be able to visible to all Mandalay based
staff; and

Checks on a weekly basis EM Mandalay office stock of supplies to determine inventory levels.

Human Resources Policies and Procedures Manual Page 80




2. Forthe day-to-day financial management of operations:

a) Prepares EM Mandalay advance requests related to projects and office operations to be verified by
trainer coordinator, and submits to junior finance officer for approval;

b) Transfers/pays sub advance payment or cash advances to the EM Mandalay project staff or local
organizers;

c) Acknowledges receipt of advance payments and EM Mandalay staff salary along with supporting
documents to the junior finance officer in Yangon;

d) Withdraws funds for project activities from the EM Mandalay joint project bank account based on
payments requirement of approved advances after authorization by the trainer coordinator, and
maintains bank account transaction records by completing monthly the ‘bank book — manual’ form
statement, and then submits it monthly to the junior finance officer along with a scan copy of project
bank book;

e) Maintains project bank accounts in the securely locked EM Mandalay office safe box which is overseen
jointly with the EM Mandalay trainer coordinator;

f) Supervises the EM Mandalay based projects and administrative cash advance management and
maintains office petty cash in a locked safe box; the safe box operation function is overseen jointly with
the finance & administrative coordinator and the EM Mandalay trainer coordinator;

g) Maintains a detailed record of all cash added to and disbursed from EM Mandalay office petty cash;

h) Conducts a weekly cash count and monthly reconciles the petty cash book in the ‘cash book’ form
together with a ‘cash count’ form; and monthly submits these reports to the junior finance officer for
verification;

i) Classifies Mandalay project expenditure activity and expenses under the supervision of the junior finance
officer;

j) Prepares payment voucher cover sheets in English for each expenditure of Mandalay projects for data
entry into the computerized accounting system; and submits these payment voucher cover sheets
monthly to the junior finance officer;

k) Manages Mandalay financial reports together with the expenditures balance sheet related to trainings
and office operations, and submits by the 15™ of each month with supporting documentation, after
verification by Mandalay trainer coordinator to the junior finance officer;

I) Maintains Mandalay office record keeping system for finance and administrative files and ensures that
all files are kept organized and in good condition; and

m) Follows the organization’s Financial Policies and Procedures Manual in all work related responsibilities.

3. For providing training logistics:
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a) Participates in monthly and weekly planning meetings with Mandalay based project team to agree on
logistic and financial operations;

b) Develops and disseminates training application materials in consultation with trainer coordinator;

c) Provides logistics assistance for meetings, conferences, seminars, workshops, trainings, events or
campaigns organized by Mandalay based project team such as scheduling resource person, food, etc;

d) Communicates with participants and responds to questions about activities in consultation with trainer
coordinator;

e) Serves as the focal person with the headquarter office for the EQMM Mandalay office finance,

administration and logistical issues; and

f) Supervises the administrative & logistic assistant (Mandalay) in scheduling and arranging transportation
for resource persons and other logistic operations.

4. Any other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an HREIB office or approved work site for a minimum at least 7 hours/ day and 5 days/ week
(35 hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies and
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the junior finance officer for financial management operations
and the administrative & finance manager for administrative and logistics management operations;

4. To supervise the Mandalay office administrative staffs (administrative & logistic assistant and House Keeper)
in the operation of the office as team leader; and

5. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — BA or diploma in Accounting, or Administration or equivalent degree;

2. Experience — Minimum of three (3) years in accounting and office administration fields;

3. Skills — Supervisory skills, Microsoft Office suite (Word, Excel, Power Point); Accounting tools (Excel and
Quick book), Intermediate English, and Burmese language proficiency

Compensations:

1. Salary Scale — Monthly Salary of Myanmar Kyat xxxx per month with periodic (annual) salary increase based
on satisfactory service after staff evaluation process and increase in organizational donor funding. Annual
bonus of half month salary is covered subject to available organizational donor funding and a result on staff
annual performance.

2. Other Benefits — Basic health care is covered subject to available organizational donor funding and social
benefit policy.

3. Professional Development - (a) Opportunity to attend EQMM'’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human rights
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NGOs and other human rights institutions and networks at national, regional and international levels.

Position Title: Finance & Administrative Coordinator — Colors Rainbow
Grade Level: Level 4

Report to: Senior Finance Officer and Administrative & Finance Manager
Duty Station: Yangon

Organizational Responsibilities:

1. For the day-to-day administrative management of operations which includes: human resources,

administration and other services:

Administration

Arranges local, regional, and international travel plans for CRB Yangon staff, partner organizations,
resource persons, training participants or others, including air tickets, visa, invitation letters, and local
transportation;

Manages the operational needs of the CRB Yangon office, including ordering office supplies,
maintenance of office equipment, supervision of office housekeeping, paying of bills, etc.;

Supervises the CRB Yangon office stock of publications, keeps them organized, and maintains an up-to-
date distribution list for the program officer (CRB) and/or coordinators (CRB);

Checks on a weekly basis the stock of supplies to determine inventory levels;

Checks on a daily basis the CRB Yangon office email account, post, fax, and other communications and
passes information on to the program officer (CRB) or other relevant staff;

Answers telephone calls, records messages for unavailable team members, and monitors/ records long
distance/ international telephone calls;

Maintains office ‘assets list’s record, and reports every second month to both the program officer (CRB)
and the administrative & finance manager;

Supervises and organizes the documentation of monthly and / or weekly internal meetings and external
meeting schedules; and

Manages and monitors the use of office properties e.g. telephones, motorbikes, computers & other
equipments.

Human Resources
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Maintains and organizes the CRB staff human resource files and ensures that the filing systems are up-
to-date and secure;

Monitors the CRB Yangon office staff attendance log book, and reports monthly to the administrative
and finance manager on the numbers of hours worked by each staff;

Updates daily staff location and other important issues and schedules on the CRB Yangon office notice
wall;

Compiles staff ‘leave application’ form to pass on to the program officer (to the administrative &
finance manager for leave without pay application) for approval in accordance with HREIB/CRB’s leave
policy, and provides response to each staff;

Monitors staff leave, and monthly reports to both program officer and administrative and finance
manager on leave days taken by each CRB staff;

Maintains and monitors CRB Yangon office rules, and reports disciplinary problems and measures taken
to the administrative and finance manager;

Makes monthly announcements on CRB staff individual work calendar and maintain summarize
monthly calendar of activities to be able to visible for all staff;

Facilitates visa/work permit for CRB Yangon volunteers when necessary and health insurance
arrangements for each staff; and

Supervises the administrative & logistics assistant by assigning and monitoring clerical and secretarial
functions.

Donors/Other Organization

Maintains up-to-date donor and other agency/ organization contact lists;
Liaises with local authorities, other agencies and organizations on administrative matters; and

Attends NGO/CBO collaboration events/meetings to build good relationships with partner organizations
as assigned by the program officer (CRB).

2. Forthe day-to-day financial management of operations:

Prepares advance requests related to CRB project activities and office operations to be verified by the
program officer, and submits to the senior finance officer for approval;

Transfers/pays sub advance payment or cash advances to the CRB project staff or local organizers;

Acknowledges receipt of bank transfer advance payments and CRB staff salary along with supporting
documents to the senior finance officer in Yangon;
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Pay monthly salary to CRB staff members under supervision of the senior finance officer;

Withdraws funds for project activities based on payments requirement of approved advances from the
CRB joint project bank account after authorization by the program officer (CRB), and maintains CRB bank
account transaction records by completing monthly the ‘bank book- manual’ form, and then submits it
to the senior finance officer along with a scanned copy of the project bank book;

Maintains project bank accounts in the securely locked CRB Yangon office safe box which is overseen
jointly with the program officer (CRB);

Supervises the CRB based projects and administrative cash advance management and maintains CRB
office petty cash in a locked safe box; the safe box operation function is overseen jointly with the
program officer (CRB);

Maintains a detailed record of all cash added to and disbursed from the CRB office petty cash;

Conducts a weekly cash count and monthly reconciles the petty cash book in the ‘cash book’ form
together with a ‘cash count’ form; and monthly submits these reports to the senior finance officer for
verification;

Conducts a monthly reconciles the bank transactions in the ‘bank book’ form; and monthly submits
these reports to the senior finance officer for verification;

Classifies CRB project expenditure activity and expenses under the supervision of the senior finance
officer;

Prepares payment voucher cover sheets in English for each CRB project expenditure for data entry into
the computerized accounting system; and submits these payment voucher cover sheets monthly to the
senior finance officer;

Manages financial reports together with expenditure balance sheets related to CRB project activities
and office operations, and submits by the 15" of each month with supporting documentation, and after
verification by the program officer (CRB), to the senior finance officer;

Prepares CRB program budgeting upon request in consultation with program officer (CRB) and the
administrative & finance manager;

Provides financial management trainings or workshops to networks members when necessary;

Maintains the CRB record keeping system for finance and administrative files and ensures that all files
are kept organized and in good condition; and

Follows the organization’s Financial Policies and Procedures Manual in all work related responsibilities.

3. For providing training logistics:
Participates in monthly and weekly planning meetings with trainer team to agree on logistic and financial

Human Resources Policies and Procedures Manual Page 85




matters related to project activities;

Supervises the administrative & logistics assistant in developing and disseminating training application
materials in consultation with program officer (CRB);

Supervises the administrative & logistic assistant (CRB) in maintaining the filing system related to project
logistic matters; and

Supervises logistical assistance for meetings, conferences, seminars, workshops, trainings, events or
campaigns organized by Colors Rainbow.

4. Any other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an HREIB/CRB office or approved work site for a minimum at least 7 hours/ day and 5 days/
week (35 hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies and
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the senior finance officer for financial management operations
and the administrative & finance manager for administrative and logistics management operations;

4. To supervise the administrative & logistic assistant (CRB); and

5. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — BA or diploma in Accounting, or Administration or equivalent degree;

2. Experience — Minimum of three (3) years;

3. Skills — Microsoft Office suite (Word, Excel, Power Point); Accounting tools (Excel and Quick book),
Intermediate English, and Burmese language proficiency

Compensations:

1. Salary Scale — Monthly Salary of Myanmar Kyat xxxx per month with periodic (annual) salary increase based
on satisfactory service after staff evaluation process and increase in organizational donor funding. Annual
bonus of half month salary is covered subject to available organizational donor funding and a result on staff
annual performance.

2. Other Benefits — Basic health care insurance is covered subject to available organizational donor funding and
social benefit policy.

3. Professional Development - (a) Opportunity to attend EQMM'’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human rights
NGOs and other human rights institutions and networks at national, regional and international levels.
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Position Title: Program Coordinator

Grade Level: Level 4
Report to: Program Officer
Duty Station: Yangon

Organizational Responsibilities:

1. Programme Coordinating includes:

a)
b)
c)
d)

e)
f)

g)

h)

i)

Coordinates for developing detailed work plans together with Colors Rainbow Programme Officer,
Advocacy Coordinator and Finance & Administrative Coordinator;

Coordinates with supervisor and Myanmar LGBT Rights Network members to ensure effective
implementation of program activities;

Attends meetings together with Programme Officer and/or Advocacy Coordinator to ensure effective
collaboration with other organizations;

Coordinates with supervisor for implementation of programme undertaken by Colors Rainbow such as
research project, network activities and Rainbow media;

Assists in report writing, proposal writing/designing and programme monitoring and evaluation;
Coordinates in organizing of meetings, campaigns and events to ensure effective dissemination of
message to the targeted communities;

Assists in Project planning such as review of project proposals, develop work plan and budget plan with
supervisor;

Assists and coordinates trainings, collaboration meetings with government/non-government
stakeholders, and regional/international organizations; and

Assists in timely supporting of program activity reports and donor reports.

2. Colors Rainbow social network management which includes:

a)
b)
c)

d)
e)

Keeps the social network active by updating news, articles, reports and organizational LGBT multimedia
productions;

Presents LGBT program messages to the public with particular attention given to communicating
information about LGBT program goals and objectives;

Coordinates with the Colors Rainbow program team to ensure activities are well reflected on the
website;

Reviews external/internal comments and undertake data analysis; and

Submits summary narrative reports about social network management to Programme Officer on a
monthly basis.

3. Maintains strong and smooth relationship with LGBT Rights Network members and participate in
organizational activities under the supervision of the Programme Officer.

4. Performs assigned other organizational tasks when needed.

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/ week (35
hours a week);
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2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the Programme Officer; and

4. To participate in other administrative, staff and organizational meetings as required.

Qualifications:
Education: Minimum BA or equivalent degree

Experience: Minimum of two (3) years working experiences with LGBT community

w Noe

Skills: Computer literate; Microsoft Office Suite (Word, Photoshop, Power Point etc);

4. Language - Basic English, and Burmese language proficiency

Compensations:

1. Salary Scale — Monthly Salary of xxxx MMK per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding. Annual bonus
of half month salary is covered subject to available organizational donor funding and a result on staff annual
performance.

2. Other Benefits — Basic health care insurance is covered subject to available organizational donor funding and
social benefit policy.

3. Professional Development - (a) Opportunity to attend EQMM)/Colors Rainbow’s human rights education
capacity building courses; and (b) Opportunity to work, study, meet, and make connections with
professionals in human rights NGOs and other human rights institutions and networks at national, regional
and international levels.

Position Title: Media & Communication Coordinator
Grade Level: Level 4

Report to: Program Officer

Duty Station: Yangon

Organizational Responsibilities:

1. Colors Rainbow Magazine production which includes:

a) Plans, manages, implements, reviews and redesigns Colors Rainbow magazine (quarterly and
annually) in timely manner;

b) Ensures the effective implementation of planned magazine production which include collecting
news and articles, write articles, English-Burmese translating, interview arrangement under the
supervision of Program Officer;

c) Collaborates with writers and collect articles, ensure dissemination of correct information to
targeted community to meet the organization goals;

d) Undertakes publishing process i.e., proof reading, layout designing, coordinate with press, with
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e)
f)

g)

h)

j)

Colors Rainbow team under the supervision of Program Officer;

Distributes the magazine to target communities within 7 days after magazine publication; and
collaborates with the administrative & logistic assistant for stock and distribution list;

Keeps record of stock and submit report to Administrative & Finance Coordinator and Program
Officer within 7 days after every publication;

Collects feedbacks from the readers and takes necessary actions under the supervision of Program
Officer for the programme development;

Conducts a monthly meeting with the Finance & Administrative Coordinator and Program Officer for
budget planning;

Submits financial report to Finance & Administrative Coordinator within (7) days of completion of
each magazine together with relevant supporting documents i.e., actual receipts which are in line
with the organization’s financial policy, and an account ledger which balances the total amount of
receipts to the total amount in the ledger; and

Submits a narrative report per magazine volume to the Program Officer within 15 days after
production.

2. Colors Rainbow Website Management which includes:

a)
b)
c)
d)
e)

f)

8)

h)

Plans, manages, implements, reviews and redesigns Colors Rainbow website (quarterly and
annually) in timely manner;

Maintains the website and keeps the website active and updated in line with Colors Rainbow
magazine publications;

Coordinates with staff members to ensure all the organization and network activities are well-
reflected on the website;

Reviews external/internal comments and undertake data analysis;

Protects website against security risks/hacking;

Develops and implements a communication strategy to increase and maintain Colors Rainbow’s
public visibility;

Collaborates with EQMM Web & IT coordinator to ensure Colors Rainbow website management;
and

Prepares and submits monthly report to the Programme Officer at the 15" of every month.

3. Maintains strong and smooth relationship with LGBT Rights Network members and participate in

organizational activities under the supervision of the Programme Officer.

4. Performs assigned other organizational tasks when needed.

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/ week (35
hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the Programme Officer; and
4. To participate in other administrative, staff and organizational meetings as required.
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Qualifications:

1. Education: Minimum BA or equivalent degree

2. Experience: Minimum of two (3) years working experiences with LGBT community
3. Skills: Microsoft Office Suite (Word, Photoshop, Power Point etc); Graphic Design, Internet Security
4. Language - Basic English, and Burmese language proficiency

Compensations:

1. Salary Scale — Monthly Salary of xxxx MMK per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding. Annual bonus
of half month salary is covered subject to available organizational donor funding and a result on staff annual
performance.

2. Other Benefits — Basic health care insurance is covered subject to available organizational donor funding and
social benefit policy.

3. Professional Development - (a) Opportunity to attend EQMMY/Colors Rainbow’s human rights education
capacity building courses; and (b) Opportunity to work, study, meet, and make connections with
professionals in human rights NGOs and other human rights institutions and networks at national, regional
and international levels.

Position Title: Network Coordinator
Grade Level: Level 4

Report to: Program Officer
Duty Station: Yangon

Organizational Responsibilities:

1. Programme advocacy and network coordination which includes:

a) Plan, manage and implement activities to ensure to meet organization goals in timely manner;

b) Participate in organizational monthly and weekly planning meetings upon logistic and financial matters
relating to organizational and programme activities;

c) Ensure policy and project implementation guidance and direction on advocacy related issues from the
LGBT Network Advisory Board and Working Committee is effectively communicated and implemented
through liaising with the regional focal points and LGBT Network members collaborating with the Colors
Rainbow Programme Officer;

d) Ensure effective implementation of network action plan and provides inputs to strengthen network as a
whole under supervision of Colors Rainbow Programme Officer;

e) Maintain good relationship and regular contact with LGBT Network members and organizations to meet
the targets in timely manner;

f) Serve as a focal contact person of LGBT Rights Network members and provide necessary support to
Myanmar LGBT Rights Network members;
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g)

h)

j)

k)

Participate in regional and international meetings and conferences representing Burma LGBT Rights
Network on its advocacy work collaborating with the Programme Officer;

Attend NGO/CBO collaboration events/meetings to build good relationship and increase visibility of
LGBT community under the supervision of Colors Rainbow Programme Officer;

Assist in researching advocacy grant opportunities which match EQMM/Colors Rainbow advocacy goals
and specific objectives and assist in fundraising to meet these, in collaboration with the Colors Rainbow
Programme Officer, the Advisory Board of the network, the Working Committee and the EQMM
Development Officer;

Assist in producing materials related to advocacy grants including narrative progress reports and content
for website in collaboration with the Programme Officer and EQMM Development Officer;

Assist in preparing presentations/reports for and meeting with visiting potential and existing donors in
collaboration with the Programme Officer;

Liaise with local authorities, other agencies and organizations on advocacy matters; and

Perform any other assigned organizational tasks when needed.

Programme management which includes:

Take part in program planning meetings and provide input to advocacy related components;

Take part in meetings with LGBT Rights Network meetings in Advisory Board and Working Committee;
Ensure information sharing and coordination between the different levels in the LGBT Network structure
(Advisory Board, Working Committee, regional focal points and the EQMM / CR office) on advocacy
related issues and activities;

Supports the development of LGBT Network advocacy strategies and coordinate implementation of
agreed activities in collaboration with the Programme Officer and LGBT Rights Network members;
Assists in expending network and reaching out to more geographical areas

Conduct follow-up visits to network members and organizations in the country and provide inputs to
Colors Rainbow and LGBT Rights Network; and

Coordinate with FAC in project (network activities) budget development, monitor budget flow and
implementation.

Maintain strong and smooth relationship with Myanmar LGBT Rights Network members and
participate in organizational activities under the supervision of the Programme Officer.

Perform assigned other organizational tasks when needed.

Administrative Responsibilities:

1.

3.
4.

To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/ week (35
hours a week);

To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual ; and other operations manuals of the organization;

To work under the immediate supervision of the Programme Officer; and

To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1.
2.
3.

Education: Bachelor or Masters Degree or proven equivalent working experience in advocacy work;
Experience: Minimum of two (3) years working experiences with LGBT community;
Skills: Computer literate; Microsoft Office Suite (Word, Photoshop, Power Point etc); Strong reporting
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skill, Strong diplomatic skill, interpersonal skill, MS Office, Internet;
4. Language — Intermediate English, and Burmese language proficiency; and
5. Values - Committed to respect, protect and promote human rights including LGBT rights.

Compensations:

1. Salary Scale — Monthly Salary of xxxx MMK per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding.

2. Other Benefits — Basic health care insurance is covered subject to available organizational donor funding
and social benefit policy.

3. Professional Development - (a) Opportunity to attend EQMM/Colors Rainbow’s human rights education
capacity building courses; and (b) Opportunity to work, study, meet, and make connections with
professionals in human rights NGOs and other human rights institutions and networks at national,
regional and international levels.

Position Title: Web & IT Coordinator

Grade Level: Level 4

Report to: Administrative & Finance Manager
Duty Station: Yangon

Organizational Responsibilities:

1. Forthe design and maintenance of the website which includes:
a) Uploads new content including relevant news articles, reports and multimedia productions;

b) Coordinates with program officers/coordinator(team leaders) to develop EQMM'’s activities news to be
ensured those are well reflected on the site up to date;

c) Reviews website and other social networks design on a regular basis and modifying design when
necessary;

d) Upgrades the contents are well reflected to EQMM’s structure, policies & procedures, and
programs/projects in consultation with EQMM’s management committee; and

e) Protects website against security risks/hacking.

2. Forincreasing Equality Myanmar’s online presence and visibility
a) Manages social networking including Face book, YouTube and Twitter accounts on a daily basis; and

b) Coordinates with contact person from Equality Myanmar facebook sites to ensure activities are well
organized between main website, facebook and EQMM facebook.

3. For developing and implementing a communication strategy to increase and maintain Equality Myanmar’s
public visibility.
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4. For_presenting Equality Myanmar’s messages to the public with particular attention given to
communicating information about our mission and vision.

5. For producing and distributing a variety of materials to communicate Equality Myanmar’s purpose,
activities and accomplishments including: fact sheets, brochures, press releases, articles, news updates
and media Kkits.

6. For assisting with the layout and design of Equality Myanmar’s publications.

7. For providing IT support which includes general computer service, server network & dorpbox system

management;
a) General Computer Service — Maintains defined computer equipment and resolving identified technical

problems;

Checks new computer equipments on arrival and installing as appropriate;

Ensures that antivirus software is installed, kept up-to-date and working properly at all computer
stations;

Liaises with the designated person responsible for the maintenance of the computer inventory; and

Liaises with the external supplier for the repair of computer equipment under warranty or maintenance
contract.

b) Server and Dorpbox network system — set up appropriate HREIB server and dorpbox network system as
necessary;

Checks network back up logs where appropriate;

Knows network infrastructure (cable and patch panels, hubs, switches) and keeping a log of any damage
toit;

Carry out routine network maintenance tasks; and

Keeps a log of all technical faults.

8. Responsible for submitting a monthly narrative summary report for websites & other social sites, and
publication production and IT support to the administrative and finance manager.

9. For providing other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/ week (35
hours a week);
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2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the administrative & finance manager; and

4. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — BA in computer or web programming
2. Experience — Minimum of three (3) years
3. Skills — IT and computer skills; Web design and programming skills and knowledgeable on PHP, Java, HTML,

Joomla; Intermediate English, and Burmese language proficiency

Compensations:

1. Salary level — Monthly Salary of xxxx MMK per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding.

2. Other Benefit - Basic health care insurance is covered subject to available organizational donor funding
and social benefit policy.

3. Professional development — (a) Opportunity to attend EQMM’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human
rights NGOs and other human rights institutions and networks at national, regional and international
levels,

Position Title Project Coordinator — Rays of Rainbow
Grade Level: Level 4

Report to: Development Officer

Duty Station: Kawthaung, Myanmar

Organizational Responsibilities:

1.

For planning of the project which includes:

a) Familiarizes with the “Human Rights for LGBT- Persons in Burma” project;
b) Reviews the LGBT Rights Projects in Rays of Rainbow;
c) Plans the strategy and project design of the LGBT Rights Projects in Rays of Rainbow; and

d) Discusses the projects with ROR’s board and management, HREIB’s management, and HREIB’s LGBT
rights program officer.

For supervising the project and team which includes:

a) Monitors project team members’ and consultants’ on a daily basis - team includes: peer educators, local
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organizers, and Rays of Rainbow project& administrative team;

b)  Submits monthly individual work schedules by using Google calendar before the 2" of every month, and
updating daily activity at the end of every working day;

c¢) Leads weekly team meetings;
d) Monitors ROR team member’s daily tasks;

e) Reviews and reporting disciplinary problems and measures taken to jointly HREIB’s Management and
ROR’s board and management; and

f)  Makes decisions on division of responsibilities and instruct ROR team members where there might be
conflicting time schedules or priorities.

. For facilitating or identifying project resource persons which includes:

a) Co-organizes and facilitating trainings, workshops, community events and discussion forums on LGBT
rights i.e. monthly human rights and LGBT rights training; monthly health discussions on HIVG & STl and
safer sex; organizing IDAHO, Coming out day and international human rights day; etc.

For networking and community support of the project which includes:

a) Attends NGO/CBO collaboration events/meetings;

b) Updates organization on community developments;

c) Identifies and discussing opportunities for collaboration; and

d) Solicits feedback and the community, noting challenges and successes.

For reporting on the project which includes:
a) Submits a narrative activity report (NAR) each month which includes relevant supporting documents i.e.

photographs of the activity; pre/post test results and analysis; meeting minutes/notes; participant
profiles for each activity; evaluation forms; and participant feedback to Development Officer; and

b) Submits a midterm and annual summary narrative report (NAR) to Development Officer based on projects
reporting deadlines.

For day-to-day financial management which includes:
a) Verifies advance request and expense report on a monthly basis;
b) Authorizes each bank withdrawal from project joint bank account based on payment requirement;
c) Oversees ROR’s financial and cash flow management;
d) Plans the annual financial of LGBT Rights Projects in Rays of Rainbow in coordination with ROR’s finance
staff.

7. For monitoring and evaluation which includes:
a) Analyzes and summarizing the results of pre- and post- tests for each activity;
b) Reviews success stories and challenges, and administering follow up activities if necessary; and
c) Monitors ROR team members’ capacity and identify opportunity to fill the gaps consulting with HREIB’s
LGBT Rights Program Officer and HREIB’s Management.
8. For other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an HREIB office or approved work site for a minimum at least 7 hours/ day and 5 days/ week

(35 hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies and
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Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of HREIB’s LGBT Rights Program Officer;

3. Tosupervise to ROR team (finance assistant, administrative & project assistant) as a team leader;

4. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education: Minimum BA or equivalent degree

2. Experience: Minimum of three (4) years working experiences in LGBT fields

3. Skills: Supervisory skills, Computer graphics skills; Microsoft Office Suite (Word, Excel, Photoshop, Power
Point etc); Intermediate English, and Burmese language proficiency

Compensations:

1. Salary Scale: Monthly Salary of Myanmar Kyat xxxx per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding. Annual bonus
of half month salary is covered subject to available organizational donor funding and a result on staff annual
performance.

2. Other Benefit - Basic health care insurance is covered subject to available organizational donor funding and
social benefit policy.

3. Professional Development: (a) Opportunity to attend EQMM'’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human
rights NGOs and other human rights institutions and networks at national, regional and international levels.

Position Title: Trainer Coach
Grade Level: Level 4

Report To: Program Officer
Duty Station: Yangon

Organizational Responsibilities:

1. For training management which includes:

a) Participates in annual planning meeting, scheduling activities and monthly meeting;

b) Plans and facilitates of monthly quarterly trainer team meetings, prepare first draft of agenda based on
quarterly work plan and consult all trainers for comments on agenda / additional points;

c) Helps identifying target organizations and people for invitation to relevant training, workshop and event
to Trainer Coordinator;

d) Provides immediate feedback and guidance in preparation and debriefing meetings before and at the
end of each training (taking note of major issues) if schedule allows;

e) Helps in assigning facilitation or co-facilitation roles to trainers team and trainer interns and volunteers
for basic HR trainings, HR thematic trainings, requested trainings by other organizations/networks, and
thematic workshops to Trainer Coordinator;
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f) Helps scheduling thematic workshops HR trainings, external requested HRE trainings and events in
relation to availability and capacity of trainers in collaboration with Program Officer, trainer coodinator
and trainers teams;

g) Researches/collects new reports and materials (tools) such as games, media tools, hand books etc. for
trainers;

h) Guides in developing modules and ensuring that modules are updated based on new political and social
development, and lead in developing new modules when necessary;

1) Makes a final check pre/post-tests including standard answers for training and develop evaluation form

for respective activity which prepared by Trainer Coordinator;

i) Observes resource persons and pass information to Trainer Coordinator to identify if there is a need for
training; and

k) Develops and submits monthly individual work schedules by using Google calendar before the 2" of
every month, and update daily activity at the end of every working day.

2. For beneficiary selection and management operations which includes
a) Shares name of network organizations and facilitate trainer teams in identifying the groups,
organizations and areas for external trainings, thematic trainings and events to approach and disseminate
application;
b) Helps and facilitates participant selection process and ensures the right participants and adequate
amount are selected; and
c) Advices and helps in identifying and selection of interns.

3. Team coaching and Capacity building which includes:

a) Leadsin organizing monthly or bi monthly discussion in both trainer teams for selection of issues and
scheduling with ED for input, including encourages other trainers to identify issues, sourcing material
for discussion, etc.;

b) Leads Mandalay and Yangon team monthly or bi monthly individual or group self-study plan and guide
in specific areas (issues) which need to be improved in line with activity plan;

c¢) Monitors and follows up the improvement and evaluation of individual trainers in terms of three areas
which are concept, knowledge and skill and report to PO;

d) Have monthly or bi monthly meeting with PO and TC to provide inputs on progress and impact of HRE

activity implementation and any discussion of the structure;

e) Makes a list opportunities coming in for participation and assign in meetings, trainings, workshops, etc.
and coordinate who takes part in what based on skills, interest and centre schedule (higher level
meetings / workshop attendance is through PO discussed with PM and ED);

f)  Makes Immediate coaching to trainers to fill the need for skills development, module revision /
development and other issues which provide from TC; and
g) Observes and provides coaching in trainings with other trainers in lead.

4, For facilitation of HRE program activities which includes:

a. Facilitates HRE trainings, external requested trainings, thematic workshops/seminars, and
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events/campaigns as well as other activities under HRE program if trainers are not available and need
expertise in certain areas;
b. Gives priority to trainers to be main facilitators while co-facilitating training, as a trainer coach. (It is not
allowed to take section on his own when co-facilitating with trainers);
c. Facilitates and Co-facilitate EQMM TOTs, refresher course and other related trainings activities when
relevant; and
d) Accompany as Facilitator or co-facilitator land mine pilot modules if necessary.

5. For reporting on training activities which include:

a) Ensures the reporting and documenting procedures are followed for all activities (including external
trainings, networking meetings, and external requested trainings);

d) Submits a narrative activity report to Program Officer within a week (7 days) completion of activity
including the following relevant supporting documents: photographs of the activity; pre/post test
results and analysis; attendant sheet, applied/selected participants’ list for each activity; and evaluation
forms;

e) Prepares and submits financial report of external trainings funded by EQMM if Training Administrator is
not available for the training administration to be submitted to the Program Officer for verification
within 7 days after activity is completed;

d) Reviews success stories and challenges, and administer follow up activities; and

e) Completes in the updated Equality Myanmar activity in the news summary of activity form for only
external trainings facilitated by trainer to send EQMM'’s Web and IT Coordinator in three days after the
activity has done.

6. For networking and advocacy activities which includes:

a) Attends NGO/CBO collaboration events/meetings and advise appropriate trainers if necessary in
consultation with PO;

b) Identifies and discusses opportunities for collaboration with other organizations, groups and networks
and report back to the Program Officer;

c) Accompany with Advocacy Coordinator to advocacy trips if necessary; and

d) Lead and take supporting role in the activity which related with Children on the Move of Burma ACT project.

7. For monitoring and evaluation which includes:
a) Makes monitoring trip to multiplier trainings, external trainings and Mandalay activities if necessary and

report to PO and respective TC;

b) Conducts Monthly or bi monthly follow up and keeps track the impact assessment of basic HR training
alumni, workshop alumni and ToT alumni and report to PO and respective TC; and

c) Facilitates to community mobilizing activity and make monitoring trips to fields and report to PO and

respective TC.

8. For Audio visual production activity which includes:

a) Acts as a facilitator in HRE TV series and involve in TV production process if necessary;

b) Accompany with Audio Visual Officer to land mine survey trip; and
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c) Acts as a focal person between AV team and trainer teams to get more understanding and linking
between these teams.

d) Advises and discuss to AV officer, AFM and ED in order to produce better AV production and effective community

educational tools.

9. For providing other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

a) Toreporttoan EQMM office or approved work site for a minimum at least 7 hours/ day and 5 days/ week
(35 hours a week);

b) To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies and
Procedures Manual ; and other operations manuals of the organization;

c) To work under the immediate supervision of the program officer;

d) To participate regular monthly meetings with program officer; and

e) To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — Minimum BA or equivalent degree; TOT course completion.

2. Experience — Minimum three (5) years

3. Skills —TOT; Supervisory skills, Microsoft Office suite (Word, Excel, Power Point),etc; Burmese and English
language proficiency

Compensations:

1. Salary Scale — Monthly Salary of xxxx MMK per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding. Annual
bonus of half month salary is covered subject to available organizational donor funding and a result on staff
annual performance.

2. Other Benefits - Basic health care coverage is provided subject to available organizational donor funding
and social benefit policy.

3. Professional Development - (a) Opportunity to attend EQMM'’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human
rights NGOs and other human rights institutions and networks at national, regional and international levels.

Position Title: Trainer Coordinator

Grade Level: Level 4
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Report To: Program Officer

Duty Station: Yangon

Organizational Responsibilities:

1. For training management which includes:

a) Participates in annual planning meeting, scheduling activities and monthly meeting;

b)
c)
d)
e)

f)

g)

h)

D)
)]

k)

m)

n)

Plans and facilitates of weekly and monthly quarterly trainer team meetings, prepare first draft of agenda
based on quarterly work plan and consult all trainers for comments on agenda / additional points;
Identifies target organizations and people for invitation to relevant training, workshop and event and
share on those lists to Training Administrator for further process;
Lead in preparation and debriefing meetings before and at the end of each training (taking note of major
issues);
Approves meeting minutes which submitted by Trainer and circulate among trainers and Program
Officer within two days;
Assigns facilitation or co-facilitation roles to Trainer Team and Trainer Intern and volunteer for basic HRs
trainings, requested trainings by other organization/networks, and thematic workshops in consultation
with Trainer Coach and if changes to format for trainings;
Schedules thematic workshops HRs trainings, external requested HRs trainings and HRs events in relation
to availability and capacity of trainers in collaboration with Program Officer and Trainers & Trainers
Coach;
Compiles and reviews external training requests from other organizations and networks and assign
appropriate trainers with their free consent if the schedule is allowed,;
Develops schedule and modules (if standard schedule and modules are not used);
Develops pre/post-tests including standard answers for training and develop evaluation form for
respective activity;
Identifies resource person and inform to Program Officer including reasons and schedules along with
monthly work plan;
Over-sees training related activities training needs assessment and make sure all the necessary
instruments are with Trainers before they organize any activity;
Develops and monitors alumni Google group account, and sharing human rights related information and
other to groups; and
Ensures google calendar is updated quarterly and monthly work plans.

2. For beneficiary selection and management operations which includes:

a) Ensures the applications are disseminated to the right targeted peoples, groups, organization and areas;
b) Identifies the groups, organizations and areas for external trainings and select them in consultation with
PO and proceed for further step;

c) Receives and collects all the application forms and passes it to Trainers to compile a list for selection
process;

d) Lead and facilitates participant selection process and ensures the right participants and adequate
amount are selected; and

e) Maintains the beneficiary profiles in a good order.

3. Team Supervision which includes:
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a) Ensures monthly individual work plan is developed and inputs provided to the monthly team schedules
and provide a consolidated monthly team work plan to office admin as monthly deadlines, and updates
daily activity at the end of every working day;

b) Monitors trainers team member’s, intern’s and volunteer’s daily tasks;

c) Ensures weekly team planning meetings are held in collaboration;

d) Acts the focal person between office admin and trainers team for late/absent attendance report,

weekends/public holidays working reports, compensatory leave approval report, etc;

e) Makes decisions on division of responsibilities and instruct trainers where there might be conflicting time

schedules or priorities; and

f) Reports disciplinary problems and measures taken in consultation with PO these to Administration and
Finance Manager.

4, For facilitation of HRE program activities which includes:

a. Facilitates HRs trainings, external requested trainings, thematic workshops/seminars, and
events/campaigns as well as other activities under HRE program; and

b. Co-facilitate EQMM TOTs, Trainers Refresher Course and other related trainings activities when
relevant.

5. For capacity building of trainers which includes:

a) Provides inputs to PO, ED and Trainer Coach on need for skills development, module revision /
development and other issues;

b) Makes a list opportunities coming in for participation and assign in meetings, trainings, workshops, etc.
and coordinate who takes part in what based on skills, interest and centre schedule (higher level
meetings / workshop attendance is through PO discussed with PM and ED);

c) Monitors trainers’ capacities and identifies opportunities to fill the gaps in consultation with Program
Officer and Trainer Coach;

d) Observes and provides coaching in trainings with other trainers in lead;

e) Lead in organising monthly discussion group and selection of issues and scheduling with Trainer Coach

and ED for input, including encourages other trainers to identify issues, sourcing material for discussion, etc;

and

f) Ensures trainers that have taken part in external courses / seminars conduct sharing sessions with other

trainers.

6. For monitoring and evaluation which includes:

a) Ensures the reporting and documenting procedures are followed for all activities which includes all

activities under HRE program and external requested trainings by other organization and networks;

b) Submits a narrative activity report (HRs trainings and thematic workshops (funded and non — funded by
EQMM), networking meetings) to Program Officer after 3 days submitted the following relevant
supporting documents from Trainers (reports are meant to submit within 10 days the activity
accomplished): photographs of the activity; 1. pre/post test question in English 2. Pre/post test results
and analysis; 3. Attendant sheet, 4. Applied/selected participants for each activity 5. Evaluation forms 6.
photo (including debriefing meeting note and documentation note after each activity);

c) Reviews success stories and challenges, and administer follow up activities;

d) Translates English - Myanmar a narrative activity report, pre-post test, evaluation summary and follow up
forms and act as translator in workshop and meeting if necessary;

e) Completes the updated Equality Myanmar activity in the news summary of activity form to send EQMM'’s
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Web and IT Coordinator in three days after the activity has done;
f)  Completes team’s monthly activity form and submit 5ht of every month and to PO;
g) Conducts bi monthly follow up and keeps track the impact assessment of basic HR training alumni and
report to PO; and
h)  Makes monitoring trip to multiplier trainings, external trainings and community mobilizing teams and
report to PO.

/. For program financial management operations which includes:

a) Participates to monthly planning meeting with Accountant and Administrative and Logistic Coordinator
for program activities budget operations and logistic operations, and providing program inputs; and
report these meeting updates to PO;

b) Verifies advance request/reimbursement and expense report administered by Accountant (only for
Yangon based activities), by Training Administrator (only for outside of Yangon based activities), and by
Trainers (only for related personnel budget such as health care, travel reimbursement, etc);

c) Monitors HRE program activities budget in coordination with the accountant on a quarterly basis, and
reports the result to the PO for further purpose;

d) Authorizes budget deviation less than 10% in collaboration with the accountant under the supervision of
Program Officer and consult to Program Manager and Administrative & Finance Manager on amounts
deviating with more than 10%; and

f) Prepares advance request five days before planned activity date and expense report within seven days

after activities accomplished for external trainings if Training Administrator is not available (if Trainer
Coordinator will serve as a trainer facilitator) for this training; then report to program officer for
verification.

8. For networking and community support which includes:

a) Attends NGO/CBO collaboration events/meetings and assign appropriate trainers if necessary in
consultation with PO; and

b) Identifies and discusses opportunities for collaboration with other organizations, groups and networks
and report back to the Program Officer.

9. For providing other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

a) To report to an EQMM office or approved work site for a minimum at least 7 hours/ day and 5 days/
week (35 hours a week);

b) To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies and
Procedures Manual ; and other operations manuals of the organization;

c) To work under the immediate supervision of the program officer;

d) To supervise trainers staff in the planning and implementation of HRE activities, and trainers interns
through respective trainers;

e) To participate regular monthly meetings with program officer; and

f) To participate in other administrative, staff and organizational meetings as required.
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Qualifications:

1. Education — Minimum BA or equivalent degree; TOT course completion;

2. Experience — Minimum three (3) years;

3. Skills =TOT; Supervisory skills, Microsoft Office suite (Word, Excel, Power Point),etc; Burmese and English
language proficiency;

Compensations:

1. Salary Scale — Monthly Salary of xxxx per month with periodic (annual) salary increase based on satisfactory
service after staff evaluation process and increase in organizational donor funding. Annual bonus of half
month salary is covered subject to available organizational donor funding and a result on staff annual
performance.

3. Other Benefits - Basic health care coverage is provided subject to available organizational donor funding and
social benefit policy.

2. Professional Development - (a) Opportunity to attend EQMM'’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human
rights NGOs and other human rights institutions and networks at national, regional and international levels.

Position Title: Trainer Coordinator
Grade Level: Level 4

Report To: Program Officer
Duty Station: Mandalay

Organizational Responsibilities:

1. For training management which includes:

a) Participates in annual planning meeting, scheduling activities and monthly meeting;

b) Plans and facilitates of weekly and monthly quarterly trainer team meetings, prepare first draft of agenda
based on quarterly work plan and consult all trainers for comments on agenda / additional points;

c) ldentifies target organizations and people for invitation to relevant training, workshop and event and
share on those lists to the Finance & Administrative Coordinator for further process;

d) Lead in preparation and debriefing meetings before and at the end of each training (taking note of major
issues);

e) Approves meeting minutes which submitted by trainer and circulate among Trainers and Program Officer
within two days;

f) Assigns facilitation or co-facilitation roles to Trainers Team and Trainers Intern and volunteer for basic
HRs trainings, requested trainings by other organization/networks, and thematic workshops in
consultation with Trainer Coach and if changes to format for trainings;

g) Schedules thematic workshops HRs trainings, external requested HRs trainings and HRs events in relation
to availability and capacity of trainers in collaboration with Program Officer and Trainers & Trainer Coach;
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h) Compiles and reviews external training requests from other organizations and networks and assign
appropriate trainers with their free consent if the schedule is allowed;

i) Develops schedule and modules (if standard schedule and modules are not used);

j) Develops pre/post-tests including standard answers for training and develop evaluation form for
respective activity;

k) ldentifies resource person and inform to program officer including reasons and schedules along with
monthly work plan;

1) ver-sees training related activities training needs assessment and make sure all the necessary instruments
are with Trainers before they organize any activity;

m) Develops and monitors alumni Google group account, and sharing human rights related information and
other to groups; and

n) Ensures google calendar is updated quarterly and monthly work plans.

2. For beneficiary selection and management operations which includes:

a) Ensures the applications are disseminated to the right targeted peoples, groups, organization and areas;

b) Identifies the groups, organizations and areas for external trainings and select them in consultation with
PO and proceed for further step;

c) Receives and collects all the application forms and passes it to Trainers to compile a list for selection
process;

d) Lead and facilitates participant selection process and ensures the right participants and adequate
amount are selected; and

e) Maintains the beneficiary profiles in a good order.

3. Team Supervision which includes:

a) Ensures monthly individual work plan is developed and inputs provided to the monthly team schedules
and provide a consolidated monthly team work plan to Finance & administrative coordinator as monthly
deadlines to be submitted to the Program Officer and Administrative & Finance Manager, and updates
daily activity at the end of every working day;

b) Monitors trainers team member’s, intern’s and volunteer’s daily tasks;

c) Ensures weekly team planning meetings are held in collaboration;

d) Acts the focal person between FAC and trainers team for late/absent attendance report,
weekends/public holidays working reports, compensatory leave approval report, etc;

e) Makes decisions on division of responsibilities and instruct trainers where there might be conflicting time
schedules or priorities; and

f) Reports disciplinary problems and measures taken in consultation with FAC and reports these to the PO
and Administration and Finance Manager.

4, For facilitation of HRE program_activities which includes:

a) Facilitates HRs trainings, external requested trainings, thematic workshops/seminars, and
events/campaigns as well as other activities under HRE program; and
b) Co-facilitate EQMM TOTs, Trainers Refresher Course and other related trainings activities when relevant.

5. For capacity building of trainers which includes:

a) Provides inputs to PO, ED, and Trainer Coach on need for skills development, module revision /
development and other issues;

b) Makes a list opportunities coming in for participation and assign in meetings, trainings, workshops, etc. and
coordinate who takes part in what based on skills, interest and centre schedule (higher level meetings /
workshop attendance is through PO discussed with PM and ED);

c) Monitors trainers’ capacities and identifies opportunities to fill the gaps in consultation with Program Officer
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and Trainer Coach.

d) Observes and provides coaching in trainings with other trainers in lead;

e) Lead in organizing monthly discussion group and selection of issues and scheduling with Trainer Coach and
ED for input, including encourages other trainers to identify issues, sourcing material for discussion, etc.;
and

f) Ensures trainers that have taken part in external courses / seminars conduct sharing sessions with other
trainers.

6. For monitoring and evaluation which includes:

a)

b)

Ensures the reporting and documenting procedures are followed for all activities which includes all
activities under HRE program and external requested trainings by other organization and networks;
Submits a narrative activity report (HRs trainings and thematic workshops (funded and non — funded by
EQMM), networking meetings) to Program Officer after 3 days submitted the following relevant
supporting documents from Trainers (reports are meant to submit within 10 days the activity
accomplished): photographs of the activity; 1. pre/post test question in English 2. Pre/post test results
and analysis; 3. Attendant sheet, 4. Applied/selected participants for each activity 5. Evaluation forms 6.
photo (including debriefing meeting note and documentation note after each activity);
Reviews success stories and challenges, and administer follow up activities;
Translates English - Myanmar a narrative activity report, pre-post test, evaluation summary and follow
up forms and act as translator in workshop and meeting if necessary;
Completes the updated Equality Myanmar activity in the news summary of activity form to send EQMM'’s
Web and IT Coordinator in three days after the activity has done;
Completes team’s monthly activity form and submit 5™ of every month and to PO;
Conducts bi monthly follow up and keeps track the impact assessment of basic HR training alumni and
report to PO; and
Makes monitoring trip to multiplier trainings, external trainings and community mobilizing teams and
report to PO.

7. For program financial management operations which includes:

a)

b)

f)
g)

h)

Participates to monthly planning meeting with the Finance & Administrative Coordinator for program
activities budget operations and logistic operations, and providing program inputs; and report these
meeting updates to PO;

Verifies advance request/reimbursement and expense report administered by the Finance &
Administrative Coordinator, and by the Trainers (only for related personnel budget such as health care,
travel reimbursement, etc);

Monitors HRE program activities budget in coordination with the Finance & Administrative Coordinator
on a quarterly basis, and reports the result to the PO for further purpose;

Authorizes budget deviation less than 10% in collaboration with the Finance & Administrative
Coordinator under the supervision of program officer and consult to the Program Manager and
Administrative & Finance Manager on amounts deviating with more than 10%;

Verifies bank withdraw form administered by the Finance & Administrative Coordinator from project
joint account;

Takes jointly responsible of cash in & disbursed from safe box operations with the Finance &
Administrative Coordinator; and

Takes jointly responsible of cash in & disbursed from safe box operations with the Finance &
Administrative Coordinator, and conducts cash count upon on FAC’s cash book report on a monthly basis.

8. For networking and community support which includes:
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a) Attends NGO/CBO collaboration events/meetings and assign appropriate trainers if necessary in
consultation with PO; and

b) Identifies and discusses opportunities for collaboration with other organizations, groups and networks
and report back to the Program Officer.

9.

For providing other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

a) To report to an EQMM office or approved work site for a minimum at least 7 hours/ day and 5 days/
week (35 hours a week);

b) To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies and
Procedures Manual ; and other operations manuals of the organization;

c) Towork under the immediate supervision of the program officer;

d) To supervise Trainers staff in the planning and implementation of HRE activities, and Trainers Interns
through respective level of Trainers;

e) To participate regular monthly meetings with program officer; and

f) To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1.

Education — Minimum BA or equivalent degree; TOT course completion;

2.

Experience — Minimum three (3) years;

3.

Skills —TOT; Supervisory skills, Microsoft Office suite (Word, Excel, Power Point),etc; Burmese and English
language proficiency;

Compensations:

1. Salary Scale — Monthly Salary of xxxx MMK per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding. Annual
bonus of half month salary is covered subject to available organizational donor funding and a result on staff
annual performance.

2. Other Benefits - Basic health care coverage is provided subject to available organizational donor funding

and social benefit policy.

3. Professional Development - (a) Opportunity to attend EQMM’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human
rights NGOs and other human rights institutions and networks at national, regional and international levels.

Position Title Accountant

Grade Level: Level 6
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Report to: Junior Finance Officer

Duty Station: Yangon

Organizational Responsibilities:

1. For the day-to-day finance and accounting operations:

Classifies expenditure activity and expenses for all Burma based projects;

Submits the checked expense reports for all projects (except CRB and Mandalay based projects) together
with a scan copy (and original receipts) of their supporting documents to the junior/senior finance officer for

approval;

Prepares the ‘payment voucher’ form cover sheets in English for all projects (except CRB and Mandalay
based projects) expenditures for data entry into the organization’s computerized accounting; and

Maintains the organizational records of all financial and accounting transactions.

For the day-to-day financial management operations:

Supervises the day-to-day projects finance operations of Yangon based and field supported activities.

Banking

Maintains each joint project bank accounts records for Yangon based projects under the supervision of

the junior finance officer;

Prepares a ‘bank withdraw authorization’ form for funds withdrawal from Yangon based joint project
accounts prior to project and logistic team payment requirements, and submits to the junior finance
officer for verification;

Checks the advance funds transfer deposited to Yangon based project accounts;

Maintains the record of bank account transactions and reconciles in the ‘bank book - manual’ form,
then submits monthly to the junior finance officer for verification;

Maintains Yangon based project bank accounts books and records in the Yangon office locked safe; the
safe box operations function is overseen jointly by the junior finance officer and accountant (Yangon);
and

Assists to the junior/senior finance officer for making bank withdraws.

Budget Planning

Takes part in the strategic planning process by providing financial and accounting information on the
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organization’s performance;

Assists the junior and senior finance officers in developing and modifying (as required) the annual
organization and project budgets; and

Facilitates a regular monthly meeting on the last working day with the project team (project
coordinators and/or program officers) and administrative team (administrative & logistics coordinator
and administrative & logistics assistant) to identify the activity and budget plans of each Yangon based
project.

Advance/reimbursement/expense

Prepares each Yangon based project’s advance request (reimbursement if necessary) based on the
monthly meeting outcomes with the respective project coordinator/officer’s verification and submits to
the junior/senior finance officer for approval;

Acknowledges funds received to the joint project accounts to the junior finance officer;

Transfers/pays sub advance payments or cash advances to the project and administrative team;
Monitors the ongoing daily expenses of Yangon based projects; and

Prepares each project’s expense report and balance sheet along with supporting documents for Yangon
based projects and submits to the junior/senior finance officer for final approval and entry of the
information monthly by the junior/senior finance officer into the computerized accounting system;
Checks project and administrative expenditure reports and reimbursements prepared by
Yangon/ROR/Chiang Mai based project staff/administrative staff on a monthly basis against their

respective supporting receipts and approved advance requests;

Provides an immediate ‘finance follow-up’ form to questions and comments on related expenditure
reports and receipts; and submits them to the junior finance officer for verification before releasing to
the concerned staff;

Submits checked expenditure reports together with a scan copy of supporting documents as soon as
possible to the junior finance officer for final approval and entry monthly into the organization’s
computerized accounting system;

Follows up with concerned staff members for Yangon/ROR/Chiang Mai based administrative, personnel
and projects expenses, and volunteer research projects to submit expense reports with original receipts
within the time allowed; and

Translates expense receipts/vouchers that are described in Burmese language into English.

Cash Management

Manages the Yangon office cash management function, and the safe keeping of petty cash in a locked
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safe box;

Maintains a detailed record of all cash added to and disbursed from the headquarters Yangon office
petty cash in the ‘cash book’ form; and ‘cash count’ form and reports monthly to the junior finance
officer for verification;

Conducts a weekly Yangon office cash count and reconciles the petty cash book on a monthly basis;

Supervise cash management in ROR projects location which is a day-to-day basis is managed by the
finance assistant through checking monthly ‘cash book’ form along with ‘cash count’ form, expenditure
‘balance sheet’ and bank transaction record with ‘bank book’ form prepared by the ROR finance
assistant;

Monitoring
Conducts Burma based field project monitoring visit on assignment.

Assets Management

Checks bi monthly assets list record with ‘capital equipment list’ form which submitted by CRB FAC,
Mdy FAC, ROR FA, CNX AC, and Ygn ALC and reports finding and recommendations to the administrative
& finance manager;

Identifies assets serial numbers to each fixed assets on a bi monthly basis then submits to the
administrative & finance manager;

Prepares a quarterly consolidated assets report then submits to the administrative & finance manager
for verification;

Prepares an annual consolidated assets report after checking assets of each office location, and reports
to the administrative & finance manager; and

Provides inputs related EQMM assets policies and procedures to the Administrative & Finance Manager.

3. For day-to-day reporting activities:
Assist the junior finance officer/senior finance officer in the preparation of financial accounting reports

(i.e. Quick Book) and other financial reports;

Facilitates the preparation of the organization’s annual financial report including audited reports for all
Burmese projects as well as the overall organization project for donors under the supervision of the
junior finance officer and the administrative & finance manager; and

Follows the organization’s Financial Policies and Procedures Manual in all work related responsibilities.

4. For providing other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/ week (35
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hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the Junior Finance Officer;

4. To supervise finance assistant (ROR) in the financial management operations; and

5. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — Minimum BA in Accounting , or Financial Management or equivalent degree or
diploma/certificate;

2. Experience — Minimum of two (2) years in accounting fields; and

3. Skills — Supervisory skills, Knowledgeable in using accounting tools i.e. Excel and Quick book; Intermediate

English and Burmese language proficiency.

Compensations:

1. Salary level — Monthly Salary of xxxx MMK per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding. Annual
bonus of half month salary is covered subject to available organizational donor funding and a result on
staff annual performance.

2. Other Benefit — Basic health care is covered subject to available organizational donor funding and social
benefit policy.

3. Professional development — (a) Opportunity to attend EQMM'’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human
rights NGOs and other human rights institutions and networks at national, regional and international
levels.

Position Title: Trainer level - 1
Grade Level: Level 5

Report To: Trainer Coordinator
Duty Station: Mandalay

Organizational Responsibilities:

1. For_training management which includes:

a) Participates in annual planning meeting, scheduling activities and monthly meetings;
b) Participates in weekly, monthly and quarterly team meetings;
c) Participates in preparation and debriefing meetings before and at the end of each training (taking note

of major issues);

d) Takes meeting minutes, and submits meeting notes (the outcomes and decisions) to Trainer Coordinator

within 2 days;

e) Helps to develop schedule and modules with other trainer team members (if standard schedule and

modules are not used);
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f) Helps to develop schedule and modules with other trainer team members (if standard schedule and
modules are not used);
g) Takes documentation in workshop and submit to TC within 7 days.
h) Prepares education resources for each activity as follow:
= Training handouts (inputs, pre & post test, evaluation forms, case studies, etc:)
=  Administer pre & post tests, attendance list and evaluation forms
= List stationary and training materials needed, and transfer to FAC/TA for purchasing
= Ensure training space is appropriately set up and ready for training
=  Collect teaching tools for training purposes
=  Collect training sources for training inputs
= Daily training observation record/evaluation ( the training flow, participants’ mood, trainers’
skill, etc)
= Take photo documents, and transfer to Finance & Administrative Coordinator and Trainer
Coordinator for each training to keep in photo bank
= Collect and summarize pre & post test, attendance list and evaluation for reporting purposes
i) Develops and submits monthly individual work schedules by using Google calendar before the 2" of
every month, and update daily activity at the end of every working day;
j) Follows Trainer Coordinator’s instructions in cases of conflicting time schedules;

k) Contacts and consults to the organizers from the hosted organizations to prepare the external trainings
are organized;

I) Observes training needs assessment and reports to Trainer Coordinator; and

m) Shares human rights related information and other to alumni Google group.

2. For beneficiary selection and management operations which includes:

a) Helps to identify application distribution list to team, and passing information to Trainer Coordinator and
Finance & Administrative Coordinator for further step;

b) Compiles and making a list of applied applications for selection process;

c) Participates in applicant selection process;

d) Contacts local organizer to consult on participant criteria and selection in order to get the qualified
participants; and

e) Compiles selected participants and submitting confirmed list to Trainer Coordinator and Finance &
Administrative Coordinator for further steps.

3. For facilitation which includes:

a) Organizes and facilitate center based workshops, external trainings, community events, and externally
requested trainings; and
b) Co-facilitates EQMM related trainings activity if necessary.

4. For monitoring and evaluation which includes:

a) Marks pre-and post — test score after training.

b) Summarizes the results of pre- and post- tests for each activity;

c) Reviews success stories and challenges, and administer follow up activities;

d) Monitors co- trainer — level — 2 and 3s’ capacity and guide and identify opportunities to fill any gaps
while consulting with trainer coordinator; and

e) Makes monitoring trip to multiplier trainings, external trainings and community mobilizing teams and
reportto TC.
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5. For reporting on training activities which include:

a) Ensures the reporting and documenting procedures are followed for all activities (including external

trainings, networking meetings, and external requested trainings);

b) Submits a narrative activity report to trainer coordinator within a week (7 days) completion of activity
including the following relevant supporting documents: photographs of the activity; pre/post test
results and analysis; attendant sheet, applied/selected participants’ list for each activity; and evaluation
forms; and

c) Prepares and submits financial report of external trainings funded by EQMM to be submitted to the

Trainer Coordinator and Finance & Administrative Coordinator for verification within 7 days after activity is

completed;

f) Reviews success stories and challenges, and administer follow up activities; and

g) Completes in the updated Equality Myanmar activity in the news summary of activity form for only
external trainings facilitated by trainer to send EQMM’s Web and IT Coordinator in three days after the
activity has done.

6. For supervision to trainer intern:
a) Ensures monthly Trainer Intern’s work plan is developed and inputs provided to the monthly team
schedules, and updates daily activity at the end of every working day;
b) Monitors Trainer Intern’s daily tasks;
c) Acts the focal person between office admin and trainers interns for late/absent attendance report,
weekends/public holidays working reports, compensatory leave approval report, etc; and
d) Reviews monthly reports prepared by Trainers Intern and report to TC.
7. Provide other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an EQMM office or approved work site for a minimum at least 7 hours/ day and 5 days/ week

(35 hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies and
Procedures Manual ; and other operations manuals of the organization;

3. Towork under the immediate supervision of the Trainer Coordinator;

4. To supervise trainers interns assigned by Trainer Coordinator, and provides mentoring to Trainer level 2 and
3;

5. To participate in other administrative, staff and organizational meetings as required;

6. To communicate concerns and comments to Program Officer through the Trainer Coordinator.

Qualifications:

1. Education — Minimum BA or equivalent degree; TOT course completion
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2. Experience — Minimum of two (2) years

3. Skills — TOT; Microsoft Office suite (Word, Excel, Power Point),etc; Burmese and Basic English language
proficiency

Compensations:

1. Salary Scale — Monthly Salary of xxxx MMK per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding. Annual
bonus of half month salary is covered subject to available organizational donor funding and a result on staff
annual performance.

2.0ther Benefits - Basic health care insurance is covered subject to available organizational donor funding and
social benefit policy.

3. Professional Development - (a) Opportunity to attend EQMM’s human rights education capacity building
courses; (b) Opportunity to work, study, meet, and make connections with professionals in human rights
NGOs and other human rights institutions and networks at national, regional and international levels.

Position Title: Trainer level - 2

Grade Level: Level 5

Report To: Trainer Coordinator
Duty Station: Yangon and Mandalay

Organizational Responsibilities:

1. For training management which includes:
a) Participates in annual planning meeting, scheduling activities and monthly meetings;

b) Participates in weekly, monthly and quarterly team meetings;
c) Participates in preparation and debriefing meetings before and at the end of each training (taking note
of major issues);
d) Takes meeting minutes, and submits meeting notes (the outcomes and decisions) to Trainer Coordinator
within 2 days;
e) Helps to develop schedule and modules with other trainer team members (if standard schedule and
modules are not used);
f) Helps to develop schedule and modules with other trainer team members (if standard schedule and
modules are not used);
g) Takes documentation in workshop and submit to TC within 7 days.
h) Prepares education resources for each activity as follow:
= Training handouts (inputs, pre & post test, evaluation forms, case studies, etc:)
=  Administer pre & post tests, attendance list and evaluation forms
= List stationary and training materials needed, and transfer to FAC/TA for purchasing
=  Ensure training space is appropriately set up and ready for training
= Collect teaching tools for training purposes
= Collect training sources for training inputs
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= Daily training observation record/evaluation ( the training flow, participants’ mood, trainers’
skill, etc)
= Take photo documents, and transfer to Administrative & Logistic Assistant for each training to
keep in photo bank
= Collect and summarize pre & post test, attendance list and evaluation for reporting purposes
i) Develops and submits monthly individual work schedules by using Google calendar before the 2™ of
every month, and update daily activity at the end of every working day;
j)  Follows Trainer Coordinator’s instructions in cases of conflicting time schedules;

k) Contacts and consults to the organizers from the hosted organizations to prepare the external trainings
are organized;

I) Observes training needs assessment and reports to Trainer Coordinator; and

m) Shares human rights related information and other to alumni Google group.

2. For beneficiary selection and management operations which includes:
a) Helps to identify application distribution list to team, and passing information to Trainer Coordinator and
Training Administrator for further step;

b) Compiles and making a list of applied applications for selection process;

c) Participates in applicant selection process;

d) Contacts local organizer to consult on participant criteria and selection in order to get the qualified
participants; and

e) Compiles selected participants and submitting confirmed list to Trainer Coordinator and Training
Administrator for further steps.

3. For facilitation which includes:

a) Organizes and facilitate center based workshops, external trainings, community events, and externally
requested trainings; and
b) Co-facilitates EQMM related trainings activity if necessary.

4. For monitoring and evaluation which includes:
a) Marks pre-and post — test score after training.

f) Summarizes the results of pre- and post- tests for each activity;

g) Reviews success stories and challenges, and administer follow up activities;

h) Monitors co- trainer — level - 3s’ capacity and guide and identify opportunities to fill any gaps while
consulting with trainer coordinator; and

i) Makes monitoring trip to multiplier trainings, external trainings and community mobilizing teams and
reportto TC.

5. For reporting on training activities which include:

a) Ensures the reporting and documenting procedures are followed for all activities (including external

trainings, networking meetings, and external requested trainings);

b) Submits a narrative activity report to trainer coordinator within a week (7 days) completion of activity
including the following relevant supporting documents: photographs of the activity; pre/post test
results and analysis; attendant sheet, applied/selected participants’ list for each activity; and evaluation
forms; and

c) Prepares and submits financial report of external trainings funded by EQMM if Training Administrator is

not available for the training administration to be submitted to the Training Coordinator for verification
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within 7 days after activity is completed;
h) Reviews success stories and challenges, and administer follow up activities; and
i) Completes in the updated Equality Myanmar activity in the news summary of activity form for only

external trainings facilitated by trainer to send EQMM’s Web and IT Coordinator in three days after the
activity has done.

6. For supervision to trainer intern:
a) Ensures monthly Trainer Intern’s work plan is developed and inputs provided to the monthly team
schedules, and updates daily activity at the end of every working day;
b) Monitors Trainer Intern’s daily tasks;
c) Acts the focal person between office admin and trainers interns for late/absent attendance report,
weekends/public holidays working reports, compensatory leave approval report, etc; and
e) Reviews monthly reports prepared by Trainers Intern and report to TC.

7. Provide other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an EQMM office or approved work site for a minimum at least 7 hours/ day and 5 days/ week
(35 hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies and
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the trainer coordinator;

4. To supervise trainers interns assigned by trainer coordinator, and provides mentoring to trainer level 3;

5. To participate in other administrative, staff and organizational meetings as required;

6. To communicate concerns and comments to program officer through the trainer coordinator.

Qualifications:

1. Education — Minimum BA or equivalent degree; TOT course completion

2. Experience — Minimum of two (2) years

3. Skills — TOT; Microsoft Office suite (Word, Excel, Power Point),etc; Burmese and Basic English language
proficiency

Compensations:

1. Salary Scale — Monthly Salary of xxxx MMK per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding. Annual
bonus of half month salary is covered subject to available organizational donor funding and a result on staff
annual performance.

2. Other Benefits - Basic health care insurance is covered subject to available organizational donor funding
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and social benefit policy.

3. Professional Development - (a) Opportunity to attend EQMM'’s human rights education capacity building
courses; (b) Opportunity to work, study, meet, and make connections with professionals in human rights
NGOs and other human rights institutions and networks at national, regional and international levels.

Position Title: Trainer level - 3

Grade Level: Level 5

Report To: Trainer Coordinator
Duty Station: Yangon and Mandalay

Organizational Responsibilities:

1. For training management which includes:
a) Participates in annual planning meeting, scheduling activities and monthly meetings;

b) Participates in weekly, monthly and quarterly team meetings;
c) Participates in preparation and debriefing meetings before and at the end of each training (taking note
of major issues);
d) Takes meeting minutes, and submits meeting notes (the outcomes and decisions) to Trainer Coordinator
within 2 days;
e) Helps to develop schedule and modules with other trainer team members (if standard schedule and
modules are not used);
f) Helps to develop schedule and modules with other trainer team members (if standard schedule and
modules are not used);
g) Takes documentation in workshop and submit to TC within 7 days.
h) Prepares education resources for each activity as follow:
= Training handouts (inputs, pre & post test, evaluation forms, case studies, etc:)
= Administer pre & post tests, attendance list and evaluation forms
= List stationary and training materials needed, and transfer to FAC/TA for purchasing
=  Ensure training space is appropriately set up and ready for training
= Collect teaching tools for training purposes
= Collect training sources for training inputs
= Daily training observation record/evaluation ( the training flow, participants’ mood, trainers’
skill, etc)
= Take photo documents, and transfer to Administrative & Logistic Assitant for each training to
keep in photo bank
= Collect and summarize pre & post test, attendance list and evaluation for reporting purposes
i) Develops and submits monthly individual work schedules by using Google calendar before the 2™ of
every month, and update daily activity at the end of every working day;
j) Follows Trainer Coordinator’s instructions in cases of conflicting time schedules;

k) Contacts and consults to the organizers from the hosted organizations to prepare the external trainings
are organized;

I) Observes training needs assessment and reports to Trainer Coordinator; and

m) Shares human rights related information and other to alumni Google group.
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2. For beneficiary selection and management operations which includes
a) Helps to identify application distribution list to team, and passing information to Trainer Coordinator and
Training Administrator for further step;

b) Compiles and making a list of applied applications for selection process;

c) Participates in applicant selection process;

d) Contacts local organizer to consult on participant criteria and selection in order to get the qualified
participants; and

e) Compiles selected participants and submitting confirmed list to Trainer Coordinator and Training
Administrator for further steps.

3. For facilitation which includes:

a) Organizes and facilitate center based workshops, external trainings, community events, and externally
requested trainings; and
b) Co-facilitates EQMM related trainings activity if necessary.

4. For monitoring and evaluation which includes:

a) Marks pre-and post — test score after training.

b) Summarizes the results of pre- and post- tests for each activity;

c) Reviews success stories and challenges, and administer follow up activities;

d) Monitors trainer interns’ capacity and guide and identify opportunities to fill any gaps while consulting
with trainer coordinator; and

e) Makes monitoring trip to multiplier trainings, external trainings and community mobilizing teams and
report to TC.

5. For reporting on training activities which include:

a) Ensures the reporting and documenting procedures are followed for all activities (including external

trainings, networking meetings, and external requested trainings);

b) Submits a narrative activity report to Trainer Coordinator within a week (7 days) completion of activity
including the following relevant supporting documents: photographs of the activity; pre/post test
results and analysis; attendant sheet, applied/selected participants’ list for each activity; and evaluation
forms; and

c) Prepares and submits financial report of external trainings funded by EQMM if Training Administrator is
not available for the training administration to be submitted to the Trainer Coordinator for verification

within 7 days after activity is completed;
j)  Reviews success stories and challenges, and administer follow up activities; and
k) Completes in the updated Equality Myanmar activity in the news summary of activity form for only

external trainings facilitated by trainer to send EQMM’s Web and IT Coordinator in three days after the
activity has done.

6. For supervision to trainer intern:
a) Ensures monthly Trainer Intern’s work plan is developed and inputs provided to the monthly team
schedules, and updates daily activity at the end of every working day;
b) Monitors Trainer Intern’s daily tasks;
c) Acts the focal person between office admin and trainers interns for late/absent attendance report,
weekends/public holidays working reports, compensatory leave approval report, etc; and
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d) Reviews monthly reports prepared by Trainers Intern and report to TC.

7. Provide other organizational tasks that may be assighed from time to time.

Administrative Responsibilities:

1. To report to an EQMM office or approved work site for a minimum at least 7 hours/ day and 5 days/ week
(35 hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies and
Procedures Manual ; and other operations manuals of the organization;

3. Towork under the immediate supervision of the Trainer Coordinator;

4. To supervise trainers interns assigned by Trainer Coordinator;

5. To participate in other administrative, staff and organizational meetings as required;

6. To communicate concerns and comments to program officer through the trainer coordinator.

Qualifications:

1. Education — Minimum BA or equivalent degree; TOT course completion

2. Experience — Minimum of two (2) years

3. Skills — TOT; Microsoft Office suite (Word, Excel, Power Point),etc; Burmese and Basic English language
proficiency

Compensations:

1. Salary Scale — Monthly Salary of xxxx MMK per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding.

2.0ther Benefits - Basic health care insurance is covered subject to available organizational donor funding and
social benefit policy.

3. Professional Development - (a) Opportunity to attend EQMM'’s human rights education capacity building
courses; (b) Opportunity to work, study, meet, and make connections with professionals in human rights
NGOs and other human rights institutions and networks at national, regional and international levels.

Position Title: Training Administrator
Grade Level: Level 5

Report To: Trainer Coordinator
Duty Station: Yangon
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Organizational Responsibilities:

1. For providing training management which includes:
a) Participates in annual planning meeting, scheduling activities and monthly meetings;

b) Participates in weekly, monthly and quarterly team meetings;

c) Participates in preparation and debriefing meeting for discussion of training planning, result, logistic and
admin; and other issues;

d) Participates in applicant selection process;

e) Accompanies trainers to selected external trainings for support with admin, logistic and finance
operations;

f) Communicates with participants and responds to questions about activities in consultation with Trainer
Coordinator;

g) Takes photo documents, and transfers to Trainer Coordinator and Administrative & Logistic Assistant for
each activity to keep in photo bank;

h) Prepares and administers and training related documents as follows:
= Training required documents check lists

Training schedule

= Attendance sheet

pre- and post- tests

Handouts

Evaluation form

Training tools

Photo record

Financial documents

i) Observes training needs assessment and reports to Trainer Coordinator;

j) Follows the Trainer Coordinator’s instructions in cases of conflicting time schedules;

k

<~

Develops and submits monthly individual work schedules by using Google calendar before the 2™ of
every month, and update daily activity at the end of every working day; and

I)  Shares human rights related information and other to alumni Google group.

2.For providing training logistics which includes:

a) Helps dissemination training application among networks;

b) Prepares/makes sure admin, logistic part for external training before trainer makes the trip.

c) Provides logistic assistance for meetings, conferences, seminars, workshops, trainings, events or
campaign and collaborate together with admin team if necessary; for example — training hall,
accommodation, food, etc
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d) Schedules and arranges transportation for participants and resource persons; and

e) Performs as training administrator roles by taking care of daily logistic, health, and communication,
stationary, emergency and other in general

3. For providing financial management of operations, which include:

a) Participates for budget planning meeting for discussion of project activities on a monthly basis in
consultation with Accountant and Trainer Coordinator;

b) Ensures and guides trainers to follow finance procedures and meets to the deadline.

c) Conducts monthly budget review related training/workshop and event activities in collaboration with the
Accountant then reports to Trainer Coordinator if necessary;

d)  Ensures any issues brought up at team planning meetings that have financial implications are discussed
with Accountant under the supervision of Trainer Coordinator to seek better solution; ci

e) Prepares advance request five days before planned activity date and expense report within seven days
after activities accomplished for external training in collaboration with Trainers then reports to Trainer
Coordinator for verification and clear cash closing balance with Accountant;

f) Transfers/pay sub advance payment or cash advance to respective trainers staff or local trainer for
external training if training administrator is not available to follow;

g) Monitors the finance operations related small grants, multiplier trainings, community events, etc which
are managed by local trainers; and report findings to Trainer Coordinator;

h) Conducts monitoring visits to the areas of local trainers project implementing areas under the supervision
of Trainer Coordinator; and

i) Checks budget plan and expense ledgers along with supporting documents which prepared by local
trainers, then prepares advance request and expense report, and reports to Trainer Coordinator for
verification.

4. Provide other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an EQMM office or approved work site for a minimum at least 7 hours/ day and 5 days/ week
(35 hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies and
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the Trainer Coordinator;

4. To participate in other administrative, staff and organizational meetings as required;

5. To communicate concerns and comments to program officer and other HREIB staff members through the
Trainer Coordinator.

Qualifications:

1. Education — BA or diploma in Accounting, or Administration or equivalent degree;
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2. Experience — Minimum of two (2) years

3. Skills — Microsoft Office suite (Word, Excel, Power Point); Basic English, Burmese language proficiency

Compensations:

1. Salary Scale — Monthly Salary of xxxx MMK per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding. Annual
bonus of half month salary is covered subject to available organizational donor funding and a result on staff
annual performance.

2.0ther Benefits - Basic health care insurance is covered subject to available organizational donor funding and
social benefit policy.

3. Professional Development - (a) Opportunity to attend EQMM'’s human rights education capacity building
courses; (b) Opportunity to work, study, meet, and make connections with professionals in human rights
NGOs and other human rights institutions and networks at national, regional and international levels.

Position Title: Administrative & Logistic Assistant
Report To: Administrative & Logistic Coordinator
Grade Level: Level 6

Duty Location: Yangon

Organizational Responsibilities:

1. For __the day-to-day administrative management operations which includes: human_resources,
donor/other organizations , administration_and other services:

a) Administration

Assists the local, regional, and international travel of staff members, others related to organizational
funding agencies, resource persons or training participants i.e. air ticket, visa, invitation letter, local
transportation, etc;

Assists the operational needs of the office i.e. ordering office supplies, maintenance of fixtures,
supervision of office housekeeping, paying of service provider bills, etc;

Assists to organize the project files including electronic and paper copies and ensures that the filing
systems are maintained and up-to-date;

Arranges the allocation and distribution of publications in the office publication store room; assists
other staff members in their search for a specific publication; and maintain the distribution records
then submits to the administrative & logistic coordinator for checking;
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Checks daily on the general email account, faxes, mailed post and the office telephone phone line; and
responds to /or forwards to the appropriate staff member when the administrative & logistic
coordinator is not in office;

Answers incoming telephone calls and record messages for unavailable staff members when the
administrative & logistic coordinator is busy or not in office;

Photocopy and scan official documents and related project operations as requested;

Maintains teaching materials inventory and office assets under the supervision of the administrative &
logistic coordinator;

Prepares bi monthly Yangon office assets list and submits to the administrative & logistic coordinator
for verification;

Manages to house keeper to clean office computers, desks, stationery shelves, library shelves etc as
well as office cleaning;

Assists to monitor the use of office properties i.e. telephone, motorbike (if necessary), van (if
necessary), computers & other equipments; and

Serves as clerical and secretarial functions.

b) Human Resources

Checks the electronic and manual staff attendance log in/out, prepares monthly reports then submits to
the administrative & logistic coordinator for checking on the numbers of hours worked by each staff;

Assists to organize the organization’s human resource files and ensures that the filing systems are up-
to-date and secure;

Maintain leave application forms approved by staff supervisor for compensatory leaves and the
administrative & finance manager for other types of leaves, then prepares the monthly ‘leave
summary’ report on leave days taken by each staff member and submits to the administrative & logistic
coordinator for checking;

Updates daily the Equality Myanmar Yangon office notice board to describe staff location when the
administrative & logistic coordinator is not available;

Assists to monitor and record Equality Myanmar Yangon office long distance/international telephone
calls;

Assists to maintain the summarize monthly activities calendar for all programs/project or departments
based in Yangon office to keep in designated notice board to be able to visible to all staff; and

Assists to monitor office rules under the supervision of the administrative & logistic coordinator, and
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reports on disciplinary problems/issues to the administrative & logistic coordinator to pass to the
administrative & finance manager.

c) Donors/Other Organizations

Arranges to post/provide requested education resources such as documentary, publication, etc to the
remote offices and other partners organizations; and

Assists to liaise with other agencies and organizations on administrative matters under supervision of
the administrative & logistic coordinator.

d) Other
Assists to organize and documents monthly Equality Myanmar — Yangon staff meetings, takes meeting

minutes (if administrative & logistic coordinator is not available), and communicates the outcomes and
decisions to staff (if the administrative & logistic coordinator is not available);

Manages the Equality Myanmar — Yangon library (recording books and keeping an inventory) and assists
staff in their search for specific publications;

Organizes in keeping newspapers, display publications, periodic journals, reports and books from other
organizations, interviews and other forms of news in a good order;

Arranges to clip articles related human rights issues upon on request;
Transcribing the executive director’s interviews with medias; and

Provides other organizational tasks that may be assigned from time to time.

2. For the day-to-day logistic operations which includes:

Participates in monthly and weekly planning meetings with Yangon based project/program teams to
agree on logistical operations if the administrative & logistic coordinator is not available;

Provides logistical assistance for meetings, conferences, seminars, workshops, trainings, events or
campaigns organized by Equality Myanmar Yangon office under supervision of the administrative &
logistic coordinator; and

Assists to the administrative & logistic coordinator in developing and disseminating application and
invitation materials related with Equality Myanmar project activities; and

Assists to the administrative & logistic coordinator in developing the updated vendor quotes for logistic
matters (i.e. hotel, training hall, press, flight tickets (domestic and international), etc).

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/ week (35
hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
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Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the administrative & logistic coordinator;

4. To assist to the administrative & logistic coordinator in supervision to the house keeper, general workers,
and security guard; and

5. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — Diploma in administration or equivalent

2. Experience — Minimum of two (2) years experiences in administrative field

3. Skills — Microsoft Office suite (Word, Excel, Power Point); basic English, Burmese language proficiency

Compensations:

1. Salary level — Monthly Salary of Myanmar Kyat xxxx per month with periodic (annual) salary increase based
on satisfactory service after staff evaluation process and increase in organizational donor funding. Annual
bonus of half month salary is covered subject to available organizational donor funding and a result on
staff annual performance.

2. Other Benefit — Basic health care insurance is covered subject to available organizational donor funding and
social benefit policy.

3. Professional development — (a) Opportunity to attend EQMM’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human
rights NGOs and other human rights institutions and networks at national, regional and international

levels.
Position Title: Administrative & Logistic Assistant
Report To: Finance & Administrative Coordinator
Grade Level: Level 6
Duty Location: Mandalay

Organizational Responsibilities:

1. For __the day-to-day administrative management operations which includes: human resources,

donor/other organizations , administration_and other services:

a) Administration

Assists the local, regional, and international travel of staff members, others related to organizational
funding agencies, resource persons or training participants i.e. air ticket, visa, invitation letter, local
transportation, etc;

Assists the operational needs of the office i.e. ordering office supplies, maintenance of fixtures,
supervision of office housekeeping, paying of service provider bills, etc;
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Assists to organize the project files including electronic and paper copies and ensures that the filing
systems are maintained and up-to-date;

Arranges the allocation and distribution of publications in the office publication store room; assists
other staff members in their search for a specific publication; and maintain the distribution records
then submits to the finance & administrative coordinator for checking;

Checks daily on the general email account, faxes, mailed post and the office telephone phone line; and
responds to /or forwards to the appropriate staff member when the finance & administrative
coordinator is not in office;

Answers incoming telephone calls and record messages for unavailable staff members when the finance
& administrative coordinator is busy or not in office;

Photocopy and scan official documents and related project operations as requested;

Maintains teaching materials inventory and office assets under the supervision of the finance &
administrative coordinator;

Prepares bi monthly Mandalay office assets list and submits to the finance & administrative coordinator
for verification;

Manages to house keeper to clean office computers, desks, stationery shelves, library shelves etc as
well as office cleaning;

Assists to monitor the use of office properties i.e. telephone, motorbike (if necessary), van (if
necessary), computers & other equipments; and

Serves as clerical and secretarial functions.

b) Human Resources

Checks the electronic and manual staff attendance log in/out, prepares monthly reports then submits to
the finance & administrative coordinator for checking on the numbers of hours worked by each staff;

Assists to organize the organization’s human resource files and ensures that the filing systems are up-
to-date and secure;

Maintain leave application forms approved by staff supervisor for compensatory leaves and the
administrative & finance manager for other types of leaves, then prepares the monthly ‘leave
summary’ report on leave days taken by each staff member and submits to the finance & administrative
coordinator for checking;

Updates daily the Equality Myanmar Mandalay office notice board to describe staff location when the
administrative & logistic coordinator is not available;
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c)

d)

Assists to monitor and record Equality Myanmar Mandalay office long distance/international telephone
calls;

Assists to maintain the summarize monthly activities calendar for all programs/project or departments
based in Mandalay office to keep in designated notice board to be able to visible to all staff; and

Assists to monitor office rules under the supervision of the finance & administrative coordinator, and
reports on disciplinary problems/issues to the finance & administrative coordinator to pass to the
administrative & finance manager.

Donors/Other Organizations
Arranges to post/provide requested education resources such as documentary, publication, etc to the
remote offices and other partners organizations; and

Assists to liaise with other agencies and organizations on administrative matters under supervision of
the finance & administrative coordinator.

Other

Assists to organize and documents monthly Equality Myanmar — Mandalay staff meetings, takes
meeting minutes (if finance & administrative coordinator is not available), and communicates the
outcomes and decisions to staff (if the finance & administrative coordinator is not available);

Organizes in keeping newspapers, display publications, periodic journals, reports and books from other
organizations, interviews and other forms of news in a good order; and

Provides other organizational tasks that may be assigned from time to time.

2. For the day-to-day logistic operations which includes:

Participates in monthly and weekly planning meetings with Mandalay based project/program teams to
agree on logistical operations if the finance & administrative coordinator is not available;

Provides logistical assistance for meetings, conferences, seminars, workshops, trainings, events or
campaigns organized by Equality Myanmar Mandalay office under supervision of the finance &
administrative coordinator; and

Assists to the finance & administrative coordinator in developing and disseminating application and
invitation materials related with Equality Myanmar project activities; and

Assists to the finance & administrative coordinator in developing the updated vendor quotes for logistic
matters (i.e. hotel, training hall, press, flight tickets (domestic and international), etc).

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/ week (35
hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the finance & administrative coordinator;

4. To assist to the finance & administrative coordinator in supervision to the house keeper/general worker;
and

5. To participate in other administrative, staff and organizational meetings as required.
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Qualifications:

1. Education — Diploma in administration or equivalent

2. Experience — Minimum of two (2) years experiences in administrative field

3. Skills — Microsoft Office suite (Word, Excel, Power Point); basic English, Burmese language proficiency

Compensations:

1. Salary level — Monthly Salary of Myanmar Kyat xxx per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding. Annual bonus
of half month salary is covered subject to available organizational donor funding and a result on staff annual
performance.

2. Other Benefit — Basic health care insurance is covered subject to available organizational donor funding and
social benefit policy.

3. Professional development — (a) Opportunity to attend EQMM'’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human
rights NGOs and other human rights institutions and networks at national, regional and international

levels.
Position Title Finance & Administrative Assistant
Grade Level: Level 6
Report to: Administrative Coordinator (CM)
Duty station: Chiang Mai

Organizational Responsibilities:

1. For the day-to-day financial management operations:
Banking

Maintains the main organization bank account as well as each joint project bank accounts records located
in Thailand in jointly responsibility with the administrative coordinator (CM);

Checks funds deposited to the organization’s main bank account and transfers them to their designated
project account, and then submits a scan copy of that accounts bank statement and bank book to the
senior finance officer (YGN) as soon as the installment is deposited to the account;

Arranges to withdraw funds from project bank accounts when authorized bank withdraw form is provided
by the senior finance officer (YGN), and transfer funds to Burma based project accounts under supervision
of senior finance officer (YGN);

Report three bids exchange rates as per fund transfer to Burma accounts to the senior finance officer;
and
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Maintains the record of bank account transactions and reconciles each account transaction into the ‘bank
book — manual’ form.

Cash management

Manages the Chiang Mai office cash flow function, and the safe keeping of petty cash in the locked office
safe box in jointly responsibility with administrative coordinator (CM);

Maintains a detailed record of cash added and disbursed from the Chiang Mai office petty cash into ‘cash
book’ format; and

Conducts a weekly Chiang Mai office cash count and reconciles monthly the petty cash book.

Advance/Reimbursement/Salary

Pay monthly advances for Chiang Mai office operations to the administrative coordinator through the
instruction of senior finance officer; and

Pay salary to Chiang Mai based staff upon confirmation by the senior finance officer.

Finance Reporting

Submits a monthly cash book along with cash count form which is verified by the administrative
coordinator, bank book and other relevant supporting documents (bank book scan, salary slips, etc) to the
senior finance office at the end of each month;

Assists in facilitating annual auditing process such as prepare filing, communication with auditor, etc; and

Following the organization’s Financial Policies and Procedures Manual in all work related responsibilities

2. For day-to-day administrative operations which includes administration, human resources, and other
services:
Administration:

Assists the operational needs of the Chiang Mai office, including the ordering of office supplies, the
maintenance of office equipments, office housekeeping, paying of bills, office security, etc;

Manages and monitors the use of Chiang Mai office properties including telephones, computers, other
equipments;

Assists the Chiang Mai office administrative files and filing systems including electronic and hard copies i.e.
Chiang Mai office lease contract, foundation reports, etc, and ensures that they are maintained and up to
date;

Acts for Chiang Mai office clerical and secretarial function;

Records the Chiang Mai office inventory of materials into the ‘Assets Register’ form then reports it bi
monthly to the administrative coordinator (CM) for verification;
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Assists in facilitating foundation related matters (annual report, etc);

Assists the logistical assistance for a variety of work activities including trainings, workshops, internships,
forums, advocacy campaigns, meetings, conferences, press communications and documentation works if
necessary:

Prepares the Chiang Mai office stock and distribution list of publications then reports it bi monthly to the
administrative coordinator (CM) for verification; and

Provides IT support to Chiang Mai office which includes general computer services, server network, etc.

Human Resources

Prepares staff attendance report on the numbers of hours worked by Chiang Mai based staff as well as leave
summary report then submit it to the administrative coordinator for verification at the end of every month;
and

Assists in facilitating visa/work permits and health insurance arrangements for each Chiang Mai based staff.
Others:

Attends NGO/CBO (Thai, INGO, CBOs) collaboration events/meetings as HREIB representative to build good
relationships with partner organizations, and updates the administrative coordinator (CM) on these
activities;

Identifies and discusses opportunities for collaboration with NGO networks; and

Provides other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/ week (35
hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the administrative coordinator (CM); and

4. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — Diploma in administration and financial management, or equivalent;

2. Experience — Minimum of two (2) years;

3. Skills — Microsoft office suite (Word, Excel, Power Point), IT & computer skills, Basic Thai and English, and
Burmese Languages proficiency;

Compensations:

1. Salary level — Monthly Salary of Thai Baht xxxx with periodic (annual) salary increase based on satisfactory
service after staff evaluation process and increase in organizational donor funding. Annual bonus of half
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month salary is covered subject to available organizational donor funding and a result on staff annual

performance.

2. Other Benefit — Basic health care insurance is covered subject to available organizational donor funding and

social benefit policy.

3. Professional development — (a) Opportunity to attend EQMM'’s human rights education capacity building

courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human
rights NGOs and other human rights institutions and networks at national, regional and international

levels.

Position Title
Grade Level:
Report to:

Duty station:

Administrative & Logistic Assistant — Colors Rainbow
Level 6
Finance & Administrative Coordinator — Colors Rainbow

Yangon

Organizational Responsibilities:

1.

For day-to-day administrative management operations which includes: Administration, Human

Resources, and Financial Management;

Manages incoming telephone calls and record messages for unavailable CRB staff members when the
Finance & Administrative Coordinator is busy or not in the CRB office

Checks daily the office email account, fax, post and the office telephone line; and responding to /or
forwarding relevant messages to the appropriate staff member when the Finance & Administrative
Coordinator is not in office

Photocopy and scan official documents

Maintains inventory of materials and office assets under the supervision of the Finance &
Administrative Coordinator

Assists in organizing project files and maintaining the office filing system

Maintains staff members’ mailing lists, network mailing lists, and other organizational mailing lists
under the supervision of the Finance & Administrative Coordinator

Prepares postage of CRB publications, and checking the publications distribution and update lists and
ensuring that the filing systems are maintained and up-to-date with monthly reports to the Finance &
Administrative Coordinator;

Manages for maintaining the photo bank of keeping all activities related photo documents, and
communicating the CRB staff members for required activity information descriptions; and
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Assists the Finance & Administrative Coordinator in the daily management of the office..

Human Resources

Checks staff member attendance log book daily and compilation of monthly reports to the Finance &
Administrative Coordinator on the number of hours worked by each CRB staff member

Maintains all leave request records approved by the and compiling monthly reports to the Finance &
Administrative Coordinator on leave days by each CRB staff member for review

Maintains and organizing the human resource files and ensuring that the filing systems are up-to-date
and secure

Monitors and records long distance/ international telephone calls and

Print the CRB staff member’s individual work calendar on monthly basis and placing them on the
designated notice board and in the office files.

Finance

Assists to the finance & administrative coordinator related project finance operations and reporting.

2. For the day-to-day logistic operations which includes:

Participates in monthly and weekly planning meetings with Colors Rainbow team to agree on logistical
matters relating to program activities

Provides logistical assistance for meetings, conferences, seminars, workshops, trainings, events or
campaigns organized by Colors Rainbow

Provides logistical assistance for shooting of CRB TV program under supervision of CRB TV program
coordinator

Develops and disseminates application and invitation materials related with CRB project activities in
consultation with CRB Program Officer and under supervision of the Finance & Administrative
Coordinator and

Communicates with network members in consultation with CRB Program Officer and/or CRB Advocacy
Coordinator.

3. Any other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/ week (35
hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
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Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the finance & administrative coordinator (CRB); and

4. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — Diploma in administration and financial management, or equivalent;
2. Experience — Minimum of two (2) years;
3. Skills — Microsoft office suite (Word, Excel, Power Point), IT & computer skills, Basic English, and Burmese

Languages proficiency;

Compensations:

1.

Salary level — Monthly Salary of Myanmar Kyat xxxx with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding. Annual
bonus of half month salary is covered subject to available organizational donor funding and a result on
staff annual performance.

Other Benefit — Basic health care insurance is covered subject to available organizational donor funding and
social benefit policy.

3. Professional development — (a) Opportunity to attend EQMM’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human
rights NGOs and other human rights institutions and networks at national, regional and international
levels.

Position Title Finance Assistant — Rays of Rainbow

Grade Level: Level 6

Report to: Project Coordinator (ROR) and Accountant (YGN)
Duty Station: Kawthaung, Myanmar

Organizational Responsibilities:

1.

For the day-to-day financial management operations:

Banking

Withdraws funds from the joint project bank account for project activities based on payment
requirements after authorization by the ROR project coordinator; maintains bank transaction records by
completing the monthly ‘bank book- manual’ form; and submits monthly to the accountant (YGN)
together with a scan copy of the project bank book; and

Maintains project bank account records in a securely locked office safe;

Budget Planning

Assists the ROR project coordinator and the ROR administrative and project assistant prepare the annual
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financial plan for the ROR project proposals; and

Oversees the project budget flow, maintains quarterly the ‘budget review’ form, and facilitates internal
budget control.

Advances/reimbursements/expenses

Prepares advance payment requests related to project activities and office operations to be verified by
the ROR project coordinator, and submitted to the accountant (YGN);

Acknowledges the receipt of advance payments and the monthly staff salaries to the accountant (YGN);
and

Transfers/ reimburses funds to the ROR project coordinator or staff, and maintains records of
transactions in the ROR finance office files.

Cash Management

Pays the ROR project and administrative staff weekly petty cash advances, and records the petty cash in
and out from the locked ROR office safe box;

Maintains a detailed daily cash book that is submitted monthly together with a ‘cash count’ form to the
accountant (YGN);

Conducts a weekly cash count, and reconciles the petty cash book and bank book by completing
monthly the ‘cash book’ form, and submits them to the accountant (YGN) for verification; and

Maintains a detailed record of all cash added to and disbursed from the ROR office petty cash.

2. For providing financial management reporting on project activities:

Manages the project’s financial reports along with expenditure balance hseet related to projects and office
operations, and submits with supporting documentation, verified by the ROR project coordinator to the
accountant (YGN) by the 15" of each month;

Maintains the ROR finance files record keeping system and ensures that all files are organized and in good
condition;

Maintains files on ROR project grants and related documents;
Maintains the ROR financial reporting calendar;

Prepares draft financial reports to donors in a timely manner, and report to the accountant (YGN) for
verification; and

Follows the organization’s Financial Policies and Procedures Manual in all work related responsibilities.

3.

For providing other organizational tasks that may be assigned from time to time.

Human Resources Policies and Procedures Manual Page 133




4. For paying the monthly salary to ROR Ranong based staff members.

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/ week (35
hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual; and other operations manuals of the organization;

3. To work under the immediate supervision of ROR project coordinator and accountant (YGN); and

4. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — High school level in Myanmar, Diploma in accounting or certificate in accounting trainings;

2. Experience — Minimum of two (2) years;

3. Skills — Knowledgeable in using accounting tools i.e. Excel; Microsoft word, power point, photo shop basic
English, and Burmese language proficiency

Compensations:

1. Salary level — Monthly Salary of Myanmar Kyat xxxx per month with periodic (annual) salary increase based
on satisfactory service after staff evaluation process and increase in organizational donor funding. Annual
bonus of half month salary is covered subject to available organizational donor funding and a result on
staff annual performance.

2. Other Benefit - Basic health care insurance is covered subject to available organizational donor funding and
social benefit policy.

3. Professional development — (a) Opportunity to attend ROR and EQMM'’s human rights education capacity
building courses; and (b) Opportunity to work, study, meet, and make connections with professionals in
human rights NGOs and other human rights institutions and networks at national and regional levels.

Position Title Administrative & Project Assistant — Rays of Rainbow
Grade Level: Level 6

Report to: Project Coordinator-ROR

Duty Station: Kawthaung, Myanmar

Organizational Responsibilities:

1. For__the day-to-day administrative management operations which includes: administration, human

resources, and donor/other organizations:

a) Administration:
Manages operational needs of the office/centers, including ordering office/centers supplies,

maintenance of office equipment, supervision of office/centers housekeeping, paying of bills, etc;

Supervises stock of publications, keeping them organized, maintain distribution list and pass it on to the
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b

c)

project team;

Checks ROR facebook sites, post, and other communications on a daily basis and pass it on to the
project teams;

Maintains center’s assets lists record, and reporting bi monthly to the project coordinator for
verification, then submit to HREIB administrative team;

Photocopy and scan of official documents as requested;

Serves as receptionist for the guests of organization;

Manages and monitoring the use of office properties e.g. computers & other equipments;
Assists in organizing project files and maintaining the office filing system; and

Manages for maintaining the photo bank of keeping all activities related photo documents, and
communicating the projects staff members for required activity information descriptions.

) Human Resources:
Checks the ROR staff member attendance log book daily and making monthly report to the project

coordinator on the number of hours worked by each staff member;

Maintains all leave requests records approved by project coordinator and making monthly report to the
project coordinator on the days of leaves by each staff member for review;

Responsible for maintaining and monitoring office rules, and reporting disciplinary problems and
measures taken in coordination with project Coordinator and submit these to the HREIB's
Administration and Finance Manager;

Maintains and organizes the human resource files and ensuring that the filing systems are up-to-date
and secure;

Organizes each staff member’s work calendar monthly and maintaining in office/center notice board;
and

Updates the notice board daily for highlighting staff/ROR team member location.

Donors/Other Organizations — Sends ‘post’ documentary film copies to sub offices, training centers and
other NGOs and CBOs as requested;
Liaises with other agencies and organizations on administrative matters; and

Attends NGO/CBO collaboration events/meetings to build good relationship with partner organizations
if the project coordinator is not available.

2.

For providing training logistics which includes:

Participates in monthly and weekly planning meetings with Project Team to agree on logistic matters
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relating to trainings and centre activities;
Develops and disseminates application materials in consultation with Project Team if necessary;

Communicates with participants and responding to questions about activities in consultation with

Project Team,;
Maintains filing system with participant profiles;
Schedules and arranges transportation for resource persons; and

Arranges food/drinks/snacks for each activity.

3. For facilitating which includes:

Co-facilitates project trainings, discussions, meetings, workshops, and community events;
Facilitates group discussions about HIV/AIDS, STl and Safer sex and human rights; and

Performs as a LGBT organizer and interviewing.

Administrative Responsibilities:
1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/ week (35
hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual; and other operations manuals of the organization;

3. Towork under the immediate supervision of the project coordinator; and

4. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — High school level in Myanmar

2. Experience — Minimum of one (1) year

3. Skills — Microsoft Office suite (Word, Excel, Power Point); basic English, and Burmese language proficiency

Compensations:

1. Salary level — Monthly Salary of Myanmar Kyat xxxx per month with periodic (annual) salary increase based
on satisfactory service after staff evaluation process and increase in organizational donor funding. Annual
bonus of half month salary is covered subject to available organizational donor funding and a result on

staff annual performance.

2. Other Benefit - Basic health care insurance is covered subject to available organizational donor funding and
social benefit policy.

3. Professional development — (a) Opportunity to attend ROR and EQMM'’s human rights education capacity
building courses; and (b) Opportunity to work, study, meet, and make connections with professionals in
human rights NGOs and other human rights institutions and networks at regional levels.
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Position Title: Cleaner & General Worker

Grade Level: Level 7
Report to: Administrative & Logistic Coordinator
Duty Station: Yangon

Organizational Responsibilities:

1. For the day-to-day office cleaning which includes:

(a) Cleans daily to each office room including meeting rooms, library and toilets;

(b) Cleans to office furniture including working table and library;

(c) Cleansto office materials such as pillows, bedding, utensils and blankets etc, and maintain it
appropriately;

(d) Cleans weekly publication store room under supervision of the administrative & logistic coordinator;

(e) Cleans weekly of training center;

(f) Cleans daily of the office kitchen including washing plates, glasses for guests and other office utensils
after use; and

(g) Cleans daily of the office compounds.

2. For the day-to-day office general works which includes:

(a) Maintains daily of office newspapers in order and up-to-date under supervision of the administrative &
logistic assistant;

(b) Arranges to receive mail and parcel and delivers to administrative & logistic coordinator;

(c) Serves of coffee, tea, fruit and water to office guests;

(d) Prepares meeting refreshment and meeting room according to office meetings schedules; and

(e) Checks of office cleaning and food supplies and reports to administrative & logistic coordinator e.g.
coffee, milk, tissues etc.

3. For other work related activities which includes:

(a) Assists the administrative & logistic coordinator and administrative & logistic assistant in the daily
management of the office;

(b) Reports monthly on the maintenance of office material to the administrative & logistic coordinator; and

(c) Provides other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven (7) hours/ day and 5 days/ week ( total
35 hours a week). Daily working hour start from 9:00 am to 4:00 pm;

2. To help office main activities such as training, workshop/seminar, internship program, forum, campaign and
other office related programs by the instruction of Program Officer and Administrative & Logistic Coordinator.

3. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies & Procedures

Manual ; and other operations manuals of the organization;
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4. To work under the immediate supervision of the administrative & logistic coordinator;

5. To participate in other administrative, staff and organizational meetings as required.

Qualifications:
1. Education—Class 8

2. Experience — Minimum years not applicable

3. Skills — Cooking and use of cleaning equipment/supplies

Compensations:

1. Salary level — Monthly salary of Myanmar Kyat xxxx per month with periodic (annual) salary increase based
on satisfactory service after staff evaluation process and increase in organizational donor funding.

2. Other Benefits — Basic health care is covered subject to available organizational donor funding and social
benefit policy.

3. Professional development — (a) Opportunity to attend EQMM’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human
rights NGOs and other human rights institutions and networks at national, regional and international levels.

Position Title: Cleaner & General Worker

Grade Level: Level 7

Report to: Finance & Administrative Coordinator - Mandalay
Duty Station: Mandalay

Organizational Responsibilities:

1. For_the day-to-day office cleaning which includes:

(a) Cleans daily to each office room including meeting rooms, library and toilets;

(b) Cleans to office furniture including working table and library;

(c) Cleansto office materials such as pillows, bedding, utensils and blankets etc, and maintain it
appropriately;

(d) Cleans weekly publication store room under supervision of the finance & administrative coordinator;

(e) Cleans daily of the office kitchen including washing plates, glasses for guests and other office utensils
after use; and

(f) Cleans daily of the office compounds.

2. For the day-to-day office general works which includes:
(a) Maintains daily of office newspapers in order and up-to-date under supervision of the finance &
administrative coordinator;
(b) Arranges to receive mail and parcel and delivers to finance & administrative coordinator;
(c) Serves of coffee, tea, fruit and water to office guests;
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(d) Prepares meeting refreshment and meeting room according to office meetings schedules; and
(e) Checks of office cleaning and food supplies and reports to finance & administrative coordinator e.g.
coffee, milk, tissues etc.

3. For other work related activities which includes:
(a) Assists the finance & administrative coordinator in the daily management of the office;
(b) Reports monthly on the maintenance of office material to the finance & administrative coordinator; and
(c) Provides other organizational tasks that may be assigned from time to time.

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven (7) hours/ day and 5 days/ week ( total
35 hours a week). Daily working hour start from 9:00 am to 4:00 pm;

2. To help office main activities such as training, workshop/seminar, internship program, forum, campaign and
other office related programs by the instruction of Program Officer and Administrative & Logistic Coordinator.

3. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies & Procedures

Manual ; and other operations manuals of the organization;

4. To work under the immediate supervision of the finance & administrative coordinator;

5. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education—Class 8

2. Experience — Minimum years not applicable

3. Skills — Cooking and use of cleaning equipment/supplies

Compensations:

1. Salary level — Monthly salary of Myanmar Kyat xxxx per month with periodic (annual) salary increase based
on satisfactory service after staff evaluation process and increase in organizational donor funding.

2. Other Benefits — Basic health care is covered subject to available organizational donor funding and social
benefit policy.

3. Professional development — (a) Opportunity to attend EQMM'’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human
rights NGOs and other human rights institutions and networks at national, regional and international levels.

Position Title: Office Clerk

Report To: Administrative & Logistic Assistant
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Grade Level: Level 7

Duty Location: Yangon

Organizational Responsibilities:

1. For_the day-to-day administrative management operations which includes: Administration, Publication

Management, Resource Center Management, and General.

a) Administration

Manages reception including telephone, visitors, receipt and distribution of packages and post;
Keeps the reception area attended, neat and tidy all the time;

Delivers outgoing messages such as training invitation, travel arrangement, meeting appointment,
packages and mail, etc as assigned;

Helps organizing office activities;
Documents creation, updates, copying, scanning, printing, typing, proofread, etc as requested;

Communicates with employees, and other individuals to answer questions, disseminate or explain
information, take orders, and address complaints;

Maintains inventories of supplies and materials involved printing paper, ink, paper clips, staplers, files,
folders, correction fluid, and other kitchen suppliers, prepare purchase requisitions and requests for
payment on a monthly basis;

Assists the operational needs of the office i.e. ordering office supplies, maintenance of fixtures, paying
of service providers bills and invoices, etc;

Monitors office assets and inventories (phones, fax, copiers, projection equipments, printers, etc) and
alert appropriate staff about any issues or problems under supervision of the administrative & logistic
assistant;

Perform a variety of routine clerical administrative duties and responsibilities involved in meetings
arrangement (venue, refreshment, etc), act as office receptionist, maintain a variety of routing
administrative records, logs, and files;

Collect and distribute paperwork such as office announcement, office staff activities (social welfare,
staff lunch), etc from one department to another; and

Maintain accurate and up-to-date office files and records for assigned areas.

b) Publication Store Management
Processes mail and IEC materials including receiving, sorting, time-stamping, logging, packing, and

distribution incoming and outgoing correspondence and packages, act as office publication store
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d)

keeper, maintain stock and distribution records on a daily basis then report to the administrative &
logistic assistant on a bi weekly basis; and

Keeps IEC materials/publication store in a good order;

Resource Center Management
Manages EQMM resource center including receiving, logging, recording, etc and assists staff in their

search for specific books;

Keep books in resource center in good order;

Organizes in keeping newspapers, display publications, periodic journals, reports and books from other
organizations, interviews and other forms of news in a good order;

Arranges to clip articles related human rights issues upon on supervisor’s request;
Transcribes the executive director’s interviews with medias upon on supervisor’s assignment; and

Reports the progress of resource center development to the administrative & logistic assistant on a
monthly basis.

General
Serves as clerical and secretarial office functions;

Makes a list for office supplies procurement requisition to be reported to the administrative & logistic
assistant, and arranges to buy on a regular basis; and

Pays monthly service providers bill.

Administrative Responsibilities:

1. To report to an office or approved work site for a minimum of seven(7) hours/ day and 5 days/ week (35
hours a week);

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies &
Procedures Manual ; and other operations manuals of the organization;

3. To work under the immediate supervision of the administrative & logistic assistant;

4. To participate in other administrative, staff and organizational meetings as required.

Qualifications:

1. Education — Certificate on administrative related courses;
2. Experience — Minimum of two (1) year experiences in administrative field

3. Skills — Microsoft Office suite (Word, Excel, Power Point); basic English, Burmese language proficiency

Compensations:
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1.

Salary level — Monthly Salary of xxxx MMK per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding.

4. Other Benefit — Basic health care insurance is covered subject to available organizational donor funding and

health care policies.

5. Professional development — (a) Opportunity to attend EQMM'’s human rights education capacity building
courses; and (b) Opportunity to work, study, meet, and make connections with professionals in human
rights NGOs and other human rights institutions and networks at national, regional and international
levels.

5. Administrative Human Resources Forms

Activity Report Form _Audio Visual Unit
Assets List Form

Capital Equipment Form

Conference Travel Form

Daily Training Summary Form

Departure Assistance Package Form
Departure Clearance Form
Driver Authorization Form

Education Material Request Order Form
Education Material Inventory Report

Employee Time Sheet Form

Equipment Rental Agreement Form

Internship Application Form

Leave Application Form

Leave Summary Report Form

Letter of Recommendation Form

Loan Application Form
Media News Report Form

Monthly Report Form

Memorandum of Understanding

Offer of Employment Letter Form

Performance Evaluation Form
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Personnel Information Form

Position (Job) Description Form

Position Paper Form

Pre Test Form

Request Form _Audio Visual Unit

Resignation Acceptance Letter Form

Resignation Letter Form

S.W.O.T. Recruitment Analysis Form

Short Listing Matrix Form

Summary of Pre Test - Post Test Form

Supervisory Evaluation Form

Trainer Request Form

Trainer Activity Report Form
Training Attendant Sheet Form

Training Evaluation Form

Training Participant Follow-Up Questionnaire Form

Training Schedule Form

Transport Request Form

Travel Authorization Form
Training of Trainers Application Form

Vacancy Announcement Form

Vehicle Log Sheet

Welcome Letter Form

Human Resources Policies and Procedures Manual Page 143



Activity Report Form_ Audio Visual Unit

This form must be completed once a month and submitted to the Development Officer and Program
Manager/Deputy Director by the 15" of the following month. A separate table should be filled out for each
completed activity (shooting, editing, etc.). For example, if multiple video shoots took place, copy and paste the
blank Video Shooting table form to fill out as needed. Please include other supporting documents (photos,
participant evaluation forms, etc.) with submission.

Video Shooting

Start Date

End Date

Shooting Location

Project

Topic

Episode Number(s)

HREIB Staff Involved

External Consultants

Participants/Actors

Air or Release Date

General Description
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Challenges

Editing

Start Date

End Date

Project

Topic

Episode Number(s)

HREIB Staff Involved

External Consultants

Air or Release Date

General Description

Challenges
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Script Writing

Start Date

End Date

Project

Topic

Episode Number(s)

HREIB Staff Involved

External Consultants

Shooting Dates

General Description

Challenges

Other

Dates
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General Description

Report submitted by:

Date:
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Assets List Form

Purpose - This form is to provide the location of the organization’s assets.

pSgSas - o005 aoyamopSBEshEogeSiqpiat oopSigosepo seinh opGeocd

Name of Responsible Staff (wx>$§eoaoo$oo:s= 890@:

Sr.No (Oé) Items Item Number Model Location site Date of Receive | Date of Return Remark
(ao§pz200) | (0gpbseodoond Number (0op58e59p) Item Item ([g§copd (905gi05)
32605) (c005q§ea 264607
38) e$8)
Authorized by(g€[giep): Staff Responsible (02008§e00008006s):
Signature (c005¢0d) : Signature (c005¢0) :
Name (s00p5) : Name (z20p5):
Position (epog:): Position (epop:) :

Department/Program (ls/o§oqd):

Date(c$9):

Human Resources Policies and Procedures Manual

Department/Program (¢ls/0§oq0):

Date ((c$9):
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Capital Equipment Form

Report as of this date: (month/date/year)

Organization:

Item
number

Model
number

Description

location

department

Donor

Date of
purchase

Cost
Price

Class

Depn
method

Yr
Life

Residual
Value

Depn
value

Condition

Remark

Human Resources Policies and Procedures Manual
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Conference Travel Form

Purpose — This form is to secure approval to attend a conference/internship/training and it should be submitted
to administrative & finance manager with a copy of the invitation. The administrative & finance manager
consults with the Deputy Director to decide whether the staff member invited is appropriate or if another staff
should attend.

E0gudqed - ofedsoops  moplimcoiqpr  a0p60EmaBmodepn  c0€an§igpioncieepades
2ClgaIEOafeoassogodfudd:  spdqibeqesE  ooameeeSesqpadad  8cdensonny  0oEopEiqepd
0B3805(03p28qE0000§006:5E BoBjopzg 20EenyPada5pd[gEfed a3eupod 3algri§cosiond: 0o50Eeonndanad
309|066 0GISEHqPO 00560005 ppSopieagisEadtoles [gbo0o0
1. Staff Information (0§cod:zac[opCiza6)

Name of Staff (0§codseaepd) :

Position (gzga:):

Department/Program (Glg/0§oq5):

Supervisor’s Name (mw&l@:l@&&saeé!:

Date of Request (6omE:e300p5659):

2. Conference Information (z20p5:30a: 36[0pEi306p

Types of Conference (saoé:sgeozsaé’m:sgoo:):

Local (§E&ap¢): D Regional (630032038:): D International (§E¢ooom): D

Start date (000Ee$8): End date (B:edie5d): Total numbers of days (§9cOIC:q0d):

3. Purpose of Conference (s0pS:3aaei qoSquSqio)

Please explain the purpose for conference more specific;

320p5:3260:61 §pOgUOgIEdGPa? 32620:805qE{dll (8050003 ¢r0300E[gdl)
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4. Travel Allowance Status (e§:0§cSmSoqgryd[gEizacgzacsyp:

Travel Costs (0§:0§05) EQMM (23g[s€: - [g§w0) Others (33[gp:)

Air Fares (ecooxnd)
Accommodation (o3p5:80)
Local Transportation
(e300038:083:000¢0p800f05)

Perdiem (2060050):0805)

Others (za[grsorSoqaqps)

Applicant’s signature

Date:

Back to Contents
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Daily Training Summary Form
Name; :?aeén ............................. Date:; qoS@n

Location =119 ¢ | PR

1. Any deviations from the planned schedule for the day (and if so, why)?

2. Response from the participants - what worked well and what didn’t work so well? Were the
participants motivated for learning? How did they respond to the different sessions? Should anything
be changed for tomorrow’s sessions?

3. Challenges - were there any problems with the organization of the training? Was there particular
challenges relating to the background of the participants? Was the level of content right?

4. Examples / quotes on feedback or comments on the trainings from the participants:
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Departure Assistance Package Form

Purpose — This form is to provide in cash payment determined by the following formula: For each year that a
staff member worked she/he get one (1) week of her/his salary upon departure. The below table must be
completed and dated by an authorized representative of each department listed.

§p5guSgI0d - 0)ewdEH62005 633053l §05:5000GPE303E: 0grdgIDaN:00) GgaodegEypid Guizadepogt
320)g[odn  0§008:00607H0RS  338320p5:0EWE3EFPS$000$003E:0R05  COMEEE D05

$PRAGERE  d0229E§o0pdn 63NAAlRLIGY  2005BEPG$IEm  WESEYEG0RS ABudenspudadEin
[9p5¢e320E[gpbgad[8s 300pd[gj00pde 5605320t 90B00G:00EGLqS (9205

Name of Staff (0§codseaepd) :

Position (epog:):

Department/Program (9']@/05{10615):

Email (83:6005):

Phone (¢&):

Resignation Submitting Date ($050905022009q058):

Last day of Worked (6§20583:35000006q059):
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Administrative Department (3369|666¢505)

Length of Departure | Department . Verified
Formula Pay Scale Verified by
Employment | Package Contact Date
Finance Department (oo%neq:gog?)
Departure
s Department Contact Paid by Received by Paid Date
Package

Back to Contents
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Departure Clearance Form

Purpose — A staff member is required to return the organization’s properties to the respective department
before leaving the service of organization. He/she is instructed to bring this form to the various departments as
stated below to obtain clearance before collecting of salary, resignation package and recommendation letter.

Ségcﬁg(ﬁ - 0800652000 333200550 050500598 3083E0PRSigP:d BBEPGSPD [gScudm05qS
332600001 BoscobimesgE  coogpn  §0PaAS[gEdonglapisE  Gomdddogpequpel  wagewaEad
665[goon200p5200583EepGrsgP:ad vaeeonEomsds anliqEialoEigpiod qupqepdi

Name of Staff (0§codseaepd) :

Position (epog:):

Department/Program (ls/0§0q):

Email (83:6005:):

Phone (<?$:):

Resignation Submitting Date ($050905022009q058):

Last day of Worked (6§2058:35000000q059):

The below table must be completed and dated by an authorized representative of each department listed.

63205leuxR05gP:0? 6ed[goota0pdgnsa3tie rd3EgE§eomnBudoniapudm [gpddesEiyodeady
200p8gq05g eedlgaf [g8aophs

Administrative Department (336q|666¢505)
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Clearance is

required on Department Contact Outstanding Items "
Verified by Cleared
(on8:q8:q0Syp: (505 BEep (n8:q:q§ (000565 Date(ooSigbromoo
82260008 0050g0S8uSentaped $&eseonieomepyp) [ Feieacy,
e$ePqPd
Office Equipments
Staff Card
Finance Department (ooc;p:caq:g:@
Clearance is
(regunsred O:n Depar(tme;t:ontact Outs(t;r;d;lr;gc:;ems Verified by Cleared
[eRleH e 2RI PH G2 eep Qe =
Ss360058 conSogoSoBaSomiagel o NerpasrassEe (200008[g129 Date(m8:q8:cameg
el
Financial Report
and Receipts of
Last activity
Person Loan
Program Department
Clearance is
(regu:ed o;)n Depar(tme:;;ontact Outs(t:;d;;g;;ems Verified by Cleared
CEqCq Ooq: 9% KCP Qe B
Ss360058 conSoguScBuSoriaycs e s (220005129 Date(m&:q&:cameg
ePYPd

Activity Report of
Last activity

Human Resources Policies and Procedures Manual

Page 156




Others
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Driver Authorization Form

Purpose - This form must be completed in advance before driving EQMM vehicles. This is to ensure that the
driver is authorized to drive EQMM vehicles approved by Administrative Coordinator. This form must be signed
by the assigned driver and Administrative & Logistic Coordinator.

§P5g0dgI05 - oewdEHdod EQMM slomndypia? eewnlssEdjgobgadqupdiadumpewnsoopd EQMM 6l andyp:o?
enliplqf 2p0g0eqpom0sdmn gEgioonelopE: coogpeog§gdoopdi wgewrtad omnseusaopdompewntsé
36g10e6e5E 6000053 p38E:66:6:0300 CBec5ABigesN
1. Assigned Driver Information (om0§eozaopdomdewnmelopEisaepyp?)

Name (320p5) :

Nationality (§E¢000%):

NRC Number (¢05600840l05):

Address (@86o0):

Mobile Number (<?$:$6]05):

2. Driving License Information (wésm&cﬁ?&o& wm&:s;qjcﬁsgmcﬁqp:)
License Type (c3€oCandjrm0002): License Number (c3Eo4dl05): Valid Date (20050062):

3. Trip Information (og):ma)éaflzs'm@&)

Departure Date & Time (03058l 05§ $¢ 32§8)
Departure Location (ogo5gl 6320) ‘
Arrival Date & Time

(eBodeepod qodg 3¢ =24
Designation Location (s30Seepabesao) ‘

Driving fee/day (oogodombewnt:sss)
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| have already read and understood the EQMM Vehicles Policies & Procedures and agreed these policies.

o$60p5 EQMM unfeentadepad] codgpisE cpbod:pdsndigpiod ©odgenocmmomiffiadndsnes

20692003l00I

Driver's Signature: Administrative & Logistic Coordinator’s Signature

Date: Date:

Back to Contents
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Education Material Request Order Form

Purpose — This form must be completed by the requested individual or organization to Equality Myanmar to make
education material orders. The completed form must be submitted to Equality Myanmar three work days before expected
receipt of education material via: Tel : 09-44480-23569, and email: info@equalitymyanmar.org

pBgadqed - ofesnboda? BBgfal: - [gheo ¢ cobeancbomatiaaiibogebiqp: @y ¢ropepozt mefdogeny
23320p5 (a3) podcSodBeqit:Be [gpdden [5pd805eS (962051 [gpdgodaoneom ewrlddsm: colaconadopugadigp:
q§c80p5 qod00d 2pSeRdaad Sk () qod [P3ooCq 'BBqfal: - (g5’ B 0880105 e Ggeo josle $E FBseecds
info@equalitymyanmar.org ¢ 00s0& s005a30560:395 [§B20pSH

Name of Organization (323220p5:32005) :

Contact Person Name and Title (s005a305qe0d 32005 $& epon:):

Department/Program (3']&/0%085):

Date of Request (3288[gj¢n0poopdesd):

Mailing address (please no PO Box numbers) (<3600 $& ©0030520605):
City (§): State/Province ([goSs05/e§¢) : Zip/postal code (©2030532009):
Country (§E¢): Phone (¢82): () Fax (6od®):: ()

Email (B:e00d:)::

Provide information on intended purpose, locations, and beneficiaries of distribution and expected outcomes for EQMM
outreach documentation purposes:

08496 - [§Sn” &l optentiopmeoinpdeszadmnodel vaSonGeaapy320305 0Ee0ondnmaa Ciaalgdogpdagp:
3283[gje20p0000 pdgudgiedgps [g§e00pd 30 pdengta§epd BionpSerdegpizacioypta [gSeoepd eatogp: $&
egPesarodgpem: [gpddg cudgdl
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Requesting Order List (s283[gjonononqls):

Sr.No (oé); Name of Education Material Language Quantity Expected Date of  Remarks

(c08eamncbopogobimenl):  (oomooms):  (336g@0R00): Receipt (¢05g05):

(Q§ie80p3e49):

10.

11.

12.

Terms of Condition (2005005qosEsnefgmaesyps):

................................................. agrees to adhere to the following terms:
.......................................... © 6I050] 32gIdGP:E: 206:920070kRd

a. Therequested EQMM education material will not be used for commercial purposes.
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ad[geropoon:a0pd ‘PB8qgE: {89’ ¢ 000denem 20Eeam0dmRFa i3algbogRdigpiaant 3a0fE3a[godea0R05
59054 [s§[sEaEs eepaqfgazans omsgdoopd

b. To credit EQMM when the materials are distributed to the beneficiaries.

maﬁ@lcpoﬁ?omzooé ‘écﬂ@&-@%cﬂ’ ¢ on?orSoc)ooao oa&ooooo%o?sgcl&sggﬁogé:qp:m: @%aocpogﬁ ‘écﬁ@&-
|§$@0’ sagsaoézsgeéssoz 390339@03@ oem&gtﬁeozq&

C. To ensure the materials are not altered or changed in any way without the written permission of EQMM.

'23q8E: - [g§0 &l oveqzomzenBigooniecm gE[ggodeqfod aoeconnbopaaqCiaalgd ogaSigpia: [glgé

algpEicd[g: olgrodesi
Order by: Checked by: Approved by:
Name: Name: Name:
Position: Position: Administrative & Logistic Assistant Position: Administrative & Logistic Coordinator
Organization: Organization: Equality Myanmar Organization: Equality Myanmar

(Back to Contents)
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Education Material Inventory Report

Item Name

Unit Measure:

Date

Incoming

Issue

Balance

Remark

Total

Human Resources Policies and Procedures Manual
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Employee Time Sheet
Purpose:

Employee Name: Year:

Position: Month:

Program/Department: Brach/Office:

Prepared by: Working Hours:

Working Days:

Days Mon | Tue Wed Thurs Fri Sat Sun Mon Tue

Dates 1 2 3 4 5 6 7 8 9

Start Time

Lunch Time

End Time

Sub Total
Working
Hours

Paid
Leaves

Sick Leave

Vacation
Leave

Sub Leave

Other Paid
Leaves

Grant
Project % of
working
hours

Donorl
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Donor 2

Donor 3

Donor 4

Total
Working
Hours/Days

# of Days Worked:
# of Hours Worked:

Purpose (if out of town)

Comments:

Approved by:
Signature:
Supervisor’s Name:
Position:

Date:

Verified by:
Signature:

Name of Admin — In charge:

Position:
Date:

Human Resources Policies and Procedures Manual

Back to Contents

Page 165




Equipment Rental Agreement Form

This equipment rental agreement is between (Organization

Name — borrower) and Equality Myanmar (EQMM - lender).

2Bqlat: - [48e> $& (o, ) Bz 0goSienigimonnd 2060008 GecEgadgdyp:
[g®2005

Rental Equipment subject to this agreement: (@:q&:@&:@&qmemcﬂéqcﬁqo)

The will rent the equipment listed as below start
from -------mmeeem (Time), (Date) and return to ---------------- (Time),
(Date)
---- 2005 6830>ew5yol ogpdigpiaads -------- (32§) - (QOd) ¢ === (224$)
----------- (qorg) o) g):qtseé Eﬁwéu
sr.No Equipments (0gp5:eadje326p) Make & Model (6&53055¢ |  Quantity
G B=e00) (s2eq22030)

Equipment Rental Terms: (:DOSQOSququ)

1. The equipments must be returned immediately to EQMM as the above return date and time schedule.

00GODD0R00I9CHC00:0000609203E: ¢22qG:08p5sqPiaan: EQMM of [g&copS3a6$660i

2. The borrower assumes all risks of loss or damage to the equipment from any cause, and agrees to return
it to the EQMM in the condition received from the HREIB.

¢22q8509055qP: A8 eqpoded: 005 00e0[gdYEPE0RRd ¢2:qG:0pnde ooSLPqERd EQMM o
2265200 0g5:326[§3265$3203C: [4§ 05358 qepdH

3. The borrower must take responsibility to repair the equipment or replace the equipment with same
model and make of EQMM'’s equipment if the equipment is damaged or lost.

229850905 qodBsdlon ¢22qiope omoSong [gEeol[gl: $E¢ egpodedidlon ornBeom 0gd: eubaLd
2§r200223205¢: [gS copbeuseaqpaepdi
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4. The borrower must inform to EQMM immediately if the equipment is damaged or lost.

2295509052 qod8: cypodediaqp: [§66dl dlon ¢2:q8:a30005 EQMM a3 gj05qiC: sacloppEslogrqepdi

5. The borrower is required to pay renting charges to EQMM for renting this equipment.

22652092005 £2261529 20056905000:000) $8:3203E: EQMM 93 Gorza66edi

This agreement letter has been read and signed by:

evicioapleptouiolios s sbc oot tiea 1T fetlcloaplentovic Bp el qvlosiealelale s ebrouY

Borrower (§2:q5:09): Lender (§2:60:0)) ¢

Name (820g5) : Name (220p5) :

Position (6POQ) : Position (Pog?) :
Organization (33§205) Organization (323220p5)::

Back to Contents
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Internship Application Form

Equality Myanmar- ¢ 83c062085p54g ( ) BB 3038 36pdm0gCgpdoeam
spdgeomEigpigdomeogsesvg crooyEeosogiepdlgddloopdiBodoaniopypie coodeepades
eagPodcos8Ealaopd

338: 01 of0Seqe 20008: sqIodz05

e / oo/ 56 o Lo
3o [] 320005008
[] oqduns I
[] FgaNnd I %4
o %R.08%
g.
@é§<§/ o@&u

238 p 33 :0p53Ep32603 [0 4p: 1

[] DS [] 3282qo0p0520p5853 320052 (NGO) L] 8Eeeqpdad [] opoozeefglgEad, seopds

36 56 56 56
Uogs | Uuss | Uesd | Ussd | 0 s
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238: o1 soep[gdooConimacpdoofeocmsmEcs: ssanme[ry|
[] 00059200001

[] 005wez00p51

[] 0820 ©o003@:Ch [] b0 oGl

ealE:od o5 [gievdr 8qjaopdsad s00p5:

1.

_ [—
2 - J
3 - J
1.

-
2,

S Y
3.

- /

288: 61 32098208 $8:[gecqpadoogigBesqedyp:
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23861 :2008208508[g :[gdecgpoSooniepdogypizncged cdaadupdangpSeaga

Equality Myanmar/HREIB ¢ $054goo€on§senEz00m:00 [5Bqepdi

8 Begu500p50000701 B8 (ogpsie) saoommaeepl  [gpisni0ogdiom cB3EBobdupgmaedl epreocded(g: o§oplgaepd
9edlC:p66exE[gE:0? 20600y $6200520gBeepdH

§pp60ds000505sqpesC §edE:aB8ep pECiqpist qE:8s0gB:081 BoddoEeniaplgbaepd

osagascongEaplgbeaepdn

L o N o W!
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10. so&gsopmcunpdesiqpinpdesontes sogdonlgdeepds
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Leave Application Form

Purpose - This form must be completed for any types of leave. Vacation leave must be submitted within seven (7) days
before the planned leave to ensure that the schedules are in place and co-workers know the status of any transfer of works.
Leave application should be submitted to administrative & finance manager and immediate supervisor to get approval.
Request for a leave without pay have to be submitted to M-COM who will decide whether or not long absences without pay
will be allowed. If you have any questions, contact EQMM via info@equalitymyanmar.org

qR8gudqed ojewnodod wpdaopdgtendmeenadvsd caqpodooiepopl [gobgodeepdi sagnipmavsiclygandmaeniam:
38g8uacdaoplesqedood ()  qodfenlB:  0ofogiqepdi  BBcpbeemntgllyl  saqfeumgpiaasoleldenq§st
DfpiodecdBEoodgp:  omosage[plieoses  [gboopbn  ofewnldded  mbqbeqs  ooameeieSesqpst
883200058030030pqmi0d  gEfgopes  ooClgqepdn  coodglopfaligbon  Becgpadaped  Bdmpdqibesieaibecdod
oo€a38:qepdlgdBs Beondeddon  gE[gelgedaddgodevipdi  Bfadeommagodypfden  info@equalitymyanmar.org b
s005090566ig§:8Eoopdi

2. Staff Information (0§coS:zac[opEiaa6)

Name of Staff (0§codseaepd) :

Position (§pog:):

Department/Program (§|§/o§1oq§):

Supervisor’s Name (g20005[030360p32005):

Date of Request (com0&:a3005659):

3. Requested Leave Category (Gooo&éwég(?sm%[:@m:qr#

Paid Leave (coon5Eg8qp)

Sick leave (0q|$:m@q:g§) D Compensatory Leave (3900:0%3 D
§210985)
Voting Leave (5@0:@‘3) D Maternity leave (8988:gjgg§) D
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Burial Leave (:}')qu'gé) D Paternity Leave (098603(36%0%@@)

Hign

Honeymoon Leave (m$$g$g§) D Others (33@0)

Leave Without Pay (cooo3gd D

4. Reason for Leave (g¢eomE:d0pdmae[opEiaaqCigp:

Please explain the reason for leave more specific;

8E600E:62005 3a6[0pEieaqEiaant coogpgd qEfgol

5. Requested Numbers of Leave (¢ox0&:$20p598q05¢:
Start date (0oo8c5g):Day/Month/Year  End date (Gsd:e58): Day/Month/Year

Total numbers of days (QPQPGC)]S:G]OS):

Applicant’s signature Supervisor’s /Administrative & Finance Manager

Date: Date:

Back to Contents
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Leave Summary Report Form

Purpose: To summarize the numbers of leave taken by individual staff member per month.

Nam Ja Fe Ma Apri | Ma Jun Jul Au Sep Oc No De S \' Vo De B M P HM LWO
e n b r | y e y g t t v c L L clL vL L

-
-
-
o

Staff

Staff

Staff

Staff

Staff

Staff

Staff

Staff

Staff

Staff
10

Staff
11

Staff
12

Staff
13

Staff
14

Staff
15

(Back to Contents)
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Letter of Recommendation Form

Purpose — This letter is to provide the staff member with a credible history of his/her skills, abilities, job
performance, and accomplishments;

QE0gudqed - of¢boopd  ofcobigpid  opsl  mponodopmoydioylaeps  9aqpbaaqEigp
c06c§:96:6900E8EQEigpis € 630E[EeP:adEapd epoateomigpieu:§Ea§ 320305 [§daopdi

Date (c$9):
To whom it may concern (20058380p33):

The description for the letter of recommendation may contain evidence or confirmation of some or all of the
following:

oa)clecalepislopleatiicld Bicepticlobalesl oS8 atte bie b leIcPale SleatSteICA BoeatiovTe S 0p M e s JouTo STctew B BT o1 pTe )
19)8(\993908 o€[g[gEqpalgdoloogdi
Previous positions held in the organization (C\Poeeooﬁoecno PO 399@38 c2130)
- Summary of job responsibilities (cw6ee0EFEaNZAPEIN0ESE OEIePigP325090)
- Strengths, skills, and talents (san:eomE:qiodgpa 000506sgqPisE 0EBLOEGpSyp:)
- Initiative, dedication, integrity, reliability, etc (oogS:pbee0oEq1 8ddgodq059Ewog
:60IC:0006800E 95 E 30:03:05[03008 0594 ©20R0[yE)
- Ability to work with a team (3235Ep6ee0>E8EgE)
- Ability to work independently (63u3320:030003:0066a0088EgE:)

Signature
Name:
Position:

Organization:

Back to Contents
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Loan Application Form

Purpose - This form is used for limited personal loans agreements between staff member and EQMM. Loans are
to be used for emergency purposes only including weddings, burials, educations, births, etc. The staff member
submits within seven (7) days before the planned loan to the senior finance officer and administrative & finance
manager to get approval. The senior finance officer automatically deducts the agreement amount from the staff
member’s monthly payment.

qR0gEdgIed - ofewlHdoopd 0§06 EQMM  cBmsfogps  2005¢cboonsongd  oodiqiiegeqpopgaacgad
20){g9$[gdoopd 0BRGPl sreqIabimsngpdlgts  vpeqest  qEeogiegigigtiooopd
oqeclogapraaogomoplatigboop egeqrapeloponny eqpopcoopiatecits () 9oty
ofegoqraoplesntal  sfdfoofiogmegmpist spbqibeqisboramogeiesqped  gllgaedaepas
00&a38:qep01 GEopEaneomopBooionnd eguedmnd m[Bionsionrmeamaep§er 0§cobielicuod eI
32033260qP0{gEdE0059g2:0866 0o 05

6. Staff Information (0§coS:zac[opEiaa6)

Name of Staff (0§codseaepd) :

Position (§pog:):

Department/Program (Gls$/0§ogP):

Salary Rank (coong§:000s):

Date of Request (com&:ad2005653):

7. Reason for Loan (eqegeom8:doopdacopSimngSiyp:

Reason for Loan (chqzﬁémc;@)&soep

Wedding (600068008) D Education (0pooeep) D
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Burial (§0G6p) D Birth (oG08 s) D

Others (3’9@3:) D

8. Finance Clearance (ooqpoeeonéiqéigaac[gzacsqyp}

Previous Loan Clearance (coo€egpagqlicoligtmalgmaesqpy): Yes D No D

Balance Left (05§ 0380005 eqregoen):

9. Loan Requeted (6ox&:900pdg¢q05gp:
Start date (0ooEe48):Day/Month/Year End date (G:ed:e58): Day/Month/Year
Amount Requested (6ox&:900p egegowm):

Agreed Repayment Amount (02co0gi€ [g§copSe0e0668 2060230p20p5 vedem):

Applicant’s signature Administrative & Finance Manager’s Signature

Date: Date:

(Back to Contents)
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Media News Report Form

wopS (3p5:g=>d)

(Name)

Qgodep

(Branch Location)

©$.9
(Date)

% op|Seprqzacfopimaep

ealS:0f
(Title)

gh
(Time)

o§ep

(Place/Location)

clo€agB:eqslandzaon:
(Types & number of
participants)

ap5goSe0d
(Purpose)

oyPq)6

(Overview)

ojjeqrodqp:
(Impacts)

0§o5a005007:0
(Audience 1)

o§o5a00500m72 )
(Audience word 2)

0§o52005007:0

(Audience word 3)
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Monthly Report Form

Month: ..o Report

(This form should be submitted to Supervisor on 2" of every month)

All the activities which have done/involved by trainer teams both EQMM funded and non-EQMM funded
activities including attending meetings, networking, etc. to keep as monthly team record.

No.

Date

Title of
Activity

Objective
of Activity

Content of
Activity

Result

Organized by
(Org)

Place

Responsible
Staff member

Back to Contents
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On

Reproduction of Equality Myanmar / Human Rights Education Institute of Burma produced human rights
education material

1. This Memorandum of Understanding (MoU) outlines the agreement between EQMM / HREIB and -------------
-------- (the Partnering Organisation) on the reproduction of EQMM / HREIB produced human rights
education material in whole or in part.

2. The agreement covers the reproduction of the following material as per request from the partnering
organisation:
a. —( copies)
b.
C.

3. EQMM / HREIB agrees to provide the soft copies of the above listed material in formats needed for
reproduction no later than 5 days following the effective date of this agreement and to provide its education
material free of charge, subject to fulfilment of the terms of this MoU by the Partnering Organisation.

4, (the Partnering Organisation) agrees to adhere to the following terms:

The reproduced EQMM / HREIB material will not be used for commercial purposes;

b. To credit EQMM / HREIB for the development of the material in words and with logo on the
reproduction of the material covered by this agreement;

c. Submit at least one copy of each of the materials reproduced in whole or in part to the Equality
Myanmar office; and

d. Submitinformation on quantities, locations, and intended purpose/beneficiaries of distribution to the
furthest extent possible to the Equality Myanmar office for outreach documentation purposes.

o

5. EQMM / HREIB will at any time have the right to recall its approval of the reproduction of its material
should the terms provided for in Art. 4. not be adhered to by the Partnering Organisation.

6. The period covered by this MoU is from ( ) to ( ) should any of the parties wish to extend
the agreed period prior written agreement will be annexed to this MoU.

7. This agreement will become effective upon the date of signing.

Signed by,

On behalf of Equality Myanmar, On behalf of
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Title: Title:

Name: Name:

Date: Date:

Back to Contents
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Offer of Employment Letter

Purpose — The job offer letter is prepared by the administrative & finance manager and signed by the executive
director for each new staff member. The letter is provided to the prospective new staff member when they are
offered a position with the organization.

§R5gudgI0d - 0)3cR5mdipsigtionad 0§c0bi80806uNMgEBIa005 FoYIGeqsE caMsegesesqpm
[g€eoCom  gp§lopeqigin  CVBEOde0IqeRd[gdooRdI 08060608 :F§  epoRIoIE090RE
0832660065830l ojjon GumadeeRdI

Date (¢59):

Name of Candidate (co:depdansanpd):

Mobile/Land line telephone no (833E:/ 336¢&:5005):
Email (33sc0:0d):

Dear xxxx,

Congratulation! Equality Myanmar is pleased to confirm you that you have been selected to work as a
XXXXXXXXXXXX.  We trust that your knowledge, skills and experiences will be suitable and fulfill our
requirements and expectation for this position.

23q[aC: - 9590 365$C 2083 xxxxx eponigl 0§32695300305 GgigISAdndeloPE: 0&se[gPONEgYE
BelopClopimaddoogdn 2086l owvpoponl  3odod0pNoYB:Eest  IeogIlqPId  LOPEPCR
BB sqfcobapobep ofchpf BeSogScifopSen S8otopSdooch

The position we are offering is that of “XXXXXXXXXX” at a salary of XXXXX MMK a month. This position reports to
XXXXXX, covreevererrnneens of EQMM.

009 XXXX POR:3R0R05 CVOP [4SeBg XXXX 0360:30gS 6:00G:3Alo0RSI LOPEPORIRNS 2086ESqERdPE
xxxxX [g&cloodu

This position reports to a EQMM office at least 7 hours/day and 5 days/week (35 hours a week) and must abide
by the Code of Ethics, Human Resources Policy & Procedures Manual and Financial Policy & Procedures Manual

of the organization.
Benefit and related information relevant to the position include:

1. Probation Period:
2. Salary/Wages: XXXXXXX MMK a month during the probation period then increasing XXXXXX MMK with
satisfactory service after the probation period performance evaluation.

Human Resources Policies and Procedures Manual Page 183



3. Yearly health accident insurance coverage after the probation period.
4. Yearly visa/work permit fee after probation period, if required.
5. Opportunity to attend EQMM’s capacity building course offered occasionally.

208m065[9E EQMM §:03 0nes0qE3505:00: ()58 000050q€ () 05 ((020050y€ 28 §°8§) wEABEQeRd[yo[B:
:3eioyCoodgps cpooqigdedicodst 0060026 85:00058) moanesed codst
005082096 $05:0005BClEagodqP:Ed0d GrLEd0d50qepdlgd 205
009EP0R:5E0050005¢) dorgeomndonglypien
(0) 3208080700
) comoceg - 2006:05070008507Es oncoayé XXXX odcomaglydBe
:206:0§0m000pbcia0Egrdgmeailgodeosodgdndeamnt(Biemys6eaonadilon cooad xxxx o6
oBegeoedi
(p) 220&:080mc0Gadedlon $S0c5uboysiegENLs
(G) m208:0§0mc0fGiadiclon 8anst 3200600EgEdLd (33260m)
(5) EQMM il gé:qpd[gEeadanodyp:od 20&enqhooc condeepaddEaopdangancodiyps

We would like you to start on XXXXXX at XXXXX. Please report to XXXXXXX, Administrative & Finance Manager
for orientation. If this date is not acceptable, please contact me immediately.

aofam: xxx qod xxxx §0§0g¢  3cp600Ceepadeacdiloogdi  ageec(o3pEi8ode005qE{g8EenaSanog0d
FHOgIOeqes  oaegesesqp  xxxx 03 800509000l Beso00d  cosacgodmasolecfyllon  88ad
[g§ade00d0g050M

A summary of the organization human resources policies are attached for your information. Please sign the
enclosed copy of this letter and return it to me by XXXXXXXX to indicate your acceptance of this offer.

a0€erpanflesanogod 938 30l pooiCigbeil cBasdqbad  Gi3eLdadoddloopdn  S8mes[yt
009MGERE]IY0D VOGN (:030lEP8RE CrHecdeEEadHG 8800 xxxxX [§€ [g&copSdeamnteocddloogd

Sincerely (sogg$[s€),
Executive Director (%%@D:Gq:&g:)

Equality Myanmar (écﬂ@& - @$m)
Date (¢$9):
To accept this job offer,

1. Sign and date this job offer letter where indicated below
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2. Return it back to the EQMM administrative & finance manager via xxxxxxx@equalitymyanmar.org and
cc to info@equalitymyanmar.org

E:008:9i050% 05
(0) 637005665[qdlon0zE CrHecHad G5BoGA
())3p590eqess coamegEesesqpad xxxxx ¢ 080&[gEnoobewddi 6025803 info@equalitymyanmar.org
233

Job Offer Acceptance (320968:096:90%0058[§EY

By signing and dating this letter below, I, XXXXXXXX, accept this job offer for the position of XXXXXXXXXX as
offered by the Equality Myanmar. My employment will start on XXXXXX.

6200300003 LaHeodd: qodgod[gliamdgl 88 xxxxx 20pd EQMM oo 008:008:0000 XXXXX  6PORI0d
cooddejop: aelopgsoraddoopdi 886130000008 605e xxxxX [§dOlaodi

Signature (CUOSQOS):
Name (saeé):
Email (33:c0:cd):
Mobile/Land line telephone ((%3%83/388(?$3):
Date (¢59):

Back to Contents
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Performance Evaluation Form A — Quarterly

Purpose - HREIB conducts informal performance appraisals quarterly for each staff member during their time with

the organization. Quarterly reviews are normally conducted only by the staff member’s immediate supervisor.

p5QuSqIed - 0§008:0063:qC:BeN adrv0odmpE: YEEEEEdYPie: S0§:d[E: (g adLdd omcos
C\Pf)eoméqcﬁoo&oﬁo?:oa&\g)o% 200583Eeposcodsen (03036090 08:068 (9605

The first and/or second quarterly performance review are especially important for each new employee as they
occur during their probationary period and determine if they become a regular HREIB staff member. Each

quarterly review is completed using the standard form detailed immediately below:

Performance Evaluation Form B.

000LR000D VLI VEOLE[EPEOVV0ITNZ0RE: 1EC0G:00600B:R0GeEYIHYP:aas 05:08[gEsa00d
32008 3064[030000 s0§:0060m0[q6(G: GEe08:08906d] 698G aB0§006:32000502
doSoscobsmgdasmndbandals §  o§od addgodeomaelops  [gdo0dn ads000050m00ze0pE:
0850065610006800E g|0>805:08(gC:32: 6830053 (EGe0IEFDS 80520803008 (B) 3208 32004g[0g2:qS [gE200

Performance Evaluation Form B — Annual

Purpose — HREIB conducts the annual performance evaluation process to allow staff members to discuss with

their supervisor or team leader their overall performance and progress toward achieving individual and
organizational goals during the last year. It is a time to receive FEEDBACK and a time to reflect on what

DEVELOPMENT NEEDS the staff member has, as well as their professional future with the organization.

B:Seomn $dm00p8:p8  qpbeacn[Biegpaddcon caonlgodgodgpioopd 0§c06i008iqt:d $E =8sn0b:eh
d08iqoadd [gd8[at: § of o8cobisC GEiel  [0Fo30opmlop:  eegiegry oko0dq  [gOedlcogs
$6050066800EqIodgp: [g§upbad:a0d[gls 38320503 [grpSesnntgod[g: [gdoopd

Each performance review should be a positive and interactive process whereby both HREIB and the individual
being reviewed receive information about his or her success in meeting the responsibilities of the job, and HREIB

can learn about its strengths and weaknesses as an employer of that staff member.

cvSeamniqodeosodage 329/05008)05q)E:8005 20£:006q030$ 0062 ooBsqi:Banad
GE:Bameusmboomieonomosyqpisé  0odooods]  sIomgEd  Sispdiqod  gqps: HREIB 8
200583Eqp0&0b:008:qC:B3a(op :[gSeacys ea(gjooeome80oEE000 8):006006680EGS 09 [gEclaodi
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The primary reason for this annual performance reviews is to evaluate the staff members’ performance on the job
during the past year. This review compares the employee’s job performance to the goals set for the year and to
the description of the job. This is also a good time to review the staff member’s interests and future goals, and to
explore further professional development. This conducted by the staff member’s immediate supervisor and next
level supervisor with final review (as appropriate and depending on the position involved) by the executive

director and program manager/administrative & finance manager.

cv6eaontqod sof:odaal §p5guSqeden 0§c0d:onB:q:Ban g$deom $0cl
cpdee0EqIndmepdma6 0g:gpioBlgopdadod[gllgboopd B303[g0de0p5 200583EqpuSoosicl
omoseofglidqeomnmmapdomnigpeiqodesqed g} eepodesnt eenlgodSlgl:  §  ofod
£E:0ndeemnlgodqs  [gboopd c005sb0pEcopd:  2005e8Eeposoobiel  oduComogp:  =aqP03aGagIgP:
BroncHesmné 6aogrdadoopd 2283205¢pi? GeHoocdognig$auSs (962005 o§cobsel conbedEep [PF{o36ope
020050968008 g0daepd[gd: =egpPaodBodadiandyeoged 20005 [P0 000SGopodd  (executive
director $¢ program manager o3e0p0b administrative & finance manager) co:3q8 [g620p5

Performance evaluations may also be conducted in the event of a promotion, a change in duties and
responsibilities, or a serious performance problem. During the evaluation, the staff member’s supervisor considers
a number of factors; both the supervisor and staff member as well as any other concerned staff participate; the
supervisor and staff member rate and rank the staff member’s performance and then come to an agreed overall
rating. If the immediate supervisor and staff member cannot agree on an overall rating, then the next level

supervisor is consulted and asked to make a final determination based on the information available.

c06eamnlqod  sofiodagaa:  epopodgoopdeaslopl [goeo  cpdesiomosypiegpliadoopdeadlogt [gdeo
cvbeamiqodgprroduliglgomsomefgmesyp:  Sgpieseomnadlopt [gdeo  [gopdeepd  [g8o0bi
a52000g[ge00epogt 20053 eposcodisC  [PF30opgp:  sagEdeacucdEindieilop  0dio:adio00g
(BQeRIeN T 08c0dsapdeamniyedzaed savodeos: a%2000(gCsaa0s $68200602090005660m
0D:002q|053260] oopde]  200decdqEpd  [gdaopdi  GEes§n0d  330005§  [0F0300m0Eons:  pegP0d
oB€uCeagiegiqs 000nC:3qi053a0005¢PE0dsEonng 0oE[gqdlepds

A staff member rated as underperforming is required to agree to an ‘improvement plan’ with his/her immediate
supervisor. The plan must include a timeframe agreed to by both parties and new performance targets. A staff
member rated as underperforming who does not successfully implement his/her ‘improvement plan’ t may be

subject to termination of employment.

2005838qposcodiel  vdeamnCaodypioopd  clonodqSmcfgmescdmbesohn  GEisé  GEsaoR030:m0
cv6ea0nEgodadion0domopadaadmodyp:  [gEsoleqeadqdlopdl  Bmdmodopl  m§mcdimom  §E
B:00p0qp0gudaopd  wbesmEqndodianadgendggEdgp: Alfqdlepdi 00de0d0m0pd 32§ 83203E:30m0p8

Human Resources Policies and Procedures Manual Page 187




qpSe&:c00:000) 0%:000HCgEpd pOeemEYEdgP: lgbedlcndlen c00dedEepo§aodian: ¢Eelomnnssrnpde
§5524gE: [giopdSilepdi

Evaluation Form Format:

Evaluation Period

sof:obeapanaopdomnco
Employee Title
0$006:200p5 POy

Name and Title of supervisor/leader

completing this evaluation

[PR{oabopmesel 8¢ epogu
so§r08ecpcn(géiddsigpdgadon

col&icamné

Names and Titles of others who
supervised the staff member during

this evaluation period

08c08:am:908:08600000[gE:

omcoop8 oofgp: (036 esotgadon
wopS §§ poy:

Part 1(a) — Staff Member’s Personal Reflections

The staff member’s supervisor provides the staff with the following list of questions in written form (hard or

electronic copy). The staff member then provides their written responses in Burmese or English, and returns the
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completed response to the supervisor, who then using the staff member’s reflections puts the final answers in

English (translate if necessary) on the official evaluation form in the boxes below.

o)s08:06600000308E:03E [03{03699¢ enoddleeiglgpio? 0q€[gp8[BeeosdropbieomEs
FBieo:9[gEee0oEGieacdc0pdieomnts 0§codimm: [§pdgrde0as [§620051 0§00be Guigsiqpiza: [g§wromom
030005 206c860mam|gé [§dga5Giesn0d [P0360900 Jeeonae(gdB: [3o30ape 9m00m[g§qS$cBeabdlm
omo0olgBG: [gicopdlapberbogaiaf [§aoph:

4. Has the past three months been good/bad/satisfactory for you and why?

@$360m 6[gpodrumapts peemEa|odgpsoopd 208320305 pdi comEa
Goq$0eau0dgud Up vPsOdlona: TxGoFPEDI

5. What do you consider to be your most important achievements?

2086l p66a0EgdYPe ©pd0deepn? 330:qEa0 6aE[gEEUD 200deEdAlood

6. What do you like and dislike about working for this organisation?
009208350p5:03€ Clo€eamnEgrdepapt opdoopdeagida? 20€ $6005(8k
©p5200520g)0503 20€ 05620053100

7. What elements of your job do you find most difficult?

20&pSesiomosgpiopt ©pdaopd3aepad 208320505 F2005edi) codlaocd

8. What action could be taken to improve your performance in your current position by
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you, and your boss?
20861 0PEVEDE 0S$UPEE3FE:RE 20l rdesmEe Iqpdaacagigp:
3803:0005cme0g§ 208 $E c08mp00050p[PB: © 657393 GeorEGEHES

9. What sort of training/experiences would help you do your job better in the next year?
c00p05603E 208apbesiomosgpiod 38eantlgEesnt caonlgad§tes
0pda0pd2080ns: Ieogmld§jin F26000d3a0p(g|e0:8Eepdun codloocdi

Part 1b: Open Discussion

gScolep m[gSmncrSeagieggla
The employee and supervisor will come together and discuss the answers to the above questions. The supervisor

will take notes and write them down in the box below:

F00050] Gosgsgpiel Falyar:a060l306/98iG: (5630 $E ofcod moponay 9écubagn oféubespiesig
(G550 [R5 09 cspregigp oS oSl aacpoSepS fposef fi5angSy

Notes from Open Discussion

géobsgomigaacyheagiogipi gdeqp:
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Part 2: Goals/Expectations

In this part of the evaluation, the supervisor will prepare the form below by placing the employee’s goals in the
yellow space provided. The goals should come from the responsibilities outlined in the employee’s ToR. Once
the form is prepared, two copies should be printed or emailed. One copy should be given to the supervisor and
one copy should be given to the employee. The employee will rank his/her own performance and place that
ranking in the first column. The supervisor will also rank the employee’s performance and place that ranking in
the second column. The supervisor and employee will then come together to discuss their rankings and place
them in this form. The supervisor should take notes and place notes in the green space provided. All rankings

should be on a scale from 1 —4:

ofeofi0beco0np38E:09E (5035302005 6820050] 3a0legpEaangobapiogé ufcodsel omuupeanégosgean
pbedzomodqnol [p5e05q8ladlG: ¢lemadieocilybeads  cupd: eomé: vgéembSaalgbearscopbeon:
cugs 600585 66002l9d 00 00§30z 0 cobza0360:98 EoPefoRloab apeacposfebaadi
ofcobrocoueordcopbmpoder:  [gpsecsassE [05igbape s05wemSSpé aapodeusglebadpdi aSiao:
[R50 Gees005  [Ffgbapsbosaodsy  aacponpecgaG:  saeodapiaacdllgSans  capiesslebaoadi

dE&seqpéfgéendfgoonseaonaiégpiopé (a6 a0ea:e5:9005g0:08 005006:00898 [5b2005
300520050059/05 062 0 & ¢ 3208 J9baodn

4 - Exceeds expectations (6qf5es:000:0000005 coyscpsconlpscs)
3 - Meets expectations (eqbeswogossé [gao6/acs)
2 - Needs improvement (6oon&sps 05000598 aSaabese0f9ls)

1 - Unsatisfactory (eogsSeconodgaden ogeaofacs)

Duties and responsibilities (from ToR) Staff Rank | Sup.Rank

co&cS00mEgp: 08006 (033690
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Part 3: Skills and Behavior Assessment (226p5325C25¢ 32[qjeaq3E:a3Eepmos:069/0)

Please follow the directions from Part 2, however do not change the content in the yellow space. The ranking
should reflect the employee’s goals from the ToR and his/her work plans. In addition to providing notes in the

green space, please also provide examples when relevant.

oleqpéaraposopbesilgoonean  saclopliapapiol elpéxdglolgas & 2884 ) opbeosfgconearn
VGS:5)054:32058: AS05Uleenlgosas Jgbanps sa¢056p:a305 vfcobisicpbesonqods sacpbesepaniops
[gpeeonéqodgodapial  qabaps:  eoswbeddfgfal:  [fgbaops  mBbiegplaapadapips  [5ada0e
Care5:5/05gi0f a860gSeam puwigpyéenslyqs fadapdn

For all staff
Quality of Work Staff rank | Sup.Rank
006c£:3E:03Eqmeaqpdencay: 08006 (0303699

Delivers work of a consistent standard

oacﬁcj;cﬁooozeoao 6§|§:é&g.§sqpssao§& (\%036]0@008303?

Performs work with accuracy and thoroughness

Bonjphakgd cpbesntily

Open to constructive feedback about quality of work

[gjo0eom080§ 600 GooogP: gEapdao:de

Productivity

cpobp6q@Eiadéep
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Employee meets agreed work targets

Beelepodesnaoodeodom:eamn qpdesiqodeeddnndeantsta

Manages time effectively

§fcBacpode> 8053

Prioritizes work tasks to meet program or work objectives

c6c&iqpdesigedlgoducogs saaptea8aaodypiem: Soneuiosdlge
6e0nCgnHon0de

Dependability

Accepts responsibility for own actions

88cpbea0oCq|ndgP3a0305 000§ 000S0Re

Attends work as scheduled

32820053203z (p5cEigE 00deapady

Submits reports to supervisors on time and in appropriate detail.

c6c§sadlep 328qC o000 do€ao§aod
326:00:805329|05320009¢2 6038k 32§55 E0ne(g:ad (05036 0p0dad
:28qE60[ge

Judgment: 83:[go58qEq

Bases decisions and actions on sound reasoning

ofrelopé:aBenyder ofgodqeiqfle
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Identifies and solves problems

[goongngpiad elggCiesontgodSEo

Uses feedback to solve problems and improve performance

[goonsngp: e[gqE:8Eas $E pdaeamnqodyp: 03o0de0qs 3ac8en
coosz[0ggIedgpEsa: cadd[gc:

Organizational Accountability

23200p5:3E:3Eepoon0§ 0ponode

Sets priorities and meets deadlines in agreed timeframes

2005005000:6003§§ 20081 [G:B:e3208 ceonEgodondde $¢
Bionseuma820004p: gjeod Bodeaontgodanody

Participates in organizational meetings and strategy planning sessions

32320000:a3Eep wuNg)uIgYOdee; 30p5:360PE $E
oofgpizeopSizacoigpiapt dloCe

Communicates with other staff about program schedule and key

events

006c§:809)05 383000¢pisE 3a[gpizacey0Fie003gdgPIZE0R0d
oofgpi0§0b:gpesE s00dgudeemEgedo0de

Individual Accountability

008:q8:88epom0nfuy AvSescnéy

Seeks clarification and guidance from supervisors when encountering
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problems

[goon§n 9300pod 22905830095 E [ r0pd9a98l [0Fr36opcde
&35 9/0dqPig§a0630E 680oEQadoN0de

Organizes program activities to achieve organizational goals

32330005:00900:61 qpdesigodosi03esmilgCeogssacgand
006c§:809I05GPE0d (:60IE:e00Egrd050

Shows respect and understanding of supervisory relationships

[0F{o36pe 86ce0nEgodagPid 388 59:c00p5(8z Grvion:o [gooonode

Imitativecqesonéeannégadonody

Takes initiative where appropriate

c332600¢e00560m656p0RE 320dE 64ee0t 6eonEgadonode

Seeks new challenges and demonstrates willingness to learn

88edl oan00dgp: gpegonode $& croanad8od gt

Responds to new developments quickly

[960ghiq s200bqpi cqlabeo oYidte §lat:

Diversity and Tolerance
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©opOglgPrgqPioFo05saBaagdly

Demonstrates respect for a positive, diverse work environment

3200600508:07E§ copaR[Pregpiod Grdde [gofgc:

Shows willingness to interact with different personalities and cultures

0Blrequ326533000:5¢ copeoigbep coppipigapio? sRlgieacyd
s0050668008Q0d0380dea0: [gaofgt:

Accepts diversity (ethnic, religious, racial, gender, and sexual

orientation)

oG 9200001 881 ABEBdLHG 06O @oecyé@o:ﬁfqp:cﬁ
005950333005 [g:

Community Relations

Q@ S00580Ge:

Demonstrates a positive attitude towards community members

pe32320000:q203¢ 360mEYEAls 2:o[gCepiad [goosEe

Establishes a positive working relationship with partners

32607E:0060206800E6000 §005806qEgP: COOGEONIEENIgPiEacyts
00568000580

Receives good feedback from partners

0566503 00dgpPie 260mEIgEEam oYgsegp: coddqde
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Teamwork g:edl8:ee00éqade

Handles interpersonal conflict constructively

¢8|c5qC:a3Eep o§oc73qp:d‘§3;|§|oaem@m&gocﬁ&og&ee@g&:%&i

Good working relationships with co-workers on the same team

006c§:30935833209E:§ wOesdBEedyPisE comtigSeam
so0HsdeqE o

Good working relationships with staff in other programs

0p5c8:32090800p09 C06EEHMEEHYPisE GoMEigSeam soodedes;
e
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Part 4: Summary of agreed plans
20692°03036000855|05 225646

In this part of the evaluation the supervisor and employee will agree upon a plan to address skills development,

training, or corrective actions. This plan should indlude a timeframe.

Jeodi000388:098  [0536305E 080062005 FaglSomc0009  2005005g)0530pE:  FgREEPERY0FOD05GE:
éoofssé Tfieon 3830540 206020070590 F228330569:8598 fgba325

Part 5. Additional Comments

65205000 2aad[gjqIodyp:
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Part 6. Overall Evaluation of Employee’s Performance (so§:0decpcon(gémasdq)d

The supervisor will rank the employee’s overall performance and check one of the boxes below:

@?@'&}W g}fmﬁooS%noo?cp:m: g/?ﬁ oﬁco&a?cpé‘eooac?qoSs;eoTspys&?//é‘ 39?0560:3305?0567?5 @'533&5//

|:| Exceeds Expectations  Employee meets all goals and exceeds expectations.

0800620005 6¢50£:00220200005 GoyPR§lgEdd comEsgsoopd

|:| Meets Expectations Employee meets all goals and performance standards.

0800650005 GHe8:0005005505sE [Gpddaopd

|:| Needs Improvement Employee occasionally meets goals and performance standards and must improve

performance. Improvement plan needed.

()$008::Dé Gﬁﬁ?$:wos?03qlcﬁecpcﬁq$ cpgoomgqlcﬁqp: 80005 o@:oo&omo&g%q$ O%SQE)G@GODSOOé
03:00056320305 328200D cqpadqScSoopd

|:| Unsatisfactory Employee does not meet goals/expectations

0800650005 G4He§:00050055|05330: ©GEPOIFSEN

Employee Date

Supervisor Date
Approved by

Office Leader/Director Date
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*Your signature implies neither agreement nor disagreement, only that you have read and discussed this
evaluation with your supervisor. If you refuse to sign this evaluation it will be placed in your personnel file

without your signature.

386 cLo5ea505 ﬁoo@:o&}g)cﬁ qeodsaed] oeomopa8e vopBo sqoog: [§Eep 880rundeodadigs
[GE:e0§Clon condeoded§eom so§sodagnoBom 200583EepoScobsel o$oo<5=908m§:eq:epog§ con:epd[gdaopdi

Please send this completed form to the Program Manager/Deputy Director or Administrative & Finance Manager.

[505g05[Gs0)s0§:080g0soProgram Manager o3wwpo5 Deputy Director a3wwro5 Administrative & Finance
Manager 0593 co:3q$ (g6 205

(Back to Contents)
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Personnel Information Form

Purpose - This form is designated to be used for keeping in employee’s personal file. If the employee has any
changes the following information, employee should contact to give update information to ALC/FAC as soon as
possible.

9@905308 - 07688803 0&codigpzel BudeqEndudomsagodypd Bbseopdigssacnd 320%4g[ggdaopd
Bgodypide 099 36[PE:3cddolon 08cobimes|9E 2:p0qteqEsEecd30388:cqeq: () ooamee:sE
3090603 8E:66:6:00 :g§ ed: 3ac[opElopigpdgadeugepd

SECTION 1. GENERAL INFORMATION (32603G0g20008:30g05320005¢ b

Employee’s name (()$Oo§:39@é):

Program/Department (o%oq&g)@:

Start employment date with EQMM (EQMM o%oor)&()&csq)rﬁa)ée§):
email address (33:60:00):

mobile phone no (c%o%&q.%s):

Home Address (current) 350 (C\Doggl):

Home Address (Permanent) c90o2 (39@008:):

Home phone no (8859:%:,%6103):

SECTION 2. EMERGENCY CONTACT INFORMATION (336664 §j§0p&00n50305qupSooonéamagiodeacondypk

Name of Contact Person (aochogoSqeéoisgeé):

Relationship (GOOSO(S(?):
Contact person address (current) (mcﬁogcﬁqeéogeﬁ 03(73%(\3600):

Contact person address (permanent) (mcﬁogcﬁqeéogeﬁ 3’9@035:(\3800)::

Contact person phone no ((?$:$008):

SECTION 3. Visa Information (For International Staff Only) (8cosaq|<ﬁ:nmcﬁqp:$8c':oom?o$oo&quax)

Current visa type (c005§8e3a§g32022): Issued date (cpodeusaopdes,): Expired date (0p§ed:00p565):

Passport Number (0o50350l05): Issued date(cpodeusaopdes,): Expired date(op§ed:00pdes):
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Nationality (§&&oo0s):

SECTION 4. NRC Information (Only For Local Staff) B(§E¢000:00839)05320005¢pr 30808 c0digpon)

NRC Number (¢05¢0o€mn850lob): Issued date(coodeosoopdes,): Expired date(op§edsoopdes):

Address in NRC card (07803E310005c86e0):

| acknowledge the information provided is correct: C e

32000501809)05320005gPie§ s elopE: 320330005(gclaopdn  Employee’s signature (0§006:0005¢05): Date (c$3):

Back to Contents
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Position (Job) Description Form

Purpose — This form is used to formulate the posts ‘vacancy announcement ‘as well as provide the basis on
which a staff member’s ‘performance evaluation’ is done.

R0gedgcd - ofewnlodad bGPy  Glogpdooiod)  EPORIoMnENd  Gudlgesss  dBepopiopt
00&s6800800p508 00861 pbesmESEasaed] aa3[§ods0§:0depont 326[gde) 3200 $EqSgO 05

Position Title (gpog:oom§) i.e. Accountant (puwd @§E:030

Grade Level: (32508) i.e. Level 4 (powmsoég)

Organizational Responsibilities (23320055638 qp cpbeaoEqoupdomndyp: ):

i.e. For the day-to-day cash management which includes:

(0) 650D egoloRBGesIqPIROCSp:

a) i.e. Log in of transactions as they occur;

O2) GEOOOILIAGRE0P ©05006:00E[gEH

i.e. Ensure that office funds are adequate for office activities;

§eeadi08odyp:00pd §:ropboodesé cdeamnodesmc coogpaeolgts

i.e. Conduct a weekly cash count;

F20050PeG0gP:0d GaoRad(gtH

1. i.e. For_cash advances which includes:

() [PYerCegypronodeodgapdesgp:

a) i.e. Update cash advance transaction record (with form);

o) [ForEegaodungtieod0nbigpia? 309005006:008(gE: (wdEyE)

3. etc.

(p) =afeps

Administrative Responsibilities (3p6q0caa3Eepomos§aqps):
1. Toreport to an EQMM office or approved work site for a minimum of xxxx(x) hours/ day and 5
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days/ week. (xx hours a week); Fixed statement

0) EQMM § 9300pdb §¢[gjoonoopd cpdeglad onesagC xxx $0§[g€ onoodag€ clgod (
000050gE xxx §0§) 200083981 (GdEa0[gdad)

2. To follow the Code of Ethics, Human Resources Policies & Procedures Manual; Financial Policies
and Procedures Manual ; and other operations manuals of the organization; Fixed statement

J) EQMM & ¢ 050020005 0§c0d:c0058 $& 08cobioqoodyp ooameeadepadlast
05082006 $00:q230: GOE:30950geRdI

3. Towork under the immediate supervision of the xxxxxx; and  Fixed statement

) & [03{3668008g0d6e3200503E 3200EEaS

4.  To supervise the assistant XXXXXX;

5.  To participate in other administrative, staff and organizational meetings as required.  Fixed
statement

G) 0§006:000053300:32608qPi5C 353320p5:0C P 220pd:Ec0IYPI0RE CloEonodeepadgfi

Qualifications:

1. Education (0p2oce)-

2. Experience (:39@0339@[)-—

3. Skills (oocﬁdm&rﬁqps)——

Compensations(do:g&qps)-;

1. Salary level — i.e. xxxxx Thai Baht per month with periodic (annual) salary increase based on
satisfactory service after staff evaluation process and increase in organizational donor funding.

omsss - ooy oo - oydeg [§§ 0§326000:§0opd Fa3eaopdiel G 0§c0b:el
c06ea008godgPieaedl Gonod(B: cooodyt Son:gEa§SEaodi

2. Professional Development - (a) Opportunity to attend EQMM'’s human rights education capacity
building courses; and (b) Opportunity to work, study, meet, and make connections with
professionals in human rights NGOs and other human rights institutions and networks at
national, regional and international levels.  Fixed statement
2epd603:0%g¢ea008godegps - () EQMM il cpzeglancqadlep 20Consimndanodypiam:
00deepagll  (9) safgpieomnmdmopdiypie  Biiecomn  cpsegemmmeedlep  §EEmend
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632020808 $C 8000732508 3B30PGPE3: 00HEEPOIGARCNYEGPE §§SElaRSN

Note: The standard ‘position description form’ above can be used to describe the duties and responsibilities of a
volunteer, or student intern. Although not a staff member, these individuals are normally responsible for
professional or semi professional work assignments that contribute directly to the organizations’ vision and
mission statement.

@D 1 CPEEO[azapd PaninEBEPRGCE10056005/0PBEE5[oopSewrEN GoosIOEC0dIgPisE
eogplsomsmanpbaolypiel  omossCogaepigpiod  200decberdlgepogfad  3205dgI8E00N  0BopcBo0od
0850005q2e0R096a0S G20l GePeSiqodyPisC  qRdesiqodypiod  eamgfesnt  cvbeemntes
00008608000800p9005CEsgP0? GO gEas 02008000

(Back to Contents)

Human Resources Policies and Procedures Manual Page 208



Position Paper Form (Maximum length 4-5 pages)

Purpose — A position paper may be prepared for each major management issue that arises. A position paper creates ‘Fact’
based decision making process as it encourages the concerned decision maker (s) to focus their evaluation/ decision based
on the issues facts.

qp5gudqIed - saeqEoReom 8deqesp Ielopiisaapyp: cagiegiad{godqScdoopdeas] ofewrEddnd saadgaopdi
oJesnEddoopd 200588 adgodqiodaopyPisa:  3godqIEdYRodeaRE 0on8iagndEacodep: [gpdden
g§eoq§ 326000530 e0pdN

Issue(s) 3aclogpEszaepype:

e.g. new organizational structure; new Chiang Mai office location;

Background information 6§205$208&:60308:

e.g. history of issue; outline of relevant issue factors to consider; lessons learned from past issue experience and/or issue experience of others

Conclusion(s) 8:qG

e.g. possible alternative actions based on Background information

Recommendation(s) Goooad$qiodge

e.g. suggested action (s) to be taken from alternatives discussed in Conclusion

(Back to Contents)
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Pre Test Form

1 632205010308 9221 eSegecion ¢ob)

o1 o Boz00p5 cpoozIiadirl oodiopSeaopd ©$)
Ji oy, 32983066pq:0005 3265005038 m0nm0804qpHgb[g: 3206008258305 8gu§e0n (C2D)
o1 888000 cpeagencqiesopd Batom (00) qodopEfgboopd ©$)

61 32[gpSfopSaldEep cpmaganeqpelogpamnondiad [g§er§Eee opGeesdmmonpbim eruiiadndsngs 206omopFdloodi(9f)
1 cpeaglanceon oqdoguSecnteant clgpadeseomoomindiel 3280305 cpargEieroioniondBioongs

eom&:ades[gtiolfgboopdi (9%)
Gn 32(gpSfopSe3Eep cpeaganeqseloprnonodogt §88ommest 8E¢aq:adlapanglanae:st Bigieap cpgaap
oodemeadepaaglaneqeal GhEapdi ©$)

Qn opsfer cpdjp oPeogudSaopSomommeed 226(gdf: Ffe:880[gE:0005 cpmagtaneqnd Jewndesatiydaopd ©$)
o1 [g§e08E¢§ Jooe 3opbidmacgdpoesanpd §EEmommmgtmeqdg§ongSiqpst 2o(goS3a00305p3¢8o0b (62 )
e 32g8am0qisd 0x0§oopSealy giogaqoSfioopd %)

ool [g§e8Eeaa¢ cpmglaneqendeqtad dopbioondgtiedeccol (¢2)

o1 682005003 3a6gefo0pafcgdl ¢o5)

oI gjod o1 G od on 6 qod oI © god

Jr 22[ge8[gpdadEep cpmeglanaepelmcpenontiopt 22856dkE:...... AfdloopSn

oo o6 o1 9O o1 GO oI §G
o1 8&Eamgpiel §OCEYP03 [§§608E¢ Jooe 30pS:0m0egdpuessl 3295t ............ 03¢ eudgoonzoopd
I e ) on 6 oI §)
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Gi oy 228eqEagi0m:630E pieectepogt 28mapdeamntanteann safionm () §§oopdi GE:ode ¢ vpaeuiyts
w0560 905006:00E[GEs $C .vvnivnirrnn 52025

oo soglgeomn&:dgl:s o1 q§degeamaiit: on opdiagesodlgts o1 pediEsapbeemnt(gs

1 3369c305mgEaneqs 6dl 6dloSamegliaopS ... qp2 o§eoxelopEgdaopd

o1 o YEIGEE o1 00§:0p329C 3066 on coeopadfgé:  von 3203320055

or esm05dlecrghiapiof aljabcyy ¢o5)

on oy, sagacqraoopba} coboouSelgoinopbidloonds cobgosopbaded gEdd

Jr §8éonomcpmgtaseaieloippencabiqpisé §Ecoromeqbapiasloy: oxdSeBoglgpigfidloacds
o 32[5p8lgpbedEepopaagancaualoipmencobiy sagtasea:aath(g) §50p eedlyd

G1 [§50§E¢¢ codBecbersoBionniaons exgybepisizacpbapiad eedlyd

1 RegEeeEer:00:03055065E00d 20056000 38:qel 0oxSgP:dqElgd

Back to Contents
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Request Form _ Audio Visual Unit

Purpose - This form must be completed within 3 days to 7 days before the planned date. It should be submitted to Producer,
Audio Visual Unit.

ﬁfzecﬂ&cx?&ﬁ&\?l)eow C\PSC$:O§390303 Soéoo’):e:no qo%oo%&? of?sqogcf ?§6q05 3;0@8: cjem&s;oz @ég(ﬁﬁ ﬂSOémﬂnp
sageél&camé o?orScx?SoRoéo% oo&‘éq$ @Soaéu

seloypEizaep Objective/Purpose ©adgod Comment

oI 009305005403 6520056595 gPS[E cPEBRE8dloospSa powd -
elopEimepst 0052005¢) a3 2ot FaBopIoIRIGLIgSIBEE
0066800EQ0B ©0d0n6:00E4) 3agPgpSopBEeoqd

What are the objectives of your production? (eg : To educate the grass root

people to certain issue, documentary movie for public view)

a 0o€[goopd saelopEizagpaopd epSa3adeom v§odoocdeaEmae320305
§p5g0S3lo0g058 pown - [gpSog&a [gpSon §Esonom

Who is your target audience? (i.e : People inside Burma, ASEAN people,

International/Regional/Local audience )

Q1 0€[goopd saelopEizaapad pboopdds[sE 0ojgaddlons oS pows - @obodal
05008 20008 eloF(p

What is the type of the production? (i.e : Documentary, Drama, News,

Commercial, Music Video, etc)
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9Il

ooSané mo@:&s@cp&} eéoaéo:?cpogé %o%crezcx%é]m‘?é:u pow> -
SGR000I qj&c%&

Where will the shooting take place? (i.e : Chiang Mai, Mae Sot, Bangkok etc)

SII

on€fgoopdeaclopEiznapapt opba3adeom cogdesonqpiad copdoagtiesdiyy)
3266320305 0pdg[32000p55p5: powd - 32§08 $660003N F>§jpoo0:

GOOIGOOI HGAVIAYELN0D 00[gE)

How many cast do you need/ will be involved? (i.e : 2 female, 4 male, 3
children etc)

GII

0€fgoopd saelopEiaapean: [oplgE]S opdSqieoodecdepdspda poen - ck8sdi
90058k 8581 Ssdade00d

How long is the production duration? (i.e: 5 minutes, 15 minutes, 30 minutes)
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QII

UD&EODéS’DG@)&S’QGPSQO@US 080@309[) eécﬂoﬁ?@eé.?ésn pow> -

0050086000881 9005 §€>Gooo&é]=c;ooo§

How much is the budget estimation? (i.e.: 10,000 THB, 25,000 THB)

ol

mﬁgwémo@&mcpsaogcﬁ %o%o;?:s’ﬁ?oﬁ mé:@cﬁo?oﬁn?&@:a'ﬁsgﬁ
C\?é‘xﬁﬁemma’ﬁ(ﬁ eéqwoS?oSomzw§é:|| pow> - 02600 c?&)o‘}n b0

How long the production will be scheduled (i.e: 3 days, 1 week, 1 month etc)

ell

on€fgoopdeaclopEizaapeacgad vpda3odeam 32093308 3260005 mGYPO?
4826028805505 pown - o §odapEiesepn Beadeom §odopiearogpdigp:

What kind of facilities/assistances/accommodation you will provide? (i.e: car,

studlo or shooting place, audio equipments etc)

Q0

on€fgepdmacforpEimaepma0305 005e38epmadst opdayaleom [pjogjgEent
P38&:0qp:03 [groSc8dloosoSa powd - A/V Unit, 36e0005330000:qp:
230005 HREIB 5680005358082

How/Who will you do pre or preparation meeting with the respective team?

(i.e: A/V unit, Maesot team or organization)
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Requested by:
Name:
Position:
Program/Department:

Organization:

Back to Contents
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Resignation Acceptance Letter Form

Purpose — This form initiated by the administrative & finance manager notifies the effective date of the
resignation officially by this resignation acceptance letter.

qP0guSged - ofewn8idopf srdqbeqesConamagiedesqpon §obagadgooonpbesod edlgBs $050g0dgad
00gp:0€ 338z0005gzae(o3pE{ograpopt saadggepd
Date (¢§9):

Employee Name (0$008:30005)
Position Title (gpog:)

Program/Department (0§0q8/50$)

EQMM
Dear --------======—- :

This is to acknowledge receipts of your resignation letter. It is with deep regret that EQMM accepts
your resignation from the position of as full time from EQMM office, effective from ------------

009020p5 20&el $0509059E600E:S[gE:0d 3Bx000d|gj0opdenfydaopdn 205§ oxnns0biee0rEesEa
XXXXXXXXXXX SDRIS[GRD0D30860  XXXXXXXXXXXXXX G§0000Ce] $§090005gE60mE:d[gE:n? 0dispdigngllgrdadelopts
[g$c0p5 sac[opEilompizadlapd

On behalf of EQMM | want to thank you for your efforts and contribution during your time with us,
and | wish you all the best for the future.

Pt ioals 20E006:680783607 (epplovicelonte 20€[03p0é:0006000ESgqpest DoFEggepieeed
copprezacpionCelops:  EQMM  oBobon:  elgplompiaddloogdi 3250005200305 sacomEiadigdeoqSadad
sog[gclaopd

We will have a farewell party for you in the evening of --------------- , your last of EQMM office.

208 6§00580:§:00052009 XXXXXX 651 006503E 208330:505900533283209[yE $05e005o3epd[gdolaopd

Sincerely (ccososg[gC)
Signature (C005605)
Name (s’aeé)

Administrative & Finance Manager (sp6q|0eqgsé ooameqgesesap)
Equality Myanmar
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Resignation Letter Form

Purpose - This letter must be submitted to executive director with cc to the administrative & finance manager
and the staff member’s immediate supervisor one (1) month in advance of the planned effective resignation
date. The administrative & finance manager notifies the effective date of the resignation officially by resignation
acceptance letter.

qR0qudqIed - 2Frgodogodepduy  [gEeoomopdqrteddtd  cocom[Bogt  ofewnldend  [gpdeatfE:
pSopreqeqiadad 0ofogligs $¢  Bgpiod 3p0qIbeqest coameeiesesqpst 0Scodsizacond Bdobasagad
coqophn  spbqbeaisbongagiubesqpe  gobogddgllgoopiendy  cedBlgdl:  gobogodasphage:
oogpro€zacfopEilompiqepd

To/ 9%

Name 32605

Executive Director &g@@:oq:cﬁs
EQMM

Cc/

Name saeé:
Administrative & Finance Manager (s?ﬁqlﬁeqs.?@mqpeqw.%e‘?q@

EQMM

| am writing to you today to officially tender my resignation from EQMM effective on --------------

EQMM o xxxx 6503€ $050905c86[opE: voesop€ oollgzasiopEioipizadilasgd

Sincerely (cooio:go[gC),
Name s20p5:

Position Title epog::
EQMM

(Back to Contents)
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S.W.0.T. Recruitment Analysis Form (Example)

Purpose - This form is used to analyze new recruitment to learn what was good and what can be
changed to make future recruitments stronger.

§P5gudgI05 - e ddad 0§codi0dgpizacsyé vpboopdeagEdyps comEigs[E: 2250005 v§codieggudepogt
33smeomiesant omeoge|p:onéelopt: capaniEqsaaddg[gspaopd

Position Recruitment (9§3>60005epo02): Development Officer (example) §[8geezzaepd)
($78°07(38)
Date of Joining (0Eeepado0pdes): June 30,2012 (§ o0 Joo_ 950)
Process Dates | Vacancy Preliminary Final Employment Offer/
(op[gS20pd §053E:): Short  Listing | interview Acceptance Dates:
Announcement Date: Date: ]
April 7 to June 3, 2012 — | Date: 32000
56 days eponicobrobelTs: 0000eOME | 6§05 &6/
odesosaopdes | 3aComqs 2opSe
(7 weeks) G@@wéei . 2GR
[Qicpopbes,
of§ q 905 g% ? b |
J0o ?‘?8 (Q oorS) April 7, 2012 May 7,2012 May 30, June 3, 2012/
efg § g5 Joo Go Q b Joo | 2012 June 10,2012
250 98d Go 20 Qo1 | @8 D qod/ @& 0o
Joo J 950 qod Joo 958
Comment: Process was within organizational guidelines to complete this recruitment process within a
two (2) month time period.
0505 [oPp[gE20p9q053E:0005 G eicnEadindspdiaag $6VZ0RE{gbqe 0!
Recruitment Process Strength comments (0§c08:6gg05g0RC 320:60mEs00pd3aq1009P:):
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(i.e. number and quality of applications received)

(Pow>- GOEPEBCEaIYP:EREEE0R005E 3PSz Cigs 30:60mEqed)

Recruitment Process Weaknesses comments (0$006:6g:q/0560p€ 520:505:0000809/05¢2):

(i.e. short listing process resulted in only five (5) qualified candidates)

(Pow>- @,0C §) Br0300 6g:qIuSEERE:)

Recruitment Process Opportunities comments (§0c06:6gg004a0Cep 30g&a008:2):

(i.e. the following new recruitment forums were identified: XXXX, YYYY)

(Pow>- GOYPEBCNERYPRPEYSE0Pd MRSV XXxX YYY 030D 6oR8I(RE:)

Recruitment Process Threats comments (0§c0b:egegodqadCep 8664l godgps):

(i.e. salary scale for required skill competencies was uncompetitive based on other Thai NGO salary
payments.)

(poe>-  3mpbeomenqpdengCimogdendaond o  mfgpEadypion  Go:pdLEI00d
$p5:0k0gSegts)

Human Resources Policies and Procedures Manual Page 219



Summary of Lessons learned (q§eoo00080§:0032569)0)

(i.e. - Position vacancy announcement was successful in attracting over 100 applicants but on review
only 5 were judged to have the necessary skill competencies and experience.

aneagPodeomopedls  (000)  eoppoopdsacged  sameomEieoddcopd:  (g)  Sodom
@00 egeg|d8E20p9350305 32025 0:9¢p 000!

Recommendation (ss[o3eozqodqp?):
XXXXXXXX

- Several new recruitment forums were identified (0§codsegequSoep

665qOgPeaRgd0RdI)

- These forums should be used in future recruitments (Ges5gdqp:ad
650053808 006:qpiegegdepagt 3205g00¢ 205N

- Selected candidate hesitated in accepting final offer citing low salary

(GOqPOS00209G20005 COED$p5:6o06[PE ABepPop:od COodESY)

- Make sure to market survey NGOs, CBOs and INGOs to learn what equivalent position

receive) (2a[gp:32320000:q:00 ABePon:§e20R05 ©pdgILeSERREE0:005H3

60 20E2000N)

Administrative & Finance Manager’s Signature: Date:

Back to Contents
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Short Listing Matrix Form (Example)

Purpose - This form is used for reducing the number of position applicants to a number that can effectively be
screened and later interviewed. A ‘skills and experience matrix’ form based on applicants CV is used to prepare
an initial short list of up to 20 applicants:

9R0qedged - ofewnlodad  epopiogmaoged  GaRPOS000p036eEERcRANAY  0303GEPODGEPOD
eomondegegodGs :Eomqs c066e00EEEqE 30505 2005g)9 8902005 “og6:oqCasé

32603[03E:8Epaomeend” 2005 eagpodamzaagpiel cBudegeepanadmeeigdenyemfd @omoné (o)
B:ancBegeqiud8Eas snadg[agdoopd

Example —Evaluation categories should be redone for nhew recruitments

powd- :03[§0dee3EepeaeoEraagdgp:ad 08§006:3200068g)00¢320305 6[pEcd8E 205

Applicants Years of | VA Skill VA Skill VA Skill VA Skill Education | Total Point

ID Number Relevant | Competenc | Compete | Competenc | Competency Level Value

Experience |y ncy y .

o.;nﬁpo‘boo:o? o (1)Require | (2)Requir | (3)Require (4)Required (Rank)

§OOS (\?OC$=§8= d ed d ’]8.
cery | PPGOICESD

9§8‘T3 5 Ny (fevplelatica)

00050p7 | 0050 | 8000S0pm g"g’ 0p2QE: so8anonks s0§2005¢

speogenfoy| | 88:e88ep | poo88icd | 8&:e%ep | RO N oBgpod

$6 qpdenqé:| Eep soqpdeag)é: s2qp5eaqC:
2epSeaq
&
1 8 8 12 4 8 8 48 (2-
3)
2 4 4 4 4 4 4 24 (4)
3 12 12 8 8 4 8 52 (2)
4 0 4 4 0 4 4 16 (6)
5 8 8 12 4 8 8 48 (2-
3)

6 4 4 4 4 4 0 20 (5)
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7 0 0 0 0 0 8 8 (7)

Point Values (example) 3500500883z ($057)

1. Years of Relevant Experience ((06c&:3E:ad8epaacogaoleawad) — 1 point per year
(00560qEadeod)

2. Skill competency required (c3226200506:03E¢32005) - Minimum level - 4 points; Mid level — 8
points; Superior level — 12 points (8286902 () 90D 320005320005 () DI :[gEad: (o)) 90d)

3. Education (o‘:E)GG]:sgcj;orS) — BA level - 4 points; MA 8 points; PHD 12 points (BA 3590 ) 90&
MA 2080¢ (©) 9051 PHD 3580€ (o)) 905)

Committee Chair signature: Date:

Clepsleaioloplclablesteles c$3

Note: Candidates 3, 1 and 5 would be shortlisted out of 8 applicants

©0ODQIOD- GORPES00:0 (9) B:32505 30005 pIoig) 030005 aomoEengEnypiydlogaopd

Back to Contents
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Summary of Pre Test - Post Test Form
Date:
Training Venue:

Name of Trainer:

op | 305 oyps/e

B[R eegsigeod

20R$60:sIe0d | ©0dg05
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Supervisory Evaluation Form

Purpose — EQMM conducts the annual performance evaluation process to allow staff members to offer

feedback to the supervisor in a written form that is based on a set of clearly and previously — established criteria,

and to increase the supervisor’s competence as a supervisor. And it will provide the supervisor with an

understanding of his/her job performance in relation to the supervisee, and to suggest areas for improvement.
It will be placed in supervisor’s personnel file and kept as confidential if necessary.

qR5qudged - EQMM o0pd ofcobigpiean:  9peizncoodBaogbaiopsCocdoondy)  adsondan(oieoiqodypio?
olgeapoon§ond $600500p5R6ee0E4eBEp 2203[gode0siodgi050d pdesmEdlaopbi dadnpbesoepogt
walon  qEculagogeodoondaop)  OqSdpRSpimacdimc[gdg  wOeemCgldl:  8dopbadongps
26p5926:03:0320005[4Ces00060q$ [§8Claopdi ABGE Bdmdadopees|gEaopds 8886000365 095E000665200)
88elcpbesieaonlqodansigpiod 3850:c0pdfG: oRo00d000pd saclopimaepypxd  3o[njeueSgboloopd
BewCHo0? BdaREm0peN 03udeqi8Ead0pE copdogtsadbsenpdiooni(f cd2a0dlm auadooiepdigdoodi

Supervisor Name (86036030p32005):

Supervision Period: ........cceeeveeveececeieeees L0 i

Sécrgﬁcﬁooésfaﬁ%om XXXXXX @ XXXXXXX P o)

Date of Evaluation (aof%so@ooéo.%@):

Performance Level Rating Scale®g&:ce00E8E¢3000§20050055/09):
4 — Exceeds expectations

G - 6gP050005 38eomEigSoopd
3 - Meets expectations

? - eqPediaod0? [ga3Goops

2 — Needs improvement

J- droncdehedoopd
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1 — Unsatisfactory

o - 8odeoysoguded

Evaluation Items (s003[305908:08(g82)

Rate 35808

2005005g|0d

Leadership (csl:ce00E43E:)

1. Demonstrates the ability to direct others in accomplishing works

(0) Za[gPsopqpsel cpdesigpiesmt{gamneoesntandingseu:demaaodbangt:

2. Creates a culture supportive of staff, which fosters individual motivation, high
levels of individual and team performance, and quality of service

() 0§ 006sgPEER0d B0D32000506pGME:GaI 00B:qCi5E 3300 EeaCy

3200:6070C:986060001 oEigs0pd0sea0legbencan ¢Bmpndeusapdosdad
(¥ EeRR IS

3. Functions effectively under pressure

(p) 830sgpianioge: ABeepodgrandeemsty

4. Responds appropriately to criticism and to suggestions for work improvements
(G) pE3EQOB000560GE:$E VTD0020P) GoVSGEPH 33[0Je0]IEOYPN?
oogenygd pifg$ety

5. Manages assets including technology, equipment, budget and space, where
applicable

() $5:0p208E: 0050g5:3Es1 0ADSE GsepyP:ad 83262003 8d9538Eq

Project /Program Management(ocepqod860£34323E)):

6. Define expectations and tasks clearly

(6) egPusigodgpist cobiesontaupdomnsyp:ad gE:cogn aloplg§ty

7. Plans and organize works, coordinates with others, establishes appropriate
priorities

(Q) 220pSgpsa? safepropgpesSoieditsq [gEsofeamniqodgst

aoeagdaopdBionicoigedypiod geadStal

8. Allows sufficient times for completion of assignments

(9) om0oSe0aqPiBie[gp0dg8820305 AdeNBEaMHYS D 0cdecdeu
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9. Determines appropriate action and follows through in a timely and decisive
manner

(@) 32§830558: $8wra0pdmlgieapypiss ao&enqBoopdradeandaqps

10. Delegates authority when appropriate

(00) 20&eaqdlon aBuderdgiganamgp: oeada

Personnel Management(o§co&{o3{036eqe323E:)

11. Be flexible and responsive to your changing needs

(09) e[pE:de520pd033205/05gP320305 6[PE:d8ERE5E 0p§[gS8EEE:

12. Recognize and accommodate to your level of experience and style of learning
(o) 880pE§eommmeogmloyqpist caoamgddyp:am: 3083a005(g[gtse
63:c0sdCa

13. Encourage you to explore the implications of your interventions

(09) 88320p50pE c0og[nY6020520002090523¢P:0d GoPaREQS sascug

14. Help clarify and define the nature of problem(s) you are having in your work
(9G) 320060pE[0Y60R820p [§20524P:E1006:0202002000% §EsuC:e0da0O8EGS
oppSeusgi

15. Maintain appropriate confidentiality
(08)) qoodgdgP203 20&engqH0cS ad6:056:0005

Summarize the supervisor’s strengths and weaknesses as you currently view them and make suggestions for
ways in which your supervisor could further facilitate your learning.

2082000586030030961 330:60m0E:q055C 3308505500 PIP0C LIPS 0RE[E S 325090 [p[Be(G:
20&mp005208vaeeomigpigdanesynt cdopmeed cudadssjoieusgCaloocd
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Supervisor’s Supervisor Comments (0309613000503E§ 6000 8dnpG03096N 0oE[gaIodyp?):

Approved by

Signature and Name of Supervisor's Supervisor or Executive Director Date

Please send the completed form to the Supervisor’s supervisor or Executive Director. 520:cdsgodgad[G:olon

@Gm&?éo% o@ogeﬁsaoocﬁog&%@oao 860380501? O%QO?OS 88$@3:Gq:cﬂ:oéo§ Go:c‘é,é]u

(Back to Contents)
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Trainer Request Form

20€0n§:505:{geomnE:dagndd

I. Organization Information

o1 238350p0:60EqPa000C:39/0533000D¢P:!

Date:

Information about the Organization Requesting Training:

2080n§16000E:960002200p5:e3Eqpo0onEizagi05350005!

Name of Organization

:3z0p5r0p5

Office email address

g"]:s%:ee:cﬁ B5m

Name & Position of contact person

soosoguSquplopel 3upds epog:

Email address of contact person

80050900q0pd ©:5¢ FBsewcd

I1. Training Information

1 90€00§:e3Eep 2000E:magi0h3000¢p:

The Topic of training: c08on&:ealC:odn

1 | efgdopznglancast saglaneezaa(glygdrmofg:adep cotonk:

Basic Human Rights and RBA Training

2 | mac[gdogmnglaneqst 3agpoodimnglancqadlep co8on:
Women Rights Training

3 | sacfgdopmnglaneqst cjeaodopdset:adtep aofonss

Basic Human Rights and Advocacy Training

4 | =00[gongm0g8ma0qsC cB8E805S0pqaRlgppgp:edep 20€onss
Basic Human Rights and LGBT Training

O O o) o
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5 | cfgdapeegémacast apooopdia:addep ook

Basic Human Rights and Community Organizing Training

6 | :cfgdapeegémacgst coudome|gdadlamglacaadep cofons:
Basic Human Rights and Land Rights Training

7 | :cgdpeegémncast cgodaodge|padgtadtep cofos:

Basic Human Rights and Freedom of expression Training

8 | ASEAN 3803

9 | Universal Periodic Review (UPR) cpzagEancqpdosandqao

10 | Child Right coecoizaglaneeg

11 | Civil and political rights (Freedom of Assembly, Association and Expression)

§8&a05E §EEaqpmaglanceapgp: ((godcudg penigl 32008308, 3 0p5:igEsC coodesdelgpadysl)

12 | Economic, Social and Culture Rights

Bsgmieqp cpgeqest codeoyrgesganaegp:

13 | Diversity and Non discrimination

0opa3lpdgtss Slepseondedgelglgt:

14 | Human Rights and 2008 Constitution
cp3glmeast jooo opSiadeibdssaelgdpoesadaadenpan(gts

15 | Facilitation Skills
egodeacdfogfgts appdaddat:

16 | Module developing
ao8onfeonlelsongpies:adgts

O 000 00o0Oog0:o|d

The target participant: 3gjopd co€on&tagioonmmadjszaoo

No. of Participants Female Male Age
co8oneom consdieq . 32005

Ethnicity
pde

Training period Total days epediCsqod | From o D/M/Y To o8 D/M/Y

ODSOO%:E[ ............... 2 I (9o /TR 1 I oI
cSepdomcul 56

Objectives of training: 20€o0&sgjc066[qE:ekpdquiqjods

1.
2.
3.
4

Reason for training request: co€on§:eomé:degé:elacioppEiqla

1.
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2.
3.
4.

Expected impact of training: c08on§:=o[G: eqe$00000p5608I

h W=

Follow up Plan after training: 208on§Gk c§005800503005cE0di

h W=

Number of trainings: c08on&:3aegea03051

Training venue: coCon&ilqapdoepdesepr

Arrangements provided for Trainer: c08on§:s5p5g320305 88032080 0x0SGILEd aDGp:

Transportation co&:od D Accomodation 0op3:8¢ D
Food sa00:3260000%008 00§ 10:) D Communication 005030564 D
Per diem Honorarium

D PRPeEd D
2022600005 (C0&298;)
Title: Amount available from your organization: (as above selected)

Go']&oéu

88223220p5:002208 096l VNI (350005M GgEgESCTEaY)

Food 2000:3260200%(008008:038)

Transportation co&sods

Accomodation ooé:%t
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Communication soo5ag05eeg

Per diem Z02:600005(c0d:08)

Honorarium @nﬁﬁfecéo

Grand total a3l

Funded by / Outside Funding:
(if available)
6000596016 0BFI05k

([9€o=a89 c0cmddgg§oonsdlon)

?OSQJOSII Note:

EQMM’s trainer honorarium standard rate: c0€o08:$5:gqppradgeadeo005¢0dgiobs
o1 $054q005008: - G $6 63D [§5eroqi6eg- Q8 000 - 330005
J1 $254q0005006s - G $6 300005 [§5er0q6eg- 000 000 - 320005

§oegsro0dmdfeonmnant:mgypaacsghg:egpdsE:3Edoopds

oJecqpodaeod Administrative & Finance Manager 0533 info@equalitymyanmar.org and/or

khinmmoe@equalitymyanmar.org @8 aoo%ogo& Go:fé%&é]:x)éu

The application form can be submitted to the Administrative & Finance Manager via info@equalitymyanmar.org

and/or khinmmoe@equalitymyanmar.org.
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Trainer Activity Report Form

a0€on§:28qEdap

GO F2GO532CVS

208on&izn0pd

208008:q058

ooéonfsegeteorrg§isodi§y (8509

208080632005

8oofz070:30g/0530c005

a08onfoommeqeeonad

0§6820005q05

26£00000507803162029005q|05

03EzqEz0002

Gender q$s] . oo 288 95

O3P: 326005 o 58 o8 aofg:

© 600D
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03800%39038: @806T QNGO sao%l:wcﬁeepcﬁﬁqpsl G@Szﬁﬁqp:socs@’)& sgoqlézq]laecysgélu

ao&{ogpie0on 36[pEieaepIcv|OgpigiIcagiesiaqp: qroSelopE cofondiamigpigfadndean 3aa80pangp: §ilooc:
pow [9¢ qE{gasdh

aolfopieorn  sacloplimepipiOspigicagiegigqp:  qrodelopE  co€onds consgpiel  3p[gEizacogieaesl gps
efgpEacdagp: §Icloocuns powalgé gdgo

Recap, discussion, deepening, synthesis

ao€foypieon efopiimaepiopbepigicagiegiagp qrodelope coonfsamgpiel adudoyEaagmaepdE: algpticd
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0B200054gp2 §3dloocmne powalgé gEgdl

Recap, discussion, deepening, synthesis

20€08§:8:6800C 203065(4¢ §§a30de00 32030p01 6[gpE:dFe0m :[YE $E ofesion vroepypP: §Idlooc:
powlst gEdgoh

F0:60006:/05

20€on§i3203E: 00060g 22:600EFHom S
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c08onSimeomecpls 50053338:00 33036epaded crbeamnty 3260mERG, colcdi

88ealgod

20800§:80dee00EQadePaRE 000320053234: [0YFe I cogrdySs BBseacdmadypn? cudlyewsdh
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Training Attendant Sheet Form

Name of Training

Name of Trainer(s)

Date

Place

No. Name Gender Sign Sign Sign Sign
Date : Date : Date: Date:
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Training Evaluation Form
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Training Participant Follow-Up Questionnaire Form
c08on&rayoonigpizacyndcesgiyp:
Training batch/Area

20800813005 0DIBEPN -..ccvvvvvrrrrririesersrnerinns

Part I. Personal Information
23E: o1 oBuSeqr 20008: 3gEdzLNS

[ ] Male oqp:

[ ] Female o

[ ]Arakan @8

[ ]Burman ow

[ ] chin STeE

[ ]Kachin  ong

[ ] Primary School gcoon&s [ ]Karen  onqf

[] Middle School sacocSon§: []Kayah  ooooo:
[ ] High School s2000500&:
[ ] University 39

[] Post Graduate o3cg&
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Part II. Professional Background

238 i ogdioqCqsEanonodupmnediepeacogzaloyiqp

[ ] Political Group

[ ] Local CBO

[ ] Local NGO

[ ] International NGO
[ ] Religious Institution

[ ] School/University

[ ] Labor Union

[ ] Other

§E&aepzpto
63006 cpooze(glgEadssopds
63209 3§:quup0dean @@s&;oés

§EE000m 28:6e0rc5600 @@s&;oés

Saplovpleatsellne) sgcgsgoéa
eopCs ooc&?o?lxﬁ

:390?800902 2080

g
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Are you using the human rights education, knowledge & skills acquired during the training in your
work?

20&005§epda3E 20Emsie giieon ap sagtanees sdep saduprgps 0wV gpind
3200:q)q §dloocons [ Yes [J No

If yes, please describe. If no, please explain why not.

32034qq §dlon cedfyeusdh 3a23dyq e§idlon 2a0delopE 3203:0(gg 0503 §E{qdl

Have your ideas/perceptions and/or attitudes changes as a result of your participation in the training?

20€0&:000dgEiamdgE 208el aeogienedli 20333gEsE BodesBadooiad alptidy|
§loocwms [ Yes [1 No

If yes, please describe the changes.

§30 coqady8e oSelupindagpin’ eudlgdl
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Have you shared what you learned during this activity?
If yes, who did you share with? Please provide an example.

20€00&:3¢ 6rp3820p04P0? Fa[PP:opgp:ad [gSopdlgsenddloocms 2a00de)
[3§c030l0n 0pdop m6dl 6p5a338 [3§603200503 powrsEonay cudlgdl [ Yes [J No
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Have you conducted any Human Rights related activity or follow-up after the training?
20€00&4Br00p0e5005 0, 20gE3eeEsEa005a3EE000 pdepeidE [0§0Rd 0§:odgt:§j o
EIC\?S@&&:)DCU):H ] Yes [] No

If yes, what kind of activity was it? (e.g. meeting, HRV documentation, training, discussion)

[9c9d[gdAlon ©pda8e000 Cvbee0rEY) (48200503 eudlgdli (puws - 3a0p5ieac0:
p20g¢36qE VPIGL: MODVE:8803 2oEo&: Bt cagies: varLd[gt:)
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Who was the target group for the activity?

88el p6ee0oCeE0R05 ©pdpadn3 2a8mBionpSooidloos bl

Which human rights instruments and specific rights were reflected in the activity?

38el v66e0rEHISRE REgEaregECasiongPde ©pS0pd 3a]IEdgP: ©PD30D
$5s000:qp203 c0pdagEiEradgjeon:ilaos oSl
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What was the feedback from participants?

20€5E200p208008: 000DGEPINYP:ade coS I YgIodgP:ad eudlgeu:dl

Were you satisfied with the activity?

Why or why not?

208l cpﬁcaooo&gpoogcﬁ eoqsdsamiqlloocona [ Yes [ No

omelopé 8:6e0q$06803/ 9melopE coysosgEe§adI
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Did you request or use any HREIB/Equality Myanmar support for the activity?

HREIB/ EM ¢ 32600205350 000n6p omnE:doodals 3200dgfgés §loocona [ Yes [
No

If yes, please explain.

foqi€ esdfgoh
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10 | Is there any documentation that you can show from your activity? E.g. photos, documentation, etc. If
S0, please attach.
20&el pdeeonte|od [§o0g§s20305 wadonb:onEeyp: coR§dloocnsl puwd - @A5GYp
©0dondsgpa §dlon coqpadglg 03 eedlgol

11 | Are there any further activities that you want to organize?

65205000 20E06680EYEER OepseigP: foleaotoocn:
[1Yes[]No

If so, what kinds of support do you want/need from Equality Myanmar?
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§dlon Equality Myanmar ad¢ ¢p5a36ao 320gg0d cpbesoneind quagcdloosoba
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Training Schedule Form

of 0sg 5§38 2o8ofi0r08I8:08
$50538:
0000 63
G500p588:
$50538:
scBooes, 0500p588:
$50538:
oBuoes, 6500p588:
00 o4, $3053E:
e0pdGE:
oge 6§, $5050C:
e00p53E:
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Transport Request Form

Purpose - This form must be completed two (2) days in advance before the planned trip/tracking. This is
to ensure that the vehicles schedules will be entered on the vehicle tracking board and assigned as the
planned schedules appropriately. This form must be submitted to administrative & finance manager to
receive confirmation for vehicle use.

qR0gudgIcd - ofewnlodad ofsogimnedardedds () qob [Foolq [Bidiesnl [godgodqepd
Secfons  oofmopfigyborbio  oofmorpd  ghonbp  gsordobiEebt
[4€e0C0o200059203E:  maodgiomonseuftas  qpdgudaopdi  ofewntod  cndmaadiggledeSsecgod
30)6eesEnaeaesesqpadoaagtqepdi

1. Staff Information

(0) 08008:5E0052005000020g0532000D

Name of Staff (0$cobsza0p5)

Position (gpog:)

Program/Department

(0§o9/5)

Date of Request
(eomEsdaopdes)

2. Travel/Tracking Information

() 9§e0g0ig309/05920005

Date & Time of Departure
oRdgr0PRE 5 053

Departure place

ogodgroopdesep

Destination

ofl:at"?:

Date & Time of return

[gfcopbeepoifoopd=adist o5g

Purpose of Trip
o8gell qpbgudgod

3. Budget Information
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(p) 9oaeeadEapsagodscund

Projects/Grants

0GEPIO/DINGG

Budget line for travel fee in
grants
qoegadiqopt ecblgooiong

aleplollopte ot Heatapt

4. Logistics arrangement for driver (only for over a day)

(G) 3§Eom0320305 65adEeqe Bodauig (00qrH0mdeamediodgpizacynhom)

Accommodation

e5$09Eq

Food
OGN

| have already read and understood the EQMM Vehicles Policies & Procedures and agreed these policies.

Applicant's Signature: Date:

ClabioleslecatiowlcloblosSle ) c$3

(Back to Contents)
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Travel Authorization Form

Purpose — The form is to secure official travel approval.

§p5guSqI05 - oYewdtddos coepint od:agnicongetiyepogt psoopdi

1. Name of Staff:
(0) 0§00&30p5

2. Place of Travel:

() ogrepdesep

3. Purpose:

(?) qp8gudq05

4. Period of Travel:

(§) ofpagoromco foplgtds

5. Travel Allowance:

(5)) o§gog0z 0§05

Approved by (gc?@oﬁ?):
Signature (coo&jao%)::

Date (¢59):

Back to Contents
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Training of Trainers Application Form

Equality Myanmar ¢ ------- 95632038 3o cusglaeemaciopEod
$p5dgmesolmndd eapaonadopgpizeoged cpaagleneqe vpeLispdlgooond: ( Human Rights Education

Training of Trainers) oo05eepa5§Eqs coCan§iengpadaga? [g§eoa3oddlooodi vogaotan§io? ----m-m-m----

- 3088 - Biog€ dqootogpsogniepdlgdilaopdi co€an§iadoncdeepadqs sa0005dles04pse
BoboComopgp:  eagpabon:8Edloogdn  cofon§omoBieg  (Jg) Bom  conddepdlgdeomaelopsé
G§2050GOD eogpodageetypisé $090532000935(gP0 6 Ge00e5[goog e o
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w8m$sog8
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2[gpdlgpdedCep cpeagance;e(ogpanenonts

Slepseoodadgelg[gts (Non-discrimination)

3§r008:309Cm0q 06r:mglIasE ©085Qs:  dpgpiadlep soglanee; ocom  §EEooMm
op32gCaneqEog|Ogp:

329206603 §EEE00S PLE3EPIRECEE GrRNIB:00[E

a0€on§ooioudly| 20EoPrgddypieaogad cofesion|gEeol(gts
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aoon§oomioadly) 208onsidggiqps

208:008§:8005395C 3286 E4[gC:adepspbs0b:qpi0? condeogenR g pS[gd 00N

Human Rights Education Training of Trainers Application Form

opaegéaaqropncus $p8igoolondrgpaSagnddedl uglS:

23801 ofuSeqs 2000&: sogE80005
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Vacancy Announcement Form

Purpose - This form is used to announce internally (within HREIB) and externally a call for applications to
fill a vacant position in the organization.

Ségosaog - 0JeeEd60d  2083300p5:3098:  0dENGEAfeon  epPoRoMoEnd  0§3068EqS
3233000:3003Eg060 328[gE0aaE[ybeo 6r3pqS 3208gqepd

Vacancy Announcement s5006c08c0belogpEsalogpangod

Deadline For Application

G§O0DIBOYPONGEPIGEE 0D
Position Title

Pop:

Location

o§ep

Reports to

28qC4qopdop

EQMM seeks a committed and enthusiastic person to join our office in -------- This position is full time/part
time and starts in ---------- .

EQMM soeslgé ---------mm- §iog€ pOadEessa0n05 9ddqodqoSdEWG: Bodaanicondansanypiod
§Pege 50§ loopdn adepanien 2o5$[godgb[Gs xxxxx §odee0E) 0m0§006:680EGERS[gd RSN

Organization Background s:3so0pb:es0058306[0pEimaepyp:

Equality Myanmar (EQMM), formerly known as the Human Rights Education Institute of Burma (HREIB), is a
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nongovernmental organization that facilitates a broad range of human rights education activities, advocacy
programs, and research projects which target civil society organizations and grassroots communities. EQMM
conducts trainings of trainers (ToTs), basic and thematic human rights trainings, community events, and in-depth
workshops at its centers in Yangon and Mandalay as well as throughout Myanmar. The organization also provides
customized human rights trainings to organizations working on various issues around the country.

"8q[g8dgSey  (cwel-cpmaglmreepupmcuss-(G§en§EE)  HREIB)” 2000  malgobsag§imnogod
0qpdgudaopd  38:qe005E0003330000:0009(gb 00N 3q00SR3FTopSiPisE  326[gdlgdan
YoogPE30Re5Ro0pde)  cpaaglmaeqpupmeogl:  =a8aodgpn  0pdidesodgEimadmodypist
2p60005308320pgPi0d pbesmE esaqodoopdn PBqggser 2005 cpIeglanaespbigootonSyps
mefgdopmglmeast  Bifgpiedliodmacdod  cpmaglaneqpoolonSiqpa  sagpigpSopdESEoond
205:325§2:3qP5E cpzegCanceanciopEimaapsCoodoondy) 3600180560008 E0pd
wcpdiesgrogigap  qfopdfisé  qgecofffoobondiodiogpiogt oo [ghenlipbeagapt
oqdoudgdfgs pdesmasagqd§oopdn Bmlyl [g§er8Eeencpt: caperoiadind apbesm ego0pd
22odigpion  Bodjopieeanaolonfigpiadeopds  $pdfgqpieeongody  cp3aganeeaupIGLIAgIEd
§olaopdi

Since its establishment in 2000, EQMM (formerly HREIB) has trained over 1,000 women, university students,
monks and pastors, activists, school teachers, and community leaders, building a strong network of human rights
trainers and advocates across the country as well as along Myanmar’s border regions.

With administrative offices in Myanmar and Thailand and Human Rights Education Training Centers based in
Yangon and Mandalay, EQMM aims to formalize civil society networks dedicated to coordinating advocacy efforts,
hosting community awareness events, and dialoguing with other stakeholders on human rights issues.

EQMM has played a central role in coordinating a wide range of advocacy campaigns over the years to raise
awareness about the human rights situation in Myanmar at local, national, regional, and international levels.
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Duties and Responsibilities (0:00§5¢ ogoepsgp:)

Required Qualifications (3260005 32qp53aC:qp2)

Salary and Benefits (coons&donigyp?)

A competitive local salary with health and other benefits including an opportunity to engage with local,
regional and international human rights advocacy networks.

§E¢1 o305 §EEmom cpapglanceaieandagpiogt dotglypimadiexnt  safgpicamsaglaacodiyps

o$s06qp30dGPE30p GomEigseomnaon dongli

How to Apply (9005c8eagpodeendsnds)

If you are interested in applying for this position please prepare the following:

009EPOR3EOgPE5002q$8050E0:0lon GEI0dAlEagEdgP0? [gEeoCl
« Resume/CV (c3uSeegepaot)
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« Contact numbers and email address (s00599058E6p5 0&:5005qpis¢ Bieecd:086e0)
e Names and contact information for at least 2 character references.
(@ on§reomntgselo3pEieomnd90pd 325p5:60:6000059 20568561 356005
800529058 Eoba8Songp2)

Email your application as soon as possible to info@equalitymyanmar.org

GogPodagIgpesd: info@equalitymyanmar.org 9360:d caqpadoodEdloogdi

Applications are accepted from all people; women and people from ethnic nationalities in Burma are
especially encouraged to apply.

H§po0digps $¢ 03E:qCz0m:p§jpgPe3adlzant rodE: 8odutentdlon eaqpabao:§Edlaspdi

For more information about EQMM and our work please visit www.hreib.com

EQMM sacjopEast apdesgpiaaciogpEsad§adolon www.hreib.com openoamngEdtoodi
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Vehicle Log Sheet

Purpose - This sheet must be completed by the staffs who request the trip at the end of each journey. Log

Sheets must be submitted to Administrative & Logistic Coordinator/Finance & Administrative Coordinator

at the end of each journey.

qP5guSged

oo}

o8po2000q§6omEsd20p30E 006

o8:0)[Gadrog200p5506l038:03E
[5p5805q0p5[gd 20051 Bengliad 08:05[G:ed:dlon Administrative & Logistic Coordinator (o3) Finance &

Administrative Coordinator o® mS%qeéu

Date

~

c28

Driver
Name
oaoé@m&

:0pd

Departure
ogdg>
coplesep

Destination

o8sad:

Mileage

ago:cuoo:)é
38

Signature

005605

Remark

G050
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Welcome Letter Form

Purpose - This welcome letter is prepared by the administrative & finance manager and signed by the
executive director for each new staff member. The letter is provided to the staff member on the first day
of their joining the organization.

qR0qudgIed - oJemlHdod  o§cobsoodypse:  [Bedoopdaeg§oplaadigqseeogod  3pEqeesst
mamegesesqpon  [gEeolfd:  ppSlopieaigion  coodeodeqiadiqedt  oJewnlddod  Boscodion
323,920p5:03E000E 3200580820000 vEoLE§RE GuE3EGERd

Date (c58)
Name (s20p5)

Position Title (epop:ox08)
Program/Department (0§0q&/50s)

| would like to welcome you to the Equality Myanmar (EQMM). We are excited that you have accepted
our job offer. We trust that this letter finds you mutually excited about your new employment with
EQMM.

Bqgl: - [g§e0 @ 08} BoddgoFeddloodn c0Caeslgé 8803e  3REROgEMERED
C005$32000200305 2003607568 Claopd 20€me5[gEad p3qgc: - [g§e0 ¢
0000500656802Eq 20020305 F20D:0pdE:gIEdGRE §epdur egproéalooddi

Your new team looks forward to getting to know you so make sure to meet everyone with whom you will
be working. Your agenda, for the rest of your first day, will involve planning your orientation with the
administrative & finance manager and setting some initial work goals so that you feel immediately
productive in your new role.

206l v6eEOREEddgPn 2083 336C:8:88c0q8300505 cond[B|qod§oopdsecged cofmeesss
Br6eeda3Ee0dyPiEmndiod 60g8060c3dloopdI 208eh ocouBsadigronodeodsacyliant
HOg|OeqesConameausesqpo 333005005 iqpist 0052005(3s 8c5e005qEscuCiaqp:
cvbeamieonfgddoopdt  QgE  oCel  omo§aodopE  omoSgpiod  qodgqieomEgien
006:680088E605320305 WEe80EQERY §Sesigd208E:qp:ad geodeusepdlgdilaopd

We anticipate that your second day will involve additional co-worker meetings so that you may
understand the work of your department/program. You'll also have the opportunity to continue further
with your orientation plan during the coming weeks.
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32350668008 6520pd05cS1qpieae(o3pE:d80050005 crprnag:8Ees anodagien[gdilaopdi

Again, welcome to EQMM. If you have questions, please do hesitate to contact the administrative &
finance manager or your supervisor.

23q[g¢: - [g5» o [BsBefozpE: codeamnésegpadaddloopSi 3sabdlm spbqbesesConamesesesqp
a300pdd 20832000500 8d0R6M39903 s0ndgudeeg§:8Edlaad

Regards (s0gg$(g8),
Signature (c00590d):
Name (sgeé)

Executive Director (p3§[o3pseesq?)
Equality Myanmar (p3g[g€: - [§$0)

(Back to Contents)
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6. Acronyms

AC — Administrative Coordinator

ALC — Administrative & Logistic Coordinator
FAC — Finance & Administrative Coordinator
AFM — Administrative & Finance Manager

APE — Annual Performance Evaluation

ASEAN — Association of Southeast Asian Nations
AVNAR — Audio Visual Narrative Activity Report
BOD - Board of Directors

CIAM — Confidential Information Authorization Memorandum
CM — Chiang Mai

COL — Cost-of-Living

CRB- Colors Rainbow

ED — Executive Director

EQMM - Equality Myanmar

FO - Finance Officer

FA — Financial Audit

T

RE — Human Rights Education

HREIB — Human Rights Educational Institute of Burma

IDAHO —International Day Against Homophobia
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ILGA — International Lesbian & Gay Association

INGO — International Non Government Organization

JC — Justice Committee

LOP — Leave without Pay

MA — Management Audit

M-COM — Management Committee

NGO — Non-Governmental Organization

RA — Recruitment Analysis

ROR — Rays of Rainbow

STNAR — Sector Training Narrative Activity Report

TDoR — Transgender Day of Remembrance

THB — Thai Baht

MMK — Myanmar Kyat

SL—Short List

S.W.0.T. — Strengths, Weaknesses, Opportunities, Threats

ToR — Terms of Reference

QSR — Quarterly Supervisory Review

VA —Vacancy Announcement

(Back to Contents)
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7. Terminology

Appeal — Staff have the organizational right to seek further management guidance whether it be for a
grievance or an administrative decision arising out of disciplinary action.

Confidential Information Authorization Memorandum (CIAM) — Staff member memo that must be

authorized to release confidential information outside the organization.

Conflict of Interest - A conflict of interest occurs when the interests of the staff members or outside
parties actually or potentially affect HREIB in a negative way. A perceived or actual conflict of interest

must be avoided and should be notified by the staff member as soon as it becomes apparent.

Cost-of-Living (COL) — The percentage price movement of a basket of consumer goods and services

computed by comparing the previous year or month with the next.

Departure Assistance Package — Staff member ‘separation’ package for non-terminated staff that includes

a cash payment determined by the following formula: For each year of HREIB service she/he receives one
(1) week of their basic salary on departure.

Earned Paid Annual/Month Leave — Number of days of paid leave earned per year or per month

Engagement Letter — Contract agreement that sets out the ‘terms of reference’ for consultants,

volunteers, contract staff, independent contractors, and student interns.

Exit Interview — An interview conducted at the time of a staff member’s resignation, used to identify the
underlying factors behind a staff member’s decision to leave.

Extra-budgetary - Funds that have been saved or earned that are outside of the organization’s annual
plan of work and budget.

Financial Audit (FA) - The verification of the financial statements of a legal entity with a view to express an

audit opinion. The audit opinion is intended to provide reasonable assurance that the financial
statements are presented fairly, in all material respects, and give a true and fair view in accordance with
the financial reporting framework. The purpose of an audit is to enhance the degree of confidence of
intended users in the financial statements.

Grade Level - Position grades or levels are a part of a broad system of pay commonly known as a salary
schedule or pay schedule. Organizations that use position grade levels to associate pay with particular
levels of education, experience and skills typically do so to maintain equity in compensation and to avoid
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potential discrimination. Grade level is also used to show a positions relative place in the overall
organization’s management hierarchy.

Grievance — An actual or supposed circumstance regarded as just cause for complaint.

Human Rights Educational Institute of Burma (HREIB) — The full name of our organization.

In-service — A staff member who has successfully completed their probationary period and is eligible for a
salary/honorarium increment.

Justice Committee (JC) — The senior management committee that decides on staff grievances and

disciplinary actions.

Management Audit (MA) - A report on the effectiveness and results of certain business procedures.

Management audits are usually performed internally, and measure whether procedures have their
intended effect. Unlike a compliance audit, which simply ensures that procedures are being followed,
management audits challenge the assumptions and goals of procedures, with an eye toward improving
efficiency. A management audit may recommend changes in procedures resulting from observed
inefficiencies in existing procedures.

Management Committee (M-COM) — The operational decision making body of the organization.

Merit — Basing a staff member’s salary on his or her performance, over a predetermined period and
according to an agreed upon criteria.

Non-Governmental Organization — A non-governmental organization (NGO) is any non-profit, voluntary

citizens' group which is organized on a local, national or international level. Task-oriented and driven by
people with a common interest, NGOs perform a variety of services and humanitarian functions, bring
citizen concerns to governments, advocate and monitor policies, and encourage political participation
through provision of information. Some are organized around specific issues, such as human rights,
environment, or health. They provide analysis and expertise, serve as early warning mechanisms, and
help monitor and implement international agreements. Their relationship with offices and agencies of the
United Nations system differs depending on their goals, their venue, and the mandate of a particular
institution.

Organogram — A diagram that shows the administrative structure of the organization, also called an
organizational chart.

Performance Review - A meeting between a worker and their manager in order to discuss their work

performance.
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Position Description - A narrow, specific job (position) description is a detailed advertisement. It explains
the role that is on offer in great detail, including listing the position's duties and expectations. It also lists
the skill competencies, qualifications, and training the selected candidate needs for the role. A specific job
(position) description also may offer information on the company that is hiring.

Recommendation Letter — Letter provided to staff member not terminated due to cause. This letter
indicates the staff member’s length of service, the positions held, and their overall work related
performance evaluation.

S.W.O.T. Recruitment Analysis (RA) - A S.W.O.T. (Strengths, Weaknesses, Opportunities, and Threats)
recruitment analysis is a useful recruitment tool. Performing a SWOT analysis will assist the organization’s
recruiting team with valuable insight and information that will enhance its recruiting strategy and
improve candidate sourcing efforts

Short Listing (SL) - A reduced list of applicants for a specific position that has been cut down from a larger

list. Short listing is used to determine a select group of the most qualified candidates based on applicants’
qualifications, experience, and interviews. The short list is often presented to higher management for
approval.

Terms of Reference (ToR) — Sets out the duties and responsibilities of the staff member.

Quarterly Supervisory Review — A performance review done on a quarterly basis by the staff member’s

supervisor.

Vacancy Announcement (VA) - Describes the skills and experience required of applicants for an available

position.

Back to Contents
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Vehicle Policies & Procedures
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Library Policies & Procedures
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Annex 1 - Salary & Honorarium Guidelines

Policy

A grade level is assigned to each position/consultancy on its establishment. This grade level determines
the staff members/consultants minimum and maximum starting salary/honorarium.

Procedure

Position grade levels associate pay with particular levels of education, experience and skills typically do so

to maintain equity in compensation and to avoid potential discrimination.

Normally, the positions’/consultancies’ starting salary/honorarium is set at or near the minimum of the
grade level range except when the applicants experience, former wage earnings, or educational

attainment are such as to warrant a higher amount.

Table 1 — Salary Matrix (Baht)

Administrative/Project Staff (except for Consultants and Contractors):

Grade Tile Minimum Maximum Minimum Minimum
Level Salary in Salary in Years of Educational
usb usb Experience Attainment
1 Director 1800 2500 10 Masters or
equivalent
2 Manager 1300 1800 7 BA or
equivalent
3 Officer 600 1200 5 BA or
equivalent
4-5 Coordinator 400 600 3 BA or
and Trainer equivalent
6 Assistant 250 400 2 Diploma or
equivalent
7 Low Grades 100 250 Class 8

Table 2 — Honorarium Matrix (Baht)
Internal (Staff) and External Consultants and Contractors:

Grade Level Seniority Minimum Daily | Maximum Daily | Minimum Years
Rate in USD Rate in USD of Experience

1 Junior level 75 100 0-4years

2 Senior level 100 350 4 years up

Note: The above tables are for illustration purposes only.
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Annex 2 - Vehicle Policies & Procedures
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1. General Statement

There are two types of vehicles used at EQMM—one type which was purchased with money from
EQMM donors for the effective implementation of EQMM's projects, and one type which is rented
by EQMM with money from EQMM projects' transportation budgets. EQMM has an obligation to
itself, its staff, and its donors to correctly maintain, employ, operate and report on all vehicles in its
possession.

2. The Purpose of this Policy

This policy provides information about the Equality Myanmar's vehicle policies and procedures.
These policies and procedures exist to protect EQMM employees, equipment, and activities. The
EQMM policies and rules presented in this document may change from time to time as business
and employment legislation dictate. This policy document is effective June 2010.

3. Acronyms Used In This Policy

AFM Administrative & Finance Manager
M-COM Management Committee

AC Administrative Coordinator

ALC Administrative & Logistic Coordinator
FAC Finance & Administrative Coordinator
EQMM Equality Myanmar

4. Vehicle Safety and Security

4.1.Safety
e All drivers of EQMM vehicles must be authorized to drive by AFM.

e |tis mandatory that all drivers and passengers wear safety belts.

e Drivers must drive in a safe and defensive manner, respectful of other road users and
pedestrians. Unsafe drivers must be reported to the AFM.

e Staff must not operate a vehicle while under the influence of alcohol or drugs.

e Compliance with local driving and traffic laws is mandatory. Staff or the drivers must adhere
to legal speed limits (60 km/h in town and 100 km/h on highway or open roads) and only
travel at speeds safe for the current conditions.

e Any exceptions to the policy must be authorized by AFM.

e Motorcycle riders and passengers must wear helmets at all times.

4.2.Security
e Fuel tanks must be at least % full at the end of each day.

e All vehicle security accidents must be reported to the AFM immediately.
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e Vehicles must be left in secure and designated parking locations when not in use.

e Park in well-lit, secure public areas. Parking of vehicles overnight on the street is
prohibited. Vehicles must be locked while unattended.

e No arms (weapons) may be carried in EQMM vehicles.

14. Authorization To Drive

5.1.Authorization
e All drivers who drive EQMM vehicles must have received a Driver's Authorization Form
(See Appendix) prior to driving an EQMM vehicle.
e This form will be signed by the driver and AC/ALC/FAC.
e This form will be kept in the driver's personnel files.

5.2.Driver Requirements
The following criteria must be met for an individual to be authorized to drive EQMM vehicles:
e The individual must be recommended by our local networks.
e The individual must have approval from AFM.
e The individual must have a valid Thai/Myanmar driver's license or international driving
license.
e The individual must be physically and mentally competent to drive a vehicle.

15. Use Of EQMM Vehicles

6.1.General Rules
e All staff must read the EQMM Vehicle Policy and Procedures.

e Staff who may need a vehicle should submit to AFM a Transport Request Form at a minimum
two days in advance indicating activity, date, time and destination with address or map. AFM
will review and confirm a departure time, assigned vehicle, and driver.

e |tis prohibited to bring a person who does not have any identity documents into any EQMM
vehicle. Only the AFM can give permission for non-staff to travel in EQMM vehicles.

e No smoking or drinking alcohol in EQMM vehicles.

e Itis prohibited to bring any narcotic drugs or other illegal substances/possessions into EQMM
vehicles.

e All trips must be logged in the log sheet. The log must state whether the trip is for work use
or personal use.

e All mileage must be recorded in the vehicle log sheet stating its use, work or personal.

e Keys must be returned to AFM at the end of a journey.

e AFM & AC will maintain all income and expenditure documents relating EQMM vehicles.

e AC/ALC/FAC will make monthly payments to car companies, as necessary, and will supervise
vehicle maintenance under supervision of AFM.

6.2.Use of Vehicle For Work Purposes
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e |Immediately following use of the vehicle, the cost of the vehicle use must be paid to the
AC/ALC/FAC from the program budget.
e All usage for work purposes without charges should be recorded.

6.3.Use of Vehicle for Personal Purpose
e Requests for personal use of the vehicle must be made to the AFM.
¢ Immediately following use of the vehicle, the staff that used the vehicle must pay for the
costs of vehicle use from the employee’s own money.
e All rules concerning the use of EQMM vehicles apply during personal use of vehicles,
including rules concerning passengers, use, and operation of the vehicle.

7. Overall Responsibility for EQMM Vehicles

AFM is responsible for all EQMM vehicles. In the field, field coordinators/trainers will have day-to-
day responsibility for all vehicles assigned to their location. If a vehicle is allocated to a staff member
for work purposes they are responsible for its maintenance, safety and security.

7.1.Keys
e Atthe end of a journey, the driver or staff should return the keys to AFM.
e Vehicle keys must be kept in a locked drawer under the control of AFM.
e Loss, theft or damage of keys must be reported immediately.
e Keys may not be duplicated without approval of AFM.

7.2.Vehicle Tracking
AC should maintain a “Weekly Vehicle Tracking” board. Board format may be modified to specific
needs but will at minimum display the following information for each requested use of each vehicle:
e Date
e Driver Name
e Travel location
e Departure time
e Responsible person/staff
Vehicles will not be moved without the approval of AFM. All vehicle movement will be entered on
the vehicle movement board, which will be located near the exit of EQMM office.

8. Daily Allocation of Vehicles

AC/ALC/FAC and administrative team are responsible for the allocation of vehicles on a daily basis.
Staff who may need a vehicle should submit to AFM a Transport Request Form indicating activity,
date, time and destination with address or map. AFM will review and confirm a departure time,
assigned vehicle and driver. (See Appendix). Staff should request their planned travel at least two
days in advance.

Human Resources Policies and Procedures Manual Page 284



9. LogSheets
All vehicles will be issued with a log sheet (See Appendix). The log sheet must be completed by the

staff who requested the vehicle. Entries for each trip must note the destination, start and end
kilometer reading, and fuel received. Log Sheets must be submitted to AC/ALC/FAC at the end of
each journey. They will be inspected on a weekly basis by AFM.

10. Accidents

All accidents involving EQMM vehicles, no matter how slight, must be reported to the AFM
immediately. In any communication with AFM, you must:

e |dentify yourself. Give your phone number if you not using your designated contacts.

e Give your location.

e Describe briefly injuries or damage.

¢ Indicate whether the Police are present.

¢ Indicate if the situation is calm or not.

e State what assistance you require.

10.1 Minor Accidents (No Injuries and Only Cosmetic to Vehicles)
In case of a minor accident, in which there are no injuries and there is only cosmetic damage to
vehicles, staff must do the following:

e Assess the situation for security

e Contact the AFM

¢ Note the registration number, make and model of any other vehicle in the accident

e Between the drivers, yourself and the AFM, determine whether the situation can be

reasonably and amicable resolved
e Contact the insurance company with approval of AFM

10.2. Serious Accident (No Injuries but Body Damage To Vehicles)
In the case of a serious accident, in which there are no injuries but there is body damage to a
vehicle, staff must do the following:

e All of the actions required for Minor Accidents (above).

e Wait for assistance to arrive from EQMM

e Identify and request witnesses to remain until the police arrive

10.3. Major Accidents (Injuries/Death)
In the event of a major accident, in which passengers have been injured, staff must do the
following:

e All of the actions required for Minor Accidents and Serious Accidents (above)

e Move the injured if they are in further danger. Take great care not to worsen their

condition.
e If possible, assist in stabilizing and reassuring the injured.
e Depending on the condition of the injured, wait for the police to arrive
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If required, request a vehicle not involved in the accident to transport injured to the
nearest medical assistance.

If no vehicle other than the EQMM vehicle is able to transport to injured, find a guide to the
nearest medical facility and make sure that all parties agree to you and the vehicle leaving the
scene. Make sure that AFM is informed of your intentions and location of the medical facility.
Mark the position of the vehicles prior to moving them.

On arrival of the medical facility, immediately contact the police and cooperate fully with
their investigation.

11. Vehicle Insurance

12,

EQMM Vehicles are covered by insurance from one of the insurance company limited.

11.1.

Insurance Claims

In the event of a claim, the following documents will be required:

11.3.

A police report

A copy of the vehicle purchase invoice
A repair estimate from workshops

A photograph of the damaged vehicle

Liability

Where a driver is shown to be at fault (as determined by the police report) the driver may

be held responsible for reimbursement of the deductible and/or disciplinary action.

The driver may be responsible for 1/3 of the cost of vehicle repairs incurred due to their
negligence.

Theft
In the case of theft, immediately cancel the local insurance and registration and call the
police.

Onboard Documentation

All vehicles in EQMM will have affixed to the front windscreen the annual vehicle registration and

insurance stickers. The following documentation will be carried onboard all EQMM vehicles:

e A copy of the license/registration booklet which includes record of payment of annual tax (See

Appendix)

e A copy of contact details of insurance company (See Appendix)
e An EQMM vehicle log sheet (See Appendix)
¢ EQMM contact numbers.

13. Vehicle Registration
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EQMM vehicles are currently registered.

14. Vehicle Marking

The EQMM has no policy currently on the external marking of vehicles. This policy may be
revised by the M-COM based on the general security situation.

15. Fuel

The purchase of fuel for EQMM vehicles should take place in accordance with EQMM's financial
policies and procedures.

16. Motorcycle Policy

16.1. Riders

e All riders must possess a valid Thai motorcycle license. Any exceptions must be
authorized by AFM.

e Only authorized EQMM staff is permitted to operate or ride on EQMM owned
motorcycles. Inform to AC before use it.

e Allriders must read, understand and agree to the EQMM Vehicle Policy.

e The EQMM riders must log the kilometer read at the beginning and end of each trip.

e All riders and passengers must wear safety helmets. Failure to do so will result in
termination of riding privileges.

e AC/ALC/FAC will be responsible for the daily allocation of motorcycles.

e When not in use, bikes will be parked up in designated areas of HREIB office
compounds and the keys deposited with the AC/ALC/FAC at the keys areas of
EQMM Administrative Room.

e Whenever a motorcycle is left unattended, it must be secured and immobilized by
removal of the keys and fitting of the security lock.

16.2. Onboard Documentation
e Copies of license registration and tax payments
e Copy of compulsory insurance

16.3. Maintenance of Motorcycle
AC/ALC/FAC and administrative team are responsible for performing the following general
maintenance rules to ensure the longevity of an assigned motorbike:
e Conduct daily per-operation check of the brakes, throttle, engine and transmission oil,
chain, wheels and tires, fitting/fasteners, lights/signal, and battery.
e Clean, lubricate, and adjust (tighten) the chain on a weekly basis.
e C(Clean and replace spark plug.
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* Replenish two-stroke oil as needed.

16.4. Operation of Motorcycles
e Forvisibility, the headlight must be turned on when operating the motorcycle.
e A motorcycle will not carry more than one passenger. Motorcycles may not carry more
cargo than is safe; this is defined by the presence of cargo that is likely to fall from the bike,
unbalance the rider, or cause damage the bike.

17. Compliance

17.1. Non Compliance

EQMM will not be liable for any costs or damages caused by accidents due to negligence or non-
compliance with EQMM policies. Staff deemed to be non-compliant will be held personally
responsible for any costs associated with their activities and may face disciplinary actions ranging
from termination of driving/riding privileges through termination of employment with the EQMM.

17.2.  Confirmation of Having Read and Understood this Vehicle Policy
Staff is not authorized to drive EQMM vehicles until they have read this policy document.

(Back to Contents)
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Appendix A: Transport Request Form

Purpose - This form must be completed two (2) days in advance before the planned trip/tracking. This is
to ensure that the vehicles schedules will be entered on the vehicle tracking board and assigned as the
planned schedules appropriately. This form must be submitted to administrative & finance manager to
receive confirmation for vehicle use.

qR0qudgcd - ofewnlodad ofsoginnedqrdedds () qob [Foolq [BiBiesnl [godgodqepd
Seckons  omfmonfiggorliogt | ooofsrotfigp  ghoobp  gcboobrortafel
[g€e0C0o200059203E:  maodgiomonseuftas  qpdqudaopdi  ofewdtod  cndmaadiggledeSseogod
0g)6eesEonaeaesesqpadonagtqepdi

1. Staff Information

(0) 08008:5E0052005000080g0532000D

Name of Staff (0$cobsza0p5)

Position (gpog:)

Program/Department

(0§098/50$)

Date of Request
(eomEsdaopdes)

2. Travel/Tracking Information

() 9§e0g0ig309/05920005

Date & Time of Departure
oRdgro0PRE 5 053

Departure place

ogodgroopdesep

Destination

ofl:at"?:

Date & Time of return

[gfcopbeepoifoopd=adist o5g

Purpose of Trip
o8gell qpbgudgod
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3. Budget Information

(p) 9oaeeadEapmagdscund

Projects/Grants

0GEPIO/DINGE

Budget line for travel fee in
grants

degadigeps eslgaonzand
Saleplellopteat Heatapt

4. Logistics arrangement for driver (only for over a day)

(G) 3§E0m0320305 e5adEeqe Bodauig (00grH0mdeamediodypizacynom)

Accommodation

e5098q

Food
OGN

| have already read and understood the EQMM Vehicles Policies & Procedures and agreed these policies.

Applicant's Signature: Date:

Clabioleslecatiowlc lablosSle ) c5%

(Back to Contents)
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Appendix B: Driver Authorization Form

Purpose - This form must be completed in advance before driving EQMM vehicles. This is to ensure that
the driver is authorized to drive EQMM vehicles approved by Administrative Coordinator. This form must
be signed by the assigned driver and Administrative & Logistic Coordinator.

qR5gudgI0d - 0JewaE¢d0d EQMM clondgpicd wewntastlgpdgodaepdi cdumndewntsoopd EQMM &l
onpgpid  eenlisles  :Oqibeqromnsdon  gllgooneopl:  eoogpeog§gdaopd  va9ewrEa?
0200§60:00pd0MPeeE:5E 369|666:$E 6000058 P88E:eq8g:0300 CLODYODABiqeRdI
4. Assigned Driver Information (00§c0so0pdomdeenEizaciopEisaspyp?

Name (320p5) :

Nationality (§E¢000%):

NRC Number (905¢00E40l05):

Address (@86o0):

Mobile Number (9%::%6]05):

5. Driving License Information (wésm&cﬁ?&o& wm&:s;qjcﬁsgmcﬁqp:)
License Type (c3€oCandjrm0003): License Number (c3Eo4dl05): Valid Date (2005008s):

6. Trip Information (og):ma)éaflzs'm@&)

Departure Date & Time (03058l 05§ $¢ 32§8)
Departure Location (ogo5gl 6320) ‘
Arrival Date & Time

(eBodeepod qodg 3¢ =24
Designation Location (s30Seepadesao) ‘

Driving fee/day (oogodomdeent:sss)
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| have already read and understood the EQMM Vehicles Policies & Procedures and agreed these policies.

o$60p5 EQMM unfewntadepad codgpisE cpbod:pdsnSigpiod vodgenocmmomif§iadndsnes

2069200310001

Driver's Signature: Administrative & Logistic Coordinator’s Signature

Date: Date:
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Appendix C: Vehicle Log Sheet

Purpose - This sheet must be completed by the staffs who request the trip at the end of each journey. Log
Sheets must be submitted to Administrative & Logistic Coordinator/Finance & Administrative Coordinator

at the end of each journey.

qP5guSgod

oo}

o8gograq§eomEidanpinsoodimn

08:05[Gsed:ag0:0000809103E:00E
[5p5805q0p5[gd 20051 Bengliad o8:05[G:ed:dlon Administrative & Logistic Coordinator (o3) Finance &

Administrative Coordinator o® m&%qeéu

Date

~

c28

Driver
Name
oooéeoo&

:opd

Departure
ogedg>
oopResep

Destination

o8sad:

Mileage

0230000000
3¢

Signature

Q005005

Remark

95qI05

(Back to Contents)
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Annex 3 — Office Library Policies & Procedures

1 Equality Myanmar-Yangon has a library where its staff can rent books, CDs, VCDs and DVDs for the
purpose of gathering information, general knowledge and to prepare for trainings and workshops.

2 Staff members who want to rent materials should inform the administrative & logistic assistant. It
is prohibited to take books, CDs, VCDs or DVDs without informing the administrative & logistic
assistant.

3 If materials are rented, this must be recorded in the log sheet by the administrative and logistic
assistant.

4 If materials are returned, this must be recorded in the log sheet by the administrative & logistic
assistant.

5 The renter and the administrative & logistic assistant are required to sign the log sheet at
transmission, agreeing to return the materials to the library and at restitution.

6 Each staff members allowed to renting two books per week. However, in the case of training,
research, thesis or other special occasion, the renter can negotiate with the librarian to rent more
than two books per week.

7 It is allowed to rent two CD/VCDs at a time.

8 The renter and the administrative & logistic assistant must check the condition and quality of the
CD/VCD before taking it from the library. If any scratch or damage is detected on return, the renter
must be held responsible for this.

9 If the renter loses or damages any of the materials, s/he should inform the librarian immediately.
The renter must be held responsible for this negligence.

10 |If the reader wants to read the book in the library, the book must be returned to its original place
afterward.

11 | If the administrative and logistic assistant is unavailable, the administrative and logistic coordinator

will perform his/her tasks.

(Back to Contents)
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Annex 4 - 2014 EQMM Official Holidays (For Myanmar Located Offices)

Day Date Issue
No. of Days

Wed 12-Feb Union Day 1
Mon 14-Apr Thingyan Festival 1
Tue 15-Apr Thingyan Festival 1
Wed 16-Apr Thingyan Festival 1
Thurs 17-Apr Thingyan Festival 1
Fri 18-Apr Myanmar New Year 1
Mon 21-Apr Substitute Day of Myanmar New Year 1
Thurs 1-May Labour Day 1
Fri 11-Jul Full Moon Day of Warso 1
Mon 21-Jul Substitute Day of Martyrs' Day 1
Wed 8-Oct 