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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. 

 

II - 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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III – 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.O.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). 

ii.) 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 & 

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 
chronic illness 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. 

 

iii.) 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): 

 Absence without official leave and/or serious violation of leave policy; 

 Tarnishing the name and credibility of the organization (this includes any partner 

organizations, network partners, funding sponsors, individuals, media etc.); 

 Cheating (e.g. time record, financial reports); 

 Sexual opportunism (soliciting, promising or providing sex/sexual related favors in 

order to advance);  

 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: 

 Rape, sexual harassment, and domestic violence; 

 Physical or strong verbal assault in the workplace; 

 Placing the security of the organization in serious danger;  

 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.  
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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) 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.  

b) 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.  

 

 

 



Human Resources Policies and Procedures Manual  Page 20 
 

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. 

c) 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 
days 

When a family member dies. Family members 

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 
Weekends/Public 
Holidays  

 
 

 
 
 
 

Based on numbers 
of worked days in 
weekends and 
public holidays  
 
 
 
 
 

Weekends/Public Holidays – Staff are entitled 

to one (1) paid substitute day leave for each 

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 plan in 
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 (½) 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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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. 

 

7. Management, Supervision and Reporting 

Policy 

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 15th 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. Office Administration 

Policy 

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).  

 

iii.) 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) All riders 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 reimbursement i.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) 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).  

 

10. Property 

Policy 

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. 

 

c) 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 



Human Resources Policies and Procedures Manual  Page 35 
 

designated operational supervisor is also involved as required in the interview and selection 

of the final shortlisted applicants. 

iii.) 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) 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.          

e) 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.   

 

12. Separation 

Policy  

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) 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. 
 

c) 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. 

d) 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. 

e) 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. 
 

f) 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).  

13.  Travel          

Policy 

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: 

 Local (field): THB 50/day for Thailand located staff, and 1500 MMK/day for Myanmar 

located staff 

 Local (urban): THB 300/day for Thailand located staff, and 9000 MMK/day for 

Myanmar located staff 

  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:  

 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  

 Office supplies 

 Workshops held at other organizations  

 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.  
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IV – Appendices 

 

1. Organizational Diagram 
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2.  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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 Trainer Coordinator - Mandalay  

 

Level 5 –  Trainer/Accountant  

  

 Trainer level – 1 Mandalay           

 Trainer level – 2 Yangon & Mandalay (2 Post)  

 Trainer level – 3 Yangon & Mandalay (3 Post)  

 Training Administrator  

 Accountant                         

 

 Level 6 – Staff  

  Administrative & Logistic Assistant - Yangon  

 Administrative & Logistic Assistant - Mandalay  

 Finance & Administrative Assistant – Chiang Mai  

 Administrative & Logistic Assistant – Colors Rainbow  

 

  Finance Assistant – Rays of Rainbow  

 Administrative & Project Assistant – Rays of Rainbow  

 Media and Communication Assistant 

 

 

Level 7 – Low Grades 

 Cleaner & General Worker – Yangon  

 Cleaner & General Worker - Mandalay   

 Security Team (Yangon & Mandalay)      

  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, 



Human Resources Policies and Procedures Manual  Page 46 
 

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 
Grade Level: 
Report to: 
Duty Station: 

Deputy Director 
Level 1 
Executive Director 
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 

Grade Level: 

Report to:  

Duty Station:  

Administrative & Finance Manager 

Level 2 

Deputy Director 

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 
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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 

Grade Level: 

Report to: 

Duty Station:  

Program Manager 

Level 2 

Deputy Director  

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.  

2. 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. For day 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);    
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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 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 

Grade Level: 

Report to:  

Duty Station:  

Senior Finance Officer 

Level 3 

Administrative & Finance Manager 

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. 

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

5. 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. 

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

7. 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. To work 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 

Grade Level: 

Report to:  

Duty Station:  

Junior Finance Officer 

Level 3 

Administrative & Finance Manager 

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) 



Human Resources Policies and Procedures Manual  Page 60 
 

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. 



Human Resources Policies and Procedures Manual  Page 61 
 

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; 

c. 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 

Grade Level: 

Report to: 

Duty Station:  

Audio Visual Officer 

Level 3 

Deputy Director  

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. 
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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  
c) 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 15th 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 15th 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; I – 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 

Grade Level: 

Report to: 

Duty Station: 

Development Officer 

Level 3 

Deputy Director 

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;  

4. 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: 

Grade Level: 

Report to:  

Duty Station:  

Program Officer (2 Post)  

Level 3 

Deputy Director/Program Manager  

Yangon  and Mandalay 

Organizational Responsibilities: 

1. For program development which includes: 
a) Participates in annual strategic planning meetings with management committee (M-Com); 
b) 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;    

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

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

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

f) Provides input to substance and form of thematic / advanced issue seminars at training centres; 
g) Help develop model for managing externally requested trainings and provision of support to 

Trainer Coordinators for time management at the training centres; 
h) Provides input to other team strategies and the overall organizational strategy based on 

complementarities with the human rights education strategy; 
i) Develop/reviews Equality Myanmar’s standard reporting related forms. 
j) Identifies new resources/inputs for sector-based trainings with targeted professional groups; 
k) Help to develop appropriate budgets for sector-based trainings and issues seminars with 

targeted professional groups and community events inside Burma; 
l) 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) 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; 
b) Collects  and reviewing  Yangon and Mandalay training centres monthly work schedules; 
c) 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; 

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

e) Supervises Mandalay’s Training Coordinator, Trainer Coach, interns and volunteer who is joining 
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to Equality Myanmar’s Human Rights Education program. 
f) Ensures program staff members have comprehensive position descriptions that are clear and up 

to date; 
g) 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; 
h) 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; 

i) 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 

j) 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) 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; 
b) Oversees prudent / safe cash management by Finance & Administration Coordinator and Trainer 

Coordinator and report any anomalies to Finance & Administration Manager; 
c) Oversees that monthly  advance payment requests are submitted on schedule by FAC and Trainer 

Coordinators; and 
d) 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. 
 

4. For monitoring and evaluation which includes: 
a) Conducts regular supervision and monitoring trips to program staffs; 
b) 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; 

c) Assists  in the development and maintenance of a tracking system for training participants; 
d) 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  
e)  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) Observes trainings in Equality Myanmar training centres to provide feedback and coaching on 

content and methods in collaboration with Co-Program Officer; 
b) Serves as a resource person and content coordinator in ‘training of trainers’ of Equality 

Myanmar training staff;  
c) 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. 

6. 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).  

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 Program Manager/Deputy Director and for financial 
management the Finance and Administration Manager;        

    

4. To supervise the HRE Program trainer coordinators as team leader; 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 

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: 

Grade Level: 

Report to:  

Duty Station:  

 

Program Officer  

Level 3 

Deputy Director   

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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activities in consultation with EQMM Deputy Director;  

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

d) 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;  

e) 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;  

f) 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;  

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

h) 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; 

i) Collects and reviews individual program/project team member’s monthly work schedules;  

j) Conducts performance appraisals to CR team members in a timely manner; 

k) 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;  

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

m) 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) 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; 

b) 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;  

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

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

e) 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; 

f) 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. 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.  
 

9. 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.  

 
10.  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);  

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

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

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

3. 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:  

Report to: 

Grade Level:  
Duty Station: 

Administrative & Logistic Coordinator  

Administrative & Finance Manager 

Level 4 

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. To work 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: 

Grade Level: 

Report to:  

Administrative Coordinator  

Level 4 

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 2nd 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  

Grade Level:  
Report to: 

Duty Station: 

Finance & Administrative Coordinator  

Level 4  

Junior Finance Officer and Finance & Administrative Manager 

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;   



Human Resources Policies and Procedures Manual  Page 80 
 

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. 
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2. For the 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 15th of each month with supporting documentation, after  

verification by Mandalay trainer coordinator  to the junior finance officer;  

l) 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: 

Grade Level: 

Report to:  

Duty Station:  

Finance & Administrative Coordinator – Colors Rainbow 

Level 4 

Senior Finance Officer and Administrative & Finance Manager  

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’ forms 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. For the 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 15th 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 
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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: 

Grade Level: 

Report to:  

Duty Station:  

 

Program Coordinator  

Level 4 

Program Officer   

Yangon 

Organizational Responsibilities: 

1. Programme Coordinating includes: 
a) Coordinates for developing detailed work plans together with Colors Rainbow Programme Officer, 

Advocacy Coordinator and Finance & Administrative Coordinator; 
b) Coordinates with supervisor and Myanmar LGBT Rights Network members to ensure effective 

implementation of program activities; 
c) Attends meetings together with Programme Officer and/or Advocacy Coordinator to ensure effective 

collaboration with other organizations; 
d) Coordinates with supervisor for implementation of programme undertaken by Colors Rainbow such as 

research project, network activities and Rainbow media; 
e) Assists in report writing, proposal writing/designing and programme monitoring and evaluation; 
f) Coordinates in organizing of meetings, campaigns and events to ensure effective dissemination of 

message to the targeted communities;  
g) Assists in Project planning such as review of project proposals, develop work plan and budget plan with 

supervisor;  
h) Assists and coordinates trainings, collaboration meetings with government/non-government 

stakeholders, and regional/international organizations; and  
i) Assists in timely supporting of program activity reports and donor reports.  

 

2. Colors Rainbow social network management which includes:  
a) Keeps the social network active by updating news, articles, reports and organizational LGBT multimedia 

productions;  
b) Presents LGBT program messages to the  public with particular attention given to communicating 

information about LGBT program goals and objectives; 
c) Coordinates with the Colors Rainbow program team to ensure activities are well reflected on the 

website;  
d) Reviews  external/internal comments and undertake data analysis; and   
e) 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: 

1. Education: Minimum BA or equivalent degree 

2. Experience: Minimum of two (3) years working experiences with LGBT community 

3. 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: 

Grade Level: 

Report to:  

Duty Station:  

 

Media & Communication Coordinator  

Level 4 

Program Officer   

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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Colors Rainbow team under the supervision of Program Officer; 
e) Distributes the magazine to target communities within 7 days after magazine publication; and 

collaborates with the administrative & logistic assistant for stock and distribution list;  
f) Keeps record of stock and submit report to Administrative & Finance Coordinator and Program 

Officer within 7 days after every publication; 
g) Collects feedbacks from the readers and takes necessary actions under the supervision of Program 

Officer for the programme development; 
h) Conducts a monthly meeting with the Finance & Administrative Coordinator and Program Officer for 

budget planning;  
i) 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  

j) Submits a narrative report per magazine volume to the Program Officer within 15 days after 
production.   

2. Colors Rainbow Website Management which includes: 

a) Plans, manages, implements, reviews and redesigns Colors Rainbow website (quarterly and 
annually) in timely manner; 

b) Maintains the website and keeps the website active and updated in line with Colors Rainbow 
magazine publications; 

c) Coordinates with staff members to ensure all the organization and network activities are well-
reflected on the website; 

d) Reviews external/internal comments and undertake data analysis; 
e) Protects website against security risks/hacking; 
f) Develops and implements a communication strategy to increase and maintain Colors Rainbow’s 

public visibility;  
g) Collaborates with EQMM Web & IT coordinator to ensure Colors Rainbow website management; 

and   
h) Prepares and submits monthly report to the Programme Officer at the 15th 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 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: 

Grade Level: 

Report to:  

Duty Station:  

 

Network Coordinator  

Level 4 

Program Officer   

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) Participate in regional and international meetings and conferences representing Burma LGBT Rights 
Network on its advocacy work collaborating with the Programme Officer; 

h) Attend NGO/CBO collaboration events/meetings to build good relationship and increase visibility of 
LGBT community under the supervision of Colors Rainbow Programme Officer; 

i) 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; 

j) 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; 

k) Assist in preparing presentations/reports for and meeting with visiting potential and existing donors in 
collaboration with the Programme Officer; 

l) Liaise with local authorities, other agencies and organizations on advocacy matters; and  
m) Perform any other assigned organizational tasks when needed. 

 

2. Programme management which includes:  
a) Take part in program planning meetings and provide input to advocacy related components; 
b) Take part in meetings with LGBT Rights Network meetings in Advisory Board and Working Committee; 
c) 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;  

d) 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; 

e) Assists in expending network and reaching out to more geographical areas 
f) Conduct follow-up visits to network members and organizations in the country and provide inputs to 

Colors Rainbow and LGBT Rights Network; and  
g) Coordinate with FAC in project (network activities) budget development, monitor budget flow and 

implementation.  
 
3. Maintain strong and smooth relationship with Myanmar LGBT Rights Network members and 

participate in organizational activities under the supervision of the Programme Officer.  
 
4. Perform 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.   

Qualifications: 

1. Education: Bachelor or Masters Degree or proven equivalent working experience in advocacy work; 
2. Experience: Minimum of two (3) years working experiences with LGBT community; 
3. 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: 

Grade Level: 

Report to:  

Duty Station:  

Web & IT Coordinator 

Level 4 

Administrative & Finance Manager 

Yangon 

Organizational Responsibilities: 

1. For the 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. For increasing 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 kits. 

 

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 

to it; 

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  

Grade Level: 

Report to:  

Duty Station: 

Project Coordinator – Rays of Rainbow   

Level 4 

Development Officer 

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. 

2. 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 2nd 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. 

3. 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 & STI and 
safer sex; organizing IDAHO, Coming out day and international human rights day; etc. 

4. 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. 

 
5. 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. 

6. 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. To supervise 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: 

Grade Level:  
Report To:  
Duty Station:  

Trainer Coach 

Level 4  

Program Officer 

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;  

i) Makes a final check pre/post-tests including standard answers for training and develop evaluation form 

for respective activity which prepared by Trainer Coordinator; 

j) 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 2nd 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) Leads in 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) 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 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: 

Grade Level:  

Trainer Coordinator  

Level 4  
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Report To:  

Duty Station:  

Program Officer 

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 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) Identifies target organizations and people for invitation to relevant training, workshop and    event and 

share on those lists to Training Administrator 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 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;  

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 & Trainers 
Coach; 

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) Identifies resource person and inform to Program Officer including reasons and schedules along with 

monthly work plan; 
l) Over-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: 
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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.  

7. 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:  

Grade Level:  

Report To:  

Duty Station:  

Trainer Coordinator  

Level 4  

Program Officer 

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) Identifies 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)  Identifies resource person and inform to program officer including reasons and schedules along with 

monthly work plan; 
l) 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 



Human Resources Policies and Procedures Manual  Page 105 
 

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) 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; 
f) 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; 
g) Completes team’s monthly activity form and submit 5th of every month and to PO;  
h) Conducts bi monthly follow up and keeps track the impact assessment of basic HR training alumni and 

report to PO; and   
i) 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) 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;  

b) 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); 

c) 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;  

e) 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%; 

f) Verifies bank withdraw form administered by the Finance & Administrative Coordinator from project 
joint account;  

g) Takes jointly responsible of cash in & disbursed from safe box operations with the Finance & 

Administrative Coordinator; and 
h) 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) 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 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 

Grade Level: 

Accountant  

Level 6 
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Report to:  

Duty Station:  

Junior Finance Officer  

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. 

 

2. 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: 

Grade Level:  
Report To:  

Duty Station:  

Trainer level - 1  

Level 5  
Trainer Coordinator   

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 2nd 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; 
l) 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 

report to 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. 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 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. 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;  (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:  

Trainer level - 2  

Level 5  
Trainer Coordinator   

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 2nd 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; 
l) 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 

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 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: 

Grade Level:  

Report To:  

Duty Station:  

Trainer level - 3  

Level 5  

Trainer Coordinator   

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 2nd 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; 
l) 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 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;  

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. 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;  (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:  

Training Administrator  

Level 5  
Trainer Coordinator   

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 2nd of 

every month, and update daily activity at the end of every working day; and 
 
l) 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; င၈  

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. 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;  (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: 

Report To: 

Grade Level: 

Duty Location: 

Administrative & Logistic Assistant  

Administrative & Logistic Coordinator 

Level 6 

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: 

Report To: 

Grade Level: 

Duty Location: 

Administrative & Logistic Assistant  

Finance & Administrative Coordinator 

Level 6 

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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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. 

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 finance & administrative coordinator. 

d) 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 

Grade Level: 

Report to: 

Duty station:  

Finance & Administrative Assistant  

Level 6 

Administrative Coordinator (CM) 

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. 

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:  

Finance Assistant – Rays of Rainbow 

Level 6 

Project Coordinator (ROR) and Accountant (YGN)  

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 15th 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. 
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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 

Grade Level: 

Report to: 

Duty Station:  

Administrative & Project Assistant – Rays of Rainbow 

Level 6 

Project Coordinator-ROR 

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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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. 

b) 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. 

c) 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, STI 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. To work 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. 

 



Human Resources Policies and Procedures Manual  Page 137 
 

Position Title: 

Grade Level: 

Report  to:  

Duty Station:  

Cleaner & General Worker  

Level 7 

Administrative & Logistic Coordinator 

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) Cleans to  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: 

Grade Level:  

Report  to:  

Duty Station:  

Cleaner & General Worker  

Level 7 

Finance & Administrative Coordinator - Mandalay 

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) Cleans to  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: 

Report To: 

Office Clerk  

Administrative & Logistic Assistant  
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Grade Level: 

Duty Location: 

Level 7 

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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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;  

 

c) 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.  

d) 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 144 
 

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 15th 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. 

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵသညး အဖျဲ႔အစညး့ပုိငးဆိုငးပစၥညး့မ္ာ့၏ တညးရြိမႈေနရာကို ေဖား်ပရနး အသုဵ့်ပဳသညး၈ 

Name of Responsible Staff (တာွနးရြိေသာ ွနးထမး  ့အမညး): 

Sr.No (စဥး) Items 

(အမ္ိဳ့အမညး) 
Item Number 

(ပစၥညး့မြတးပဵုတငး 

အမြတး) 

Model 

Number 
Location site 

(တညးရြိေနရာ) 
Date of Receive 

Item 

(လကးခဵရရြိေသာ 

ေန႔စျဲ) 

Date of Return 

Item (်ပနးလညး 

အပးႏြဵေသာ 

ေန႔စျဲ) 

Remark  

(မြတးခ္ကး) 

        

        

        

        

        

        

        

        

 

Authorized by(ချငးံ်ပဳသူ):                                                                              Staff Responsible (တာွနးရြိေသာွနးထမး့): 

Signature (လကးမြတး)  :                                                                                 Signature (လကးမြတး) : 

Name (အမညး) :                                                                                              Name (အမညး): 

Position (ရာထူ့):                                                                                             Position (ရာထူ့) : 

Department/Program (ဌါန/ပရုိဂရမး):                                                             Department/Program (ဌါန/ပရုိဂရမး): 

Date(ေန႔စျဲ):                                                                                                       Date ( (ေန႔စျဲ):                                                                                                                               

 

Back to Contents 
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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  

                

                

                

                

                

                

                

                

                

                

                

                

                

                

                

                

                

                

                

                

                

 

 

 

 

 
Back to Contents 
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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. 

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵသညး အစညး့အေွ့မ္ာ့၇ အလုပးသငးအစီအစဥးမ္ာ့၇ သငးတနး့မ္ာ့တကးေရာကးရနး 
ချငးံ်ပဳခ္ကးရရြိေစရနးအတျကး်ဖစးၿပီ  ့ အုပးခ္ဳပးေရ့ႏြငး ံ ဘ႑ာေရ့မနးေနဂ္ာထဵသုိ႔ ဖိတးစာႏြငးံတကျ တငးသျငး့ရမညး၈ 
ထုိဖိတးၾကာ့ခဵရေသာွနးထမး့ႏြငး ံဖိတးၾကာ့မႈ သငးံေလ္ားကုိကးညီ်ခငး့ရြိမရြ ိသုိ႔မဟုတး အ်ခာ့ွနးထမး့တဦ  ့တကးသငံးမတကးသငံးကုိ 
အုပးခ္ဳပးေရ့ႏြငး ံဘ႑ာေရ့မနးေနဂ္ာက လကးေထာကး ညျနးၾကာ့ေရ့မႈ့ႏြငးံတုိငးပငးရနး ်ဖစးသညး၈  
  

1. Staff Information (ွနးထမး့အေၾကာငး့အရာ) 

Name of Staff (ွနးထမး့အမညး) :       

Position (ရာထူ့):       

Department/Program (ဌါန/ပရုိဂရမး):       

Supervisor’s Name (အထကးၾကီ့ၾကပးသူအမညး):       

Date of Request (ေတာငး့ဆိုသညးံေန႔စျဲ):       

2. Conference Information (အစညး့အေွ ့ အေၾကာငး့အရာ) 

     Types of Conference (အစညး့အေွ့အမ္ိဳ့အစာ )့:   
          Local (ႏိုငးငဵတျငး့):                Regional (ေဒသအတျငး )့:          International (ႏိုငးငဵတကာ):  
                      

         Start date (စတငးေန႔စျဲ):            End date (်ပီ့ဆုဵ့ေန႔စျဲ):                 Total numbers of days (စုစုေပါငး့ရကး):       
 

 

3. Purpose of Conference (အစညး့အေွ ့၏ ရညးရျယးခ္ကး) 

Please explain the purpose for conference more specific; 

အစညး့အေွ့၏ ရညးရျယးခ္ကးမ္ာ့ကုိ အေသ့စိတးရြငး့်ပပါ၈ (ဖိတးစာကုိ ပူ့တဲျတငး်ပပါ) 
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4. Travel Allowance Status (ခရီ့စရိတးကုနးက္မႈ က္ခဵ်ခငး့အေ်ခအေနမ္ာ့)  

Travel Costs (ခရီ့စရိတး) EQMM (ညီမ္ြ်ခငး့ - ်မနးမာ) Others (အ်ခာ့) 

Air Fares (ေလယာဥး)   

Accommodation (တညး့ခိုခ)   

Local Transportation  

(ေဒသတျငး့သျာ့လာမႈကုနးက္စရိတး) 

  

Perdiem (အေသ့သုဵ့စရိတး)   

Others (အ်ခာ့ကုနးက္မႈမ္ာ့) 
 

  

 

-------------------------------------------------: 

Applicant’s signature 

Date: 

 

 

 

 

 

 

 
Back to Contents 
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Daily Training Summary Form 

Name: အမည္၉ ………………………..      Date: ရက္စြ၉ဲ …………………………. 

         Location: ေနရာ၈ …………………………. 

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. 

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵသညး ေအာကးပါ နညး့နာပဵုစဵမ္ာ့အတုိငး  ့တျကးခ္ကးထာ့သညးံ ေငျေၾက့ခဵစာ့ချငးံမ္ာ့ကုိ ေပ့အပးရာတျငး 
အသုဵ့်ပဳသညး၈ ွနးထမး့တေယာကးသညး အဖျဲ႔အစညး့တျငးလုပးကုိငးခဲံသညးံႏြစးတႏြစးတုိငး့အတျကး လစာေငျ၏ တပတးစာကုိ 
ႏူတးထျကးခ္ိနးတျငး ခဵစာ့ချငးံရြိသညး၈ ေအာကးပါဇယာ့ကုိ သကးဆုိငးရာဌာနတုိငး့က လုပးပိုငးချငးံရြိသညး ံ ကုိယးစာ့လြယးတုိငး့က 
်ပညးံစဵုေအာငး်ဖညးံစျကးၿပီ  ့အတညး်ပဳသညးံေန႔ရကးအာ  ့မြတးတမး့တငးေပ့ရနး ်ဖစးသညး၈  
 

Name of Staff (ွနးထမး့အမညး) :       

 

Position (ရာထူ့):       

 

Department/Program (ဌါန/ပရုိဂရမး):       

 

Email (အီ့ေမလး့):       

 

Phone (ဖုနး့):       

 

Resignation Submitting Date (ႏူတးထျကးစာသညးံရကးစျဲ):       

 

Last day of Worked (ေနာကးဆုဵ့အလုပးလုပးရကးစျဲ):       
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Administrative Department (အုပးခ္ဳပးေရ့ဌာန) 

Formula Pay Scale  
Length of 

Employment  

Departure 

Package  

Department 

Contact 
Verified by 

Verified 

Date  

 

 

 

 

 

 
  

 

 

 

 

Finance Department (ဘ႑ာေရ့ဌာန) 

Departure 

Package  
Department Contact  Paid by  Received by  Paid Date  

 

 

 

 

 

 
  

 

 

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.  

ရညးရျယးခ္ကး - ွနးထမး့မ္ာ့သညး အဖျဲ႔အစညး့မြ မႏူတးထျကးခငး အဖျဲ႔ပိုငးပစၥညး့မ္ာ့ကုိ သကးဆုိငးရာဌာနမ္ာ့သုိ႔ ်ပနးလညးအပးႏြဵရနး 
လုိအပးသညး၈ ထုိွနးထမး့အေန်ဖငး ံ လစာမ္ာ့၇ ႏူတးထျကး်ခငး့ခဵစာ့ချငံးမ္ာ့ႏြငး ံ ေထာကးခဵစာမ္ာ့မရယူခငး ယခုေဖာငးကုိ 
ေဖား်ပထာ့သညးံသကးဆုိငးရာဌာနမ္ာ့ကုိ ယူေဆာငးသျာ့ၿပီ့ ကငး့ရြငး့ေၾကာငး့မ္ာ့ကုိ ရယူရမညး၈ 
 

Name of Staff (ွနးထမး့အမညး) :       

 

Position (ရာထူ့):       

 

Department/Program (ဌါန/ပရုိဂရမး):       

 

Email (အီ့ေမလး့):       

 

Phone (ဖုနး့):       

 

Resignation Submitting Date (ႏူတးထျကးစာသညးံရကးစျဲ):       

Last day of Worked (ေနာကးဆုဵ့အလုပးလုပးရကးစျဲ):       

 

The below table must be completed and dated by an authorized representative of each department listed. 

ေအာကးပါဇယာ့ကျကးမ္ာ့ကုိ ေဖား်ပထာ့သညးံဌာနတုိငး့မြ လုပးပိုငးချငးံရြိေသာကုိယးစာ့လြယးက ်ပညးံစဵုေအာငး်ဖညံးစျကး၍ 
အတညး်ပဳရကးစျဲ ေဖား်ပရနး ်ဖစးသညး၈  
 

 
 
 

Administrative Department (အုပးခ္ဳပးေရ့ဌာန) 
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Clearance is 

required on 

(ကငး့ရြငး့ခ္ကးမ္ာ ့

လိုအပးသညး ံ

ေနရာမ္ာ)့ 

Department Contact  

(ဌာန ဆုိငးရာ 

ဆကးသျယးကုိယးစာ့လြယး) 

Outstanding Items 

(ကငး့ရြငး့ရနး 

က္နးရြိေနေသ့ေသာ အရာမ္ာ)့ 

Verified by 

(အတညး်ပဳသ)ူ 

Cleared 

Date(ကငး့ရြငး့ေသာေန႔) 

Office Equipments  

 

 

 

 

 
 

 

Staff Card  
 

 
 

 

 

Finance Department (ဘ႑ာေရ့ဌာန) 
 
Clearance is 

required on 

(ကငး့ရြငး့ခ္ကးမ္ာ ့

လိုအပးသညး ံ

ေနရာမ္ာ)့ 

Department Contact  

(ဌာန ဆုိငးရာ 

ဆကးသျယးကုိယးစာ့လြယး) 

Outstanding Items 

(ကငး့ရြငး့ရနး 

က္နးရြိေနေသ့ေသာ အရာမ္ာ)့ 

Verified by 

(အတညး်ပဳသ)ူ 

Cleared 

Date(ကငး့ရြငး့ေသာေန႔) 

Financial Report 

and Receipts of 

Last activity  

 

 

 

 

 
 

 

Person Loan  
 

 
 

 

 

Program Department 

Clearance is 

required on 

(ကငး့ရြငး့ခ္ကးမ္ာ ့

လိုအပးသညး ံ

ေနရာမ္ာ)့ 

Department Contact  

(ဌာန ဆုိငးရာ 

ဆကးသျယးကုိယးစာ့လြယး) 

Outstanding Items 

(ကငး့ရြငး့ရနး 

က္နးရြိေနေသ့ေသာ အရာမ္ာ)့ 

Verified by 

(အတညး်ပဳသ)ူ 

Cleared 

Date(ကငး့ရြငး့ေသာေန႔) 

Activity Report of 

Last activity  
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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. 

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵကုိ EQMM ၏ယာဥးမ္ာ့ကုိ မေမာငး့ႏြငးမီ်ဖညးံစျကးရမညး၈ ထုိယာဥးေမာငး့သညး EQMM ၏ ယာဥးမ္ာ့ကုိ 
ေမာငး့ႏြငးရနး အုပးခ္ဳပးေရ့တာွ နးခဵက ချငံး်ပဳထာ့ေၾကာငး  ့ ေသခ္ာေစရနး်ဖစးသညး၈ ယခုေဖာငးကုိ တာွနးေပ့သညးံယာဥးေမာငး့ႏြငး ံ
အုပးခ္ဳပးေရ့ႏြငး ံေထာကးပုိ႔ ညြိႏူိငး့ေရ့မႈ့တုိ႔က လကးမြတးထုိ့ရမညး၈ 
 

1. Assigned Driver Information (တာွနးေပ့သညးံယာဥးေမာငး့အေၾကာငး့အရာမ္ာ )့ 

Name (အမညး) :       

Nationality (ႏုိငးငဵသာ့):       

NRC Number (မြတးပဵုတငးနဵပါတး):       

Address (လိပးစာ):       

Mobile Number (ဖုနး့နဵပါတး):       

2. Driving License Information (ယာဥးေမာငး့လုိငးစငး သတငး့အခ္ကးအလကးမ္ာ )့ 

     License Type (လိုငးစငးအမ္ိဳ့အစာ )့:            License Number (လိုငးစငးနဵပါတး):           Valid Date (သကးတမး့):       

3. Trip Information (သျာ့လာသညးံခရီ့အေၾကာငး )့  

Departure Date & Time (ထျကးချါ ရကးစျဲ ႏြငးံ အခ္ိနး)  

Departure Location  (ထျကးချါ ေဒသ)  

Arrival Date & Time   

(ဆုိကးေရာကး ရကးစျဲ ႏြငးံ အခ္ိနး) 

 

Designation Location (ဆိုကးေရာကးေဒသ)  

Driving fee/day (တရကးယာဥးေမာငး့ႏူနး )့  
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I have already read and understood the EQMM Vehicles Policies & Procedures and agreed these policies. 

ကၽျႏးုပးသညး EQMM ယာဥးေမာငး့ဆုိငးရာေပၚလစီမ္ာ့ႏြငး ံလုပးထုုဵ့လုပးနညး့မ္ာ့ကုိ ဖတးရူေလံလာထာ့ၿပီ့လုိကးနာရနး 
သေဘာတူပါသညး၈ 
 

---------------------------------------                                             ---------------------------------------                                                                                   

Driver's Signature:                                                                Administrative & Logistic Coordinator’s Signature 

Date:                                                                                       Date:  
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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 

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵကို „ညီမြ္်ခငး့ - ်မနးမာ‟ မြ သငးေထာကးကူအရငး့အ်မစးပစၥညး့မ္ာ  ့ အဆုိ်ပဳ မြာယူရာတျငး အဆို်ပဳမြာယူမညး ံ

အဖျဲ႔အစညး  ့ (သို႔) လူပုဂၢိဳလးတစးဦ့ခ္ငး့စီမြ ်ပညးံစဵုစျာ ်ဖညးံစျကးရနး ်ဖစးသညး၈ ်ဖညးံစျကးထာ့ေသာ ေဖာငးပဵုစဵအာ  ့ သငးေထာကးကူပစၥညး့မ္ာ  ့

ရရြိလိုသညး ံ ရကးထကး အလုပးလုပးရကး ငါ့ (၂) ရကး ၾကိဳတငး၍ „ညီမြ္်ခငး့ - ်မနးမာ‟ သို႔ ဖုနး့နဵပါတး ွ၆ ၁၁၅ွဿ၀၂၃၆ ႏြငး ံ အီ့ေမလး့ 

info@equalitymyanmar.org မြ တဆငး ံဆကးသျယးေပ့ပုိ႔ရနး ်ဖစးသညး၈  

 

Name of Organization (အဖျဲ႔အစညး့အမညး) :       

 

Contact Person Name and Title (ဆကးသျယးရမညး ံအမညး ႏြငး ံရာထူ့):       

 

Department/Program (ဌါန/ပရုိဂရမး):       

 

Date of Request (အဆို်ပဳမြာယူသညးံေန႔စျဲ):       

 

Mailing address (please no PO Box numbers) (လိပးစာ ႏြငး ံစာတိုကးအမြတး):       

City (်မိ ႔ဳ):        State/Province (်ပညးနယး/ခရုိငး)  :                  Zip/postal code (စာတိုကးအမြတး):          

Country (ႏုိငးင)ဵ:                       Phone (ဖုနး့):  (     )                     Fax (ဖကးစး)::   (     )        

Email (အီ့ေမလး့)::       

Provide information on intended purpose, locations, and beneficiaries of distribution and expected outcomes for EQMM 
outreach documentation purposes: 

„ညီမြ္်ခငး့ - ်မနးမာ‟ ၏ ကျငး့ဆငး့ပညာေပ့လုပးငနး့အစီအစဥး၏ မြတးတမး့ေရ့ရာမ္ာ့အတျကး သငးေထာကးကူအရငး့အ်မစးပစၥညး့မ္ာ  ့
အဆို်ပဳမြာယူသညး ံရညးရျယးခ္ကးမ္ာ့၇ ်ဖနး႔ေွမညး ံအက္ိဳ့ခဵစာ့ချငးံရရြိမညး ံဦ့တညးအုပးစုမ္ာ့အေၾကာငး့၇ ်ဖနး႔ေွမညး ံေဒသမ္ာ့ ႏြငး ံ
ေမ ြ္ားမြနး့ရလဒးမ္ာ့အာ့ ်ပညးံစဵုစျာ ေဖား်ပပါ၈  
 

mailto:info@equalitymyanmar.org
mailto:info@equalitymyanmar.org
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Requesting Order List (အဆို်ပဳမြာယူစာရငး )့:  

Sr.No (စဥး):   Name of Education Material 

(သငးေထာကးကူပစၥညး့အမညး): 

Language 

(ဘာသာစကာ့): 

Quantity  

(အေရအတျကး): 

Expected Date of 

Receipt 

(ရရြိလိုသညးံေန႔စျဲ): 

Remarks 

(မြတးခ္ကး): 

1.       

2.       

3.       

4.       

5.       

6.       

7.       

8.       

9.       

10.       

11.       

12.       

 
Terms of Condition (သတးမြတးခ္ကးႏြငးံအေ်ခအေနမ္ာ )့: 

………………………………………….agrees to adhere to the following terms:  

…………………………………… မြ ေအာကးပါ အခ္ကးမ္ာ့အာ  ့သေဘာတူပါသညး၈  

a. The requested EQMM education material will not be used for commercial purposes.  



Human Resources Policies and Procedures Manual  Page 162 
 

အဆို်ပဳမြာယူထာ့သညး ံ„ညီမြ္်ခငး့-်မနးမာ‟ မြ ထုတးေွေသာ သငးေထာကးကူအရငး့အ်မစးပစၥညး့မ္ာ့အာ  ့အက္ိဳ့အ်မတးအတျကး 

ရညးရျယး၍ ်ဖနး႔်ဖဴ့်ခငး  ့ေရာငး့ခ္်ခငး့အာ့ တာ့်မစးသညး၈  

b. To credit EQMM when the materials are distributed to the beneficiaries.  

အဆို်ပဳမြာယူထာ့သညး ံ„ညီမြ္်ခငး့-်မနးမာ‟ မြ ထုတးေွေသာ သငးေထာကးကူအရငး့အ်မစးပစၥညး့မ္ာ့အာ  ့်ဖနး႔ေွရာတျငး „ညီမြ္်ခငး့-

်မနးမာ‟ အဖျဲ႔အစညး့အမညးအာ  ့အသိအမြတး်ပ ဳေဆာငးရျကးေပ့ရနး၈  

c. To ensure the materials are not altered or changed in any way without the written permission of EQMM. 

„ညီမြ္်ခငး့ - ်မနးမာ‟ ၏ စာေရ့သာ့ေဖား်ပထာ့ေသာ ချငံး်ပဳခ္ကးမရရြိဘ ဲသငးေထာကးကူအရငး့အ်မစး ပစၥညး့မ္ာ့အာ  ့်ပဳ်ပငး 

ေ်ပာငး့လဲ်ခငး့ မ်ပဳလုပးရနး၈ 

 

 

 

 

 .............................              .............................                     ............................ 

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 
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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 

         

Donor1          
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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:                                 Verified by: 

Signature:                                       Signature: 

Supervisor’s Name:                       Name of Admin – In charge: 

Position:                                           Position: 

Date:                                                 Date: 

 

 

 

 

 

 

 

 

 

 

 

 

 
Back to Contents 
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Equipment Rental Agreement Form 

This equipment rental agreement is between ---------------------------------------------------------------------- (Organization 

Name – borrower) and Equality Myanmar (EQMM – lender).  

ညီမ္ြ်ခငး  ့ - ်မနးမာ ႏြငး ံ (……………………………..) တိုအၾကာ့ ပစၥညး့ငြာ့ရမး့မႈအတျကး သေဘာတူည ီ ေဆာငးရျကးခ္ကးမ္ာ  ့
်ဖစးသညး၈  
 

Rental Equipment subject to this agreement: (ငြာ့ရမး့်ခငး့ဆုိငးရာ သေဘာတူညီခ္ကးမ္ာ)့ 

The -----------------------------------------------------------------------------------will rent the equipment listed as below start 

from --------------- (Time), ---------------------------- (Date) and return to ---------------- (Time), ------------------------------- 

(Date). 

------------------------------ သညး  ေအာကးေဖား်ပပါ ပစၥညး့မ္ာ့အာ  ့---------  (အခ္ိနး) ------------- (ရကး) မြ ---------- (အခ္ိနး) 
----------- (ရကး) အထိ ငြာ့ရမးမညး ်ဖစးသညး၈ 
 

Sr.No 

(စဥး) 
Equipments (ပစၥညး့အမ္ိဳ့အမညး) Make & Model (ေမားဒယး ႏြငး ံ

အမ္ိဳ့အစာ)့ 
Quantity 

(အေရအတျကး) 

    

    

 

Equipment Rental Terms: (သတးမြတးခ္ကးမ္ာ)့ 

1. The equipments must be returned immediately to EQMM as the above return date and time schedule. 

သေဘာတူသတးမြတးထာ့သညးံရကးအတိုငး့ ငြာ့ရမး့ပစၥညး့မ္ာ့အာ  ့EQMM သို႔ ်ပနးလညးအပးႏြဵရမညး၈  
 

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. 

ငြာ့ရမး့ပစၥညး့မ္ာ  ့ ပ္ကးစီ  ့ ေပ္ာကးဆုဵ့ မေတားတဆ်ဖစးမႈမ္ာ့အတျကး ငြာ့ရမး့သူဘကးမြ တာွနးယူရမညး EQMM သို႔ 
ငြာ့ရမး့စဥး ပစၥညး့အေ်ခအေနအတိုငး  ့်ပနးလညးအပးႏြဵရမညး၈  
  
 

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. 

ငြာ့ရမး့ပစၥညး  ့ ပ္ကးစီ့ပါက ငြာ့ရမး့သူမြ တာွနးယူ၍ ်ပငးဆငး်ခငး  ့ ႏြငး ံ ေပ္ာကးဆုဵ့ပါက တူညီေသာ ပစၥညး့ ေမားဒယး 
အမ္ိဳ့အစာ့အတိုငး  ့်ပနးလညးေပ့ေလ္ားရမညး၈  
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4. The borrower must inform to EQMM immediately if the equipment is damaged or lost. 

ငြာ့ရမး့ပစၥညး  ့ပ္ကးစီ့ ေပ္ာကးဆုဵ့မႈမ္ာ  ့်ဖစးေပၚပါက ငြာ့ရမး့သူသညး EQMM သို႔ ခ္ကးခ္ငး  ့အေၾကာငး့ၾကာ့၄မညး၈   
 

5. The borrower is required to pay renting charges to EQMM for renting this equipment. 

ငြာ့ရမး့သူသညး ငြာ့ရမး့ခ သတးမြတးထာ့သညးံ ႏူနး့အတိုငး  ့EQMM သို႔ ေပ့အပးရမညး၈  
 

 

This agreement letter has been read and signed by: 

သေဘာတူညီခ္ကးမ္ာ့အာ  ့ဖတးရဴ႔၍ သေဘာတူညီေၾကာငး  ့လကးမြတးေရ့ထို့ပါသညး၈  
 

 

 

.............................                                                                         ............................ 

Borrower (ငြာ့ရမး့သ)ူ:                                                                                                      Lender (ငြာ့ေပ့သ)ူ ့                                                                                                                             

Name (အမညး)  :                                                                                                                 Name (အမညး)  :  

Position (ရာထူ )့  :                                                                                                                     Position (ရာထူ )့  :  

Organization (အဖျဲ႔အစညး)့  :                                                                                             Organization (အဖျဲ႔အစညး)့::   

 

 

 

 

 

 

 

 

 

 

 

 
Back to Contents 
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Internship Application Form  

Equality Myanmar-  မွ အလုပ္သင္နည္းျပ (----------) ဦးကို ------------------အတြင္း အရည္အခ်င္းျပည့္ှ ေသာ 

နည္းျပေကာင္းမ်ားျဖစ္လာေစရန္ေခၚယူ ေလ့က်င့္ေပးသြားမည္ျဖစ္ပါသည္၉ စိတ္ှင္စားသူမ်ားမ ွတက္ေရာက္ရန္ 

ေလွ်ာက္ထားနုိင္ပါသည္၉ 

အပိုင္း ဿ၉ ကုိယ္ေရး သတင္း အခ်က္အလက္ 

အမည ္  

ေမြးသကၠရာဇ္ ____ေန႔  / ____  လ/ ____ နွစ္ က်ား/မ  က်ား    မ 

ကုိးကြယ္သည့္ 

ဘာသာ  

 ဗုဒၶဘာ 
 ခရစ္ယာန္ 

 အစၥလာမ္ 

 အျခား__________ 

ပညာအရည္အခ်င္း 

 အထက္တန္း 

 ဘြ႕ဲရ  

 ဘြ႕ဲလြန္ 

လူမ်ိဳး  __________ 
 
လက္ရိွ ေနရပ္လိပ္စာ  

 

__________                    ၿမဳိ ႕ 
 
 __________                ျပည္နယ္/ တုိင္း၉ 

ဖုန္းနံပါတ္  အီးေမးလ္ လိပ္စာ  

အပိုင္း ၀၉ အဖဲြ႕အစည္းဆိုင္ရာအေတြ႕႔အႀကံဳမ်ား ၉ 

အဖြ႕ဲအမည ္  တာှန္  

အဖြ႕ဲအမ်ိဳးအစား   အစုိးရဌာန      အစုိးရမဟုတ္သည့္အဖဲြ႕အစည္း (NGO)  ႏုိင္ငံေရးပါတီ  လူထုအေျချပဳအဖဲြ႕အစည္း 

ဦးတည္အုပ္စုအမ်ိဳးအစား  

မိမိလုပ္ေဆာင္ေနသည့္ 

လုပ္ငန္းအမ်ိဳးအစား 
 

လက္ရိွအဖြ႕ဲတြင္ လုပ္ကုိင္ေနသည့္ ကာလသက္တမး္၉  ဿ-နွစ္  ၀-နွစ္  ၁-နွစ္  ၂-နွစ္ 
 ၃-

နွစ္အထက္ 

http://www.hreib.com/
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အပိုင္း ၁၉ ဆရာျဖစ္သင္တန္း၈ အလုပ္သင/္ေစတနာ့ှ န္ထမ္း အေတြ႔အႀကံ ဳ

မိမိတက္ ေရာက္ခ့ဲဖူးေသာ 

ဆရာျဖစ္သင္တန္းရိွပါသလား၉  

  တက္ဖူးသည္၉  

  လုံးှ မတက္ဖူးပါ၉ 

အလုပ္သင္/ေစတနာ့ှန္ထမ္း 

လုပ္ဖူးပါသလား၉ 

  လုပ္ဖူးသည္၉  

  လုံးှ မလုပ္ဖူးပါ၉ 

 

တက္ေရာက္ခ့ဲဖူးေသာ 

ဆရာျဖစ္သင္တန္းမ်ား၉ 

ေခါင္းစဥ္  ေန႔စြ ဲ ျပဳလုပ္၈ ပုိ႔ခ်သည့္အဖြ႕ဲ႔အစည္း 

1. 

 
___         / ___        / ___  

2.  

 

3. 

__       /   ___          / ___ 

 

___       / ___          / ___ 

 

လုပ္ခ့ဲဖူးေသာ 

အလုပ္သင္/ေစတနာ့ှန္ထမ္း 

အလုပ္မ်ား၉  

   

1. 

 
___       / ___        / ___  

2.  

 

3. 

 

___        / ___      / ___ 

 

___       / ___          / ___ 

 

   

အပိုင္း ၂၉ အလုပ္သင္နည္းျပေလ်ာက္ထားျခင္း ေမွ်ာ္မွန္းခ်က္မ်ား 

မိမိ အလုပ္သင္နည္းျပ ျပဳလုပ္လုိသည့္ သင္တန္းစင္တာ          ရန္ကုန္           မႏၱေလး 

ဤ အလုပ္သင္နည္းျပအစီအစဥ္ကို အဘယ္ေၾကာင့္ 

စိတ္ှင္စားသနည္း၉ 
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ဤ အလုပ္သင္နည္းျပအစီအစဥ္ မ ွမည္သည္အ့ေၾကာင္း အရာ၈ 

ေခါင္းစဥ္မ်ားကိုအဓိက ေလ့လာ လိုပါသနည္း၉ 

 

 

 

 

 

ဤ အလုပ္သင္နည္းျပအစီအစဥ္မွ မည္သည့္ 

အရည္အခ်င္းမ်ားကုိ ေလ့လာလုိပါသနည္း၉ 

 

 

 

 

 

ဤ အလုပ္သင္နည္းျပအစီအစဥ္မွ ရရွိေသာ အေၾကာင္း 

အရာမ်ားသည္ မိမိႏွင့္ အဖြဲ႔ အစည္း၈ လူမႈအသုိင္းအှ ိုင္း အတြက္ 

မည္သုိ႕ေသာအက်ိဳး ေက်းဇူးမ်ား ရရိွေစမည္နည္း၉ 

 

 

 

 

 

 

အပိုင္း ၄၉ အလုပ္သင္နည္ျပ အျဖစ္ေလ်ာက္ထားမည့္သူမ်ားအတြက္ လိုအပ္မည့္အရည္အခ်င္း၉  

5. Equality Myanmar/HREIB မွ နည္းျပသင္တန္းဆင္းထားသူ ျဖစ္ရမည္၉ 
6. လူမ်ိဳး၈ ကုိးကြယ္သည့္ဘာသာ၈ လိင္ (က်ား၈မ)၈ အသားအေရာင္၈   ျခားနားသန္စြမ္းသူ၈ လိင္စိတ္ခံယူမႈအေပၚ  ခြျဲခားဆက္ဆံျခင္း မရိွသူျဖစ္ရမည္၉  
7. စုေပါင္းလုပ္ေဆာင္ျခင္းကုိ သေဘာက် ႏွစ္သက္သူျဖစ္ရမည္၉ 
8. ရုံးလုပ္ထုံးလုပ္နည္းမ်ားႏွင့္ ရုံးပုိင္းဆုိင္ရာ လုပ္ငန္းမ်ားႏွင့္ ရင္းႏီွးကြ်မ္းှင္၈ စိတ္ပါှ င္စားသူျဖစ္ရမည္၉ 
9. ခရီးသြားလာႏုိင္သူျဖစ္ရမည္၉ 

http://www.hreib.com/
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10. ဆင့္ပြားပညာေပးလုပ္ငန္းမ်ားလုပ္ေဆာင္ရန္ ဆႏၵရိွသူျဖစ္ရမည္၉ 
11.  (၂) လတာ အလုပ္သင္ကာလကုိ အခ်ိန္ျပည္ ့မပ်က္မကြက္တက္ေရာက္ႏုိင္သူျဖစ္ရမည္၉   
12. ရုံးဆုိင္ရာ ခ်မွတ္မည္ ့စည္းကမ္းမ်ားကို ေလးစားလိုက္နာႏုိင္သူျဖစ္ရမည္၉ 

အပုိင္း ၆၉ ေထာက္ခံခ်က္ 

အလုပ္သင္နည္းျပ တက္ေရာက္ရန္အတြက္ မိမိအဖြဲ႔အစည္း (သုိ႔) အဖြ႕ဲအစည္းတခုခုမွ တာှန္ရွိသူအနည္းဆုံး (ဿ) ဦးေထာက္ခံေပးရန္လုိအပ္သည္၉ 

 

ေထာက္ခံေပးမည့္ပုဂၢိဳလ္ (ဿ) 

 

လက္မွတ္ 

 

အမည ္  :………………………………………………………………………………………………………………………………………………………………… 

တာှန္   : ………………………………………………………………………………………………………………………………………………………………… 

အဖြဲ႔႕အစည္း           : ………………………………………………………………………………………………………………………………………………………………. 

ဆက္သြယ္ရန္လိပ္စာ: ……………………………………………………………………………………………………………………………………………………………… 

တယ္လီဖုန္း : …………………………………………………………………………………………………………………………………………………………………. 

အီးေမးလ္လိပ္စာ    : ……………………………………………………………………………………………………………………………….……………………………….. 

 

ေထာက္ခံေပးမည့္ပုဂၢိဳလ္ (၀) 

 

လက္မွတ္ 

 

အမည ္  :………………………………………………………………………………………………………………………………………………………………… 

တာှန္   : ………………………………………………………………………………………………………………………………………………………………… 
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အဖြဲ႔႕အစည္း           : ………………………………………………………………………………………………………………………………………………………………. 

ဆက္သြယ္ရန္လိပ္စာ: ……………………………………………………………………………………………………………………………………………………………… 

တယ္လီဖုန္း : …………………………………………………………………………………………………………………………………………………………………. 

အီးေမးလ္လိပ္စာ    : ……………………………………………………………………………………………………………………………….……………………………….. 

* အထက္ပါေဖာ္ျပခ်က္မ်ားသည္ မိမိကုိယ္တုိင္ျဖည့္စြက္ထားသည္မွာ မွန္ကန္ေၾကာင္း ှ န္ခံအပ္ပါသည္၉ 

 

                                                 လက္မွတ ္

                                                       ေလွ်ာက္ထားသူ 

                                                                                                                      ေန႔စြ-ဲ      /        /၀ှဿ၂ 

ေလွ်ာက္လႊာပံုစံ ေပးပို႔ျခင္း 

က၉ အလုပ္သင္နည္းျပ ေလွ်ာက္လႊာကို ျပည့္စံုစြာေရးျဖည့္ျပီး  ----------------------- တြင ္ေနာက္ဆံုးထား၍ Equality Myanmar ရံုး၏ ----------  
ထံသို႔ ျပန္လည္ေပးပို႔ရမည္ျဖစ္သည္၉ ေရြးခ်ယ္ခရံေသာ အလုပ္သင္နည္းျပမ်ားအား --------------- ရက္ေန႔တြင္ ျပန္လည ္

အေၾကာင္းၾကားေပးပါမည္၉  

 

ခ၉ အေရြးခ်ယ္ခံရေသာ အလုပ္သင္နည္းျပမ်ားအတြက္ လုိအပ္မည္ ့ေအာက္ပါတုိ႔ကုိပ႔ံပုိးေပးမည္ျဖစ္သည္၉  

1. လစဥ္ေထာက္ပ့ံေၾကး  ဿ၃ှ ှှှ က်ပ္ 
2. Equality Myanmar ၏ လုပ္ငန္းႏွင့္သက္ဆုိင္ေသာ ျပညတ္ြင္းခရီးသြားလာမႈစရိတ္မ်ား  
3. အလုပ္သင္နည္းျပအျဖစ္ အေရြးခ်ယ္ခံရေသာသူသည ္မႏၱေလးၿမိ ႔ဳျပင္ပမွ လာေရာက္သူျဖစ္ပါက ေနထုိင္စရိတ္ က်ပ္ ၃ှ ှှှ ကုိ လည္း 

ပ့ံပုိးသြားမည္ျဖစ္ပါသည္၉ 
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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 

ရညးရျယးခ္ကး ဤေဖာငးပဵုစဵကုိ မညးံသညးံချငးံအမ္ိဳ့အစာ့ကိုမဆို ေလ္ာကးထာ့ရာတျငး ်ဖညံးစျကးရမညး၈ အနာ့ယူအပနး့ေ်ဖချငးံအမ္ိဳ့အစာ့အာ  ့
မိမိချငးံယူလိုသညးံေန႔ရကးထကး (၄) ရကးႀကိဳတငးၿပီ့ တငးသျငး့ရမညး၈ ထုိသုိ႔လုပးေဆာငး်ခငး့်ဖငး ံ အခ္ိနးဇယာ့မ္ာ့အဆငးေ်ပေစရနးႏြငး ံ
အ်ခာ့လုပးေဖားကုိငးဖကးမ္ာ  ့ တာွနးလႊေဲ်ပာငး့ေစႏိုငးရနး ်ဖစးသညး၈ ဤေဖာငးပဵုစဵကုိ အုပးခ္ဳပးေရ့ႏြငး ံ ဘ႑ာေရ့မနးေနဂ္ာႏြငး ံ
မိမိအထကးစီမဵကျပးကဲသူမ္ာ့ထဵ ချငးံ်ပဳယူရနး တငး်ပရမညး၈ လစာမဲံချငးံယူ်ခငး့်ဖစးက ထုိေလြ္ာကးလႊာကုိ စီမဵအုပးခ္ဳပးေရ့ေကားမတီထဵ 
တငးသျငး့ရမညး်ဖစးၿပီ  ့ ထုိေကားမတီက ချငးံ်ပဳမ်ပဳကုိဆုဵ့်ဖတးေပ့မညး၈ သိရြိလုိေသာအခ္ကးမ္ာ့ရြိပါက info@equalitymyanmar.org ထဵ 
ဆကးသျယးေမ့်မနး့ႏိုငးသညး၈ 
 
2. Staff Information (ွနးထမး့အေၾကာငး့အရာ) 

Name of Staff (ွနးထမး့အမညး) :       

 

Position (ရာထူ့):       

 

Department/Program (ဌါန/ပရုိဂရမး):       

 

Supervisor’s Name (အထကးၾကီ့ၾကပးသူအမညး):       

 

Date of Request (ေတာငး့ဆိုသညးံေန႔စျဲ):       

3.  Requested Leave Category (ေတာငး့ခဵသညးံ ချငးံအမ္ိဳ့အစာ့မ္ာ)့ 

Paid Leave     (လစာႏြငးံချငးံမ္ာ)့                                                             

Sick leave (က္နး့မာေရ့ချငး)ံ 
 Compensatory Leave (အစာ့ထို့ 

အနာ့ယူချငး)ံ 

 

Voting Leave (မေဲပ့ချငး)ံ  Maternity leave (မိခငးမီ့ဖျာ့ချငး)ံ 
 

mailto:info@equalitymyanmar.org
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Burial Leave (နာေရ့ချငး)ံ  Paternity Leave (ဖခငးေစာငးံေရြာကးချငး)ံ 
 

Honeymoon Leave (ဟနးနီ့မျနး့ချငး)ံ  Others  (အ်ခာ့) 
 

Leave Without Pay  (လစာမဲ႔ချငး)ံ                                                                                                                            

 

4.   Reason for Leave (ချငးံေတာငး့ခဵသညးံအေၾကာငး့အရငး့မ္ာ့) 

     

Please explain the reason for leave more specific;  

ချငးံေတာငး့ခဵသညး ံအေၾကာငး့အရငး့အာ  ့ေသခ္ာစျာ ရြငး့်ပပါ၈  
 

 

 

       
5.   Requested Numbers of Leave (ေတာငး့ခဵသညးံချငးံရကးမ္ာ့) 

Start date (စတငးေန႔စျဲ):Day/Month/Year     End date (်ပီ့ဆုဵ့ေန႔စျဲ):  Day/Month/Year          

Total numbers of days (စုစုေပါငး့ရကး):       

 

--------------------------------------:                                                         ---------------------------------------------------: 

 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
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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; 

ရညးရျယးခ္ကး - ဤပဵုစဵသညး ွနးထမး့မ္ာ့ကုိ သူ၏ အတတးပညာကၽျမး့က္ငးမႈမ္ာ့၇ အရညးအခ္ငး့မ္ာ့၇ 
လုပးငနး့စျမး့ေဆာငးႏိုငးစျမး့မ္ာ့ႏြငံး ေအာငး်မငးမႈမ္ာ့ဆုိငးရညး ရာွဇငးေကာငး့မ္ာ့ေပ့ႏိုငးရနးအတျကး ်ဖစးသညး၈ 
 

Date (ေန႔စျဲ): 
To whom it may concern (သကးဆုိငးသူသုိ႔): 
 

The description for the letter of recommendation may contain evidence or confirmation of some or all of the 

following: 

ဤေထာကးခဵစာတျငး ေဖား်ပထာ့ေသာအခ္ကးမ္ာ့သညး ေအာကးတျငးေဖား်ပထာ့သညးံအခ္ကးမ္ာ့ကုိ သကးေသ်ပဳ်ခငး  ့ သုိ႔မဟုတး 
ခိုငးလုဵေအာငး တငး်ပ်ခငး့မ္ာ့်ဖစးပါသညး၈ 

- Previous positions held in the organization (လုပးေဆာငးခဲံေသာ ရာထူ့မ္ာ့အေၾကာငး့အရာ) 
- Summary of job responsibilities  (လုပးေဆာငးခဲံေသာအလုပးတာွ နးႏြငး ံွတၱရာ့မ္ာ့အႏြစးခ္ဳပး) 
- Strengths, skills, and talents (အာ့ေကာငး့ခ္ကးမ္ာ့၇ တကးကၽျမး့မႈမ္ာ့ႏြငး ံပငးကုိယးစျမး့ရညးမ္ာ )့ 
- Initiative, dedication, integrity, reliability, etc (ကနဦ့လုပးေဆာငးမႈ၇ ဆုဵ့်ဖတးခ္ကးခိုငးမာမႈ၇ 

ပူ့ေပါငး့လုပးေဆာငးမႈႏြငး ံအာ့ကုိ့ယုဵၾကညးစိတးခ္ရမႈ စသညး်ဖငး)ံ 
- Ability to work with a team (အဖျဲ႔ႏြငးံလုပးေဆာငးႏိုငးစျမး) 
- Ability to work independently (ကုိယးံအာ့ကုိယးကုိ့လုပးေဆာငးႏိုငးစျမး )့ 

 
-------------------------------------------------: 

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.  

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵသညး ွနးထမး့ႏြငး ံ EQMM တုိ႔အၾကာ့ သတးမြတးထာ့သညးံ တဦ့ခ္ငး့ေငျေခ့္ယူမႈအတျကး 
အသုဵ့်ပဳရနး်ဖစးသညး၈ လကးထပးထိမး့်မာ့်ခငး့၇ နာေရ့အခမး့အနာ့်ပဳလုပး်ခငး့၇ ပညာေရ့ႏြငး ံ ရငးေသျ့ ေမျ့ ဖျာ့်ခငး့စသညး ံ
အေရ့ေပၚကိစၥမ္ာ့အတျကးအသုဵ့်ပဳရနး်ဖစးသညး၈ ေငျေခ့္ယူလုိသူသညး ေခ့္ယူလုိသညးံရကးမတုိငးမြ ီ  (၄) ရကးႀကိဳတငး၍ 
ဤေငျေခ့္သညးံေဖာငးကုိ အၾကီ့တနး့ဘ႑ာေရ့အရာရြိႏြငး ံ အုပးခ္ဳပးေရ့ႏြငးံဘ႑ာေရ့မနးေနဂ္ာထဵ ချငးံ်ပဳခ္ကးရယူရနး 
တငးသျငး့ရမညး၈ ေဖာငးတျငးသေဘာတူညီထာ့သညး ံ ေငျပမာဏကုိ အၾကီ့တနး့ဘ႑ာေရ့အရာရြိက ွနးထမး့၏လစဥး လစာထဲမြ 
အလုိအေလ္ာကး်ဖတးေတာကးသျာ့လိမးံမညး်ဖစးသညး၈ 
 
6. Staff Information (ွနးထမး့အေၾကာငး့အရာ) 

Name of Staff (ွနးထမး့အမညး) :       

 

Position (ရာထူ့):       

 

Department/Program (ဌါန/ပရုိဂရမး):       

 

Salary Rank (လစာႏူနး့ထာ )့:       

 

Date of Request (ေတာငး့ဆိုသညးံေန႔စျဲ):       

7.  Reason for Loan (ေခ့္ေငျေတာငး့ခဵသညးံအေၾကာငး့အရငး့မ္ာ့) 

Reason for Loan     (ေငျေခ့္်ခငး ့အေၾကာငး့အရာ)                                                             

Wedding (မဂးလာေဆာငး)  Education (ပညာေရ )့ 
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Burial (နာေရ့)  Birth (ကေလ့မီ့ဖျာ့်ခငး့) 
 

Others  (အ်ခာ့)  

  

 

8.   Finance Clearance (ဘ႑ာေရ  ့ကငး့ရြငး့မႈ အေ်ခအေနမ္ာ)့   

Previous Loan Clearance (ယခငးေခ့္ေငျရြငး့လငး့်ခငး့အေ်ခအေနမ္ာ )့:    Yes               No  
 

Balance Left (ဆပးရနး က္နးသညး ံေခ့္ေငျပမာဏ):                           

       
9.   Loan Requeted (ေတာငး့ခဵသညးံချငးံရကးမ္ာ့) 

Start date (စတငးေန႔စျဲ):Day/Month/Year                                End date (်ပီ့ဆုဵ့ေန႔စျဲ):  Day/Month/Year          

Amount Requested (ေတာငး့ခဵသညး ံေခ့္ေငျပမာဏ):                           

Agreed Repayment Amount (တလလြ္ငး ်ပနးလညးေပ့ဆပးရနး သေဘာတူသညး ံပမာဧဏ):          

 

 

 

--------------------------------------:                                               -----------------------------------------------: 

 Applicant’s signature                                                                        Administrative & Finance Manager’s Signature  

Date:                                                                                          Date:  

 

 

 

 

    

(Back to Contents) 
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Media News Report Form 

အမည ္(နည္းျပ/အဖြဲ႔) 
(Name) 
 
 

 

ရုံးစိုက္ရာ 
(Branch Location) 
 

 

ေန႕စြ ဲ
(Date) 
 

 

 
 လွဳပ္ရွားမႈအေၾကာင္းအရာ 

 
ေခါင္းစဥ ္
(Title) 

 

အခ်ိန ္
(Time) 

 
 

ေနရာ 
(Place/Location) 

 

ပါှင္သူဦးေရနွင့္အမ်ိဳးအစား 
(Types & number of 
participants) 

 

ရည္ရြယ္ခ်က ္
(Purpose) 

 

အက်ဥ္းခ်ဳပ ္
(Overview) 

 

အက်ိဳးရလဒ္မ်ား 
(Impacts) 

 

ပရိတ္သတ္စကား ဿ 
(Audience 1) 

 

ပရိတ္သတ္စကား ၀ 
(Audience word 2) 

 

ပရိတ္သတ္စကား ၁ 
(Audience word 3) 
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Monthly Report Form  

Month: ……………………………………… Report                         

Center:…………………………………. 

Reported Date:…………………………………… (This form should be submitted to Supervisor on 2nd 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  
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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: 
a. 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. Submit information on quantities, locations, and intended purpose/beneficiaries of distribution to the 

furthest extent possible to the Equality Myanmar office for outreach documentation purposes. 
 

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: 
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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.  

ရညးရျယးခ္ကး - ဤအလုပးကမး့လြမး့်ခငး့စာကုိ ွနးထမး့အသစးတေယာကးခ္ငး့စီအတျကး အုပးခ္ဳပးေရ့ႏြငး ံ ဘ႑ာေရ့မနးေနဂ္ာက 
်ပငးဆငးကာ ညျြနးၾကာ့ေရ့မႈ့က လကးမြတးထုိ့ေပ့ရမညး်ဖစးသညး၈ ွနးထမး့သစးတဦ့အာ့ အဖျဲ႔ရြ ိ ရာထူ့တာွနးတခုတျငး 
ခနး႔အပးေတာမံညးဆုိပါက ဤစာ ေပ့အပးရမညး၈ 
 

Date (ေန႔စျဲ): 
 Name of Candidate (ေပ့ပို႔မညံးသူအမညး): 
Mobile/Land line telephone no (မိုဘိုငး့/ အိမးဖုနး့နဵပတး): 
Email (အီ့ေမ့လး): 
 

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. 

ညီမြ္်ခငး  ့ - ်မနးမာ အေနႏြငး ံ သငးံကုိ xxxxx ရာထူ့တျငး ခနး႔အပးရနးအတျကး ေရျ့ ခ္ယးလုိကးေၾကာငး  ့ ွမး့ေ်မာကးွ မး့သာစျာ်ဖငး ံ
အေၾကာငး့ၾကာ့အပးပါသညး၈ သငးံ၏ ဗဟုသုတ၇ အတတးပညာကၽျမး့က္ငးမႈႏြငး ံ အေတျ႔အႀကဵဳမ္ာ့က ယခုရာထူ့၏ 
လုိအပးခ္ကးမ္ာ့ႏြငး ံေမြ္ားလငးံခ္ကးမ္ာ့ႏြငး ံကုိကးညီၿပီ့ ်ပညးံွ ႏိုငးလိမးံမညးဟု မိမိတုိ႔ယုဵၾကညးပါသညး၈ 
 

The position we are offering is that of “XXXXXXXXXX” at a salary of XXXXX MMK a month. This position reports to 

XXXXXX,  ……………… of EQMM.  

ယခ ု xxxx ရာထူ့အတျကး လစဥး ်မနးမာေငျ xxxx ကုိေပ့အပးရနး ကမး့လြမး့လုိပါသညး၈ ယခုရာထူ့အတျကး အစီရငးခဵရမညးံသူမြာ 
xxxxx ်ဖစးပါသညး၈  
 

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.  
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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.  

 
သငးံအေန်ဖငး ံEQMM ရဵု့သုိ႔ တေန႔လြ္ငးအနညး့ဆုဵ  ့(၄)နာရီ၇ တပတးလြ္ငး (၂) ရကး ( တပတးလြ္ငး ၀၂ နာရ)ီ လုပးကုိငးရမညး်ဖစးၿပီ  ့
အဖျဲ႔၏က္ငးံွ တးမ္ာ့၇ လူသာ့ရငး့်မစးေပၚလစီႏြငး ံ လုပးထုဵ့လုပးနညး့လကးစျဲ၇ ဘ႑ာေရ့ေပၚလစီႏြငး ံ
လုပးထုဵ့လုပးနညး့လကးစျဲပါအခ္ကးမ္ာ့အာ့လုဵ့ကုိ ေလ့စာ့လုိကးနာရမညး်ဖစးသညး၈ 

ယခုရာထူ့ႏြငးံပတးသကး၍ ခဵစာ့ချငံးရြိေသာခဵစာ့ချငးံမ္ာ့မြာ 
(ှ) အစမး့ခနး႔ကာလ 
(ဿ) လစာွငးေငျ - အစမး့ခနး႔ကာလအတျငး  ့ တလလြ္ငး xxxx က္ပးလစာေငျ် ဖစးၿပီ  ့

အစမး့ခနး႔ကာလလုပးငနး့ေဆာငးရျကးမႈအကဲ်ဖတးဆနး့စစးခ္ကးလုပးေဆာငးၿပီ ့ေက္နပးေလာကးပါက လစာကုိ xxxx က္ပးသုိ႔ 
တုိ့်မြငးံေပ့မညး၈ 

(၀) အစမး့ခနး႔ကာလၿပီ့ဆုဵ့ပါက ႏြစးပတးလညးက္နး့မာေရ့အာမခဵ၇ 
(၁) အစမး့ခနး႔ကာလၿပီ့ဆုဵ့ပါက ဗီဇာႏြငး ံအလုပးလုပးချငးံပါမစး (လုိအပးပါက) 
(၂)  EQMM ၏ စျမး့ရညး်မြငးံအစီအစဥးမ္ာ့ကုိ သငးံေလ္ားသလုိ တကးေရာကးႏိုငးသညးံအချငးံအလမး့မ္ာ့၇ 

 
 

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.   

သငးံအာ့ xxx ရကး xxxx နာရီတျငး အလုပးစွငးေရာကးေစလုိပါသညး၈  အဖျဲ႔အေၾကာငး့မိတးဆကးရြငး့်ပႏိုငးေစရနးအတျကး 
အုပးခ္ဳပးေရ့ႏြငး ံ ဘ႑ာေရ့မနးေနဂ္ာ xxxx ကုိ ဆကးသျယးပါ၈ ထုိေန႔သညး သငးံအတျကးအဆငးမေ်ပပါက မိမိထဵ 
အ်မနးဆုဵ့ဆကးသျယးပါ၈ 
 

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. 

သငးေလံလာႏိုငးရနးအတျကး အဖျဲ႕အစညး့၏ လူသာ့ရငး့်မစးေပၚလစီအႏြစးခ္ဳပးကုိ ပူ့တဲျေပ့ပို႔လုိကးပါသညး၈ မိမိအေန်ဖငး ံ
ယခုကမး့လြမး့ခ္ကးကုိ လကးခဵပါက ပူ့တဲျပါစာမိတၱဴတျငး လကးမြတးေရ့ထုိ့ၿပီ့ မိမိထဵ xxxxx ်ဖငး ံ်ပနးလညးပို႔ေဆာငးေစလုိပါသညး၈ 
 

 

Sincerely (ဆႏၵမျနး်ဖငး), ံ 
Executive Director (ညျြနးၾကာ့ေရ့မႈ့)  

Equality Myanmar (ညီမြ္်ခငး  ့- ်မနးမာ) 

Date (ေန႔စျဲ):  

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  

ကမး့လြမး့ခ္ကးကုိ လကးခဵပါက  
(ှ) ေအာကးေဖား်ပပါစာတျငး လကးမြတးထုိ့၇ ေန႔စျဲတပးပါ၈ 
(ဿ)အုပးခ္ဳပးေရ့ႏြငး ံ ဘ႑ာေရ့မနးေနဂ္ာထဵ xxxxx မြ တဆငးံ်ပနးလညးေပ့ပို႔ပါ၈ ေကားပီကုိ info@equalitymyanmar.org  

သုိ႔ပို႔ပါ၈ 

 

 

Job Offer Acceptance (အလုပးကမး့လြမး့မႈကို လကးခဵ်ခငး)့ 

 

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. 

ေအာကးပါစာကုိ လကးမြတးထုိ့ ရကးစျဲတပး်ခငး့အာ့်ဖငး ံ မိမ ိ xxxxx သညး EQMM က ကမး့လြမး့သညး ံ xxxxx ရာထူ့ကုိ 
လကးခဵေၾကာငး  ့အေၾကာငး့်ပနးၾကာ့အပးပါသညး၈ မိမိ၏အလုပးစတငးရကးမြာ xxxxx ်ဖစးပါသညး၈ 

 

Signature (လကးမြတး): ---------------------------------- 
Name (အမညး): --------------------------------------- 
Email (အီ့ေမ့လး): --------------------------------------- 
Mobile/Land line telephone (မိုဘုိငး့/အိမးဖုနး )့: ------------------------------------- 
Date (ေန႔စျဲ):----------------------------------------- 

 

 

 

 

 

 

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.  

ရညးရျယးခ္ကး - ွနးထမး့တစးဦ့ခ္ငး့စီ၏ သုဵ့လပတးအတျငး့ လုပးေဆာငးခ္ကးမ္ာ့အာ  ့ ဆနး့စစး်ခငး  ့ ်ဖစး်ပီ  ့ သုဵ့လပတး ကာလ၏ 

လုပးေဆာငးခ္ကးဆနး့စစးသုဵ့သပးလျြာကို သကးဆိုငးရာွနးထမး့၏ ၾကီ့ၾကပးသူမြ ဆနး့စစးရနး ်ဖစးသညး၈  

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.  

ပထမသုဵ့လပတး သုိ႔မဟုတး ပထမေ်ခာကးလပတးကာလအတျငး  ့ ွနးထမး့သစးတစးဦ့လုပးေဆာငးခ္ကးမ္ာ့အာ  ့ ဆနး့စစး်ခငး့သညး 

အလျနးအေရၾကီ့သညး ံ ဆနး့စစးမႈကာလ်ဖစး်ပီ  ့ ၁ငး့ဆနး့စစးမႈအေပၚ အေ်ခခဵ်ပီ  ့ ထိုွနးထမး့အသစးအာ  ့

ပဵုမြနးွ နးထမး့အ်ဖစးခနး႔အပးသျာ့်ခငး  ့ ရြ ိ မရြိကို ဆုဵ့်ဖတးေသာေၾကာငး ံ ်ဖစးသညး၈ သုဵ့လပတးကာလအတျငး့ 

ွနးထမး့၏လုပးေဆာငးခ္ကးဆနး့စစး်ခငး့အာ  ့ေအာကးပါ လုပးေဆာငးခ္ကး ဆနး့စစးလျြာပဵုစ ဵ(B) အာ့ အသုဵ့်ပဳသျာ့ရနး ်ဖစးသညး၈    

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.  

 

်ပီ့ခဲ႔ေသာ ႏြစးအတျငး့တျငး လုပးေဆာငး်ပီ့ေ်မာကးခဲ႔ေသာ ေဆာငးရျကးခ္ကးမ္ာ့သညး ွနးထမး့တဦ့ခ္ငး့စ ီ ႏြငး ံ အဖျဲ႔အစညး့၏ 

ရညးမြနး့ခ္ကးဆီသို႔ ်ပညးံမြီ်ခငး  ့ ရြ ိ မရြ ိ ွနးထမး့ႏြငး ံ ၁ငး့၏ ၾကီ့ၾကပးသူအၾကာ့ ေဆျ့ ေနျ့ မႈ သုဵ့သပးမႈ ်ဖစးေပၚေစရနး 

ႏြစးစဥးလုပးေဆာငးခ္ကးမ္ာ  ့်ပနးလညးသုဵ့သပး်ခငး  ့အစီအစဥးကို ်ပဳလုပးေဆာငးရျကး်ခငး  ့်ဖစးသညး၈ 

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.  

လုပးေဆာငးခ္ကးဆနး့စစးလႊာ၏ အခ္ကးတခ္ကးခ္ငး့စီသညး ဆနး့စစးခဵရတံဲွနးထမး့ တဦ့ခ္ငး့စီအေပၚ 

၁ငး့တို႔အာ့ေပ့အပးထာ့ေသာတာွ နးမ္ာ့ႏြငး ံ ပကးသကး၍ အာ့သာခ္ကး အာ့နညး့ခ္ကး မ္ာ့အာ့ HREIB ႏြငး ံ

သကးဆိုငးရာွနးထမး့တဦ့ခ္ငး့စီအၾကာ  ့အ်ပနးအလြနး အ်ပဳသေဘာေဆာငးေသာ သုဵ့သပးလုပးေဆာငးခ္ကး တခ ု်ဖစးပါသညး၈   
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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. 

လုပးေဆာငးခ္ကး ဆနး့စစးလႊာ၏  ရညးရျယးခ္ကးမြာ ွနးထမး့တဦ့ခ္ငး့စီ၏ လျနးခဲံေသာ ႏြစး၏ 

လုပးေဆာငးခ္ကးအရညးအေသျ့ မ္ာ့ကို်ပနးလညးသုဵ့သပး်ခငး့်ဖစးသညး ထိုအကဲ်ဖတးမူသညး သကးဆိုငးရာွနးထမး့၏ 

တာွနးေပ့်ခငး့ခဵရေသာအလုပးတာွ နးမ္ာ့၏ရညးမြနး့ခ္ကး မ္ာ့သံို ေရာကးေအာငး ေဆာငးရျကးႏုိငး်ခငး  ့ ရြ ိ မရြိကို 

ႏူိငး့ယြဥးေဆာငးရျကးရနး ်ဖစးသညး  လကးရြိႏြစးတျငးလညး  ့ သကးဆိုငးရာွနးထမး့၏ စိတးွငးစာ့မူမ္ာ  ့ အရညးအေသျ့ မ္ာ  ့

တို့တကးေအာငး ေဆာငးရျကးလိုသညး ံအစီအစဥးမ္ာ့ကို ေဖားထုတးသျာ့ရနးလညး  ့ ်ဖစးသညး၈ ွနးထမး့၏ သကးဆိုငးရာ ၾကီ့ၾကပးသူမြ 

တာွနးယူေဆာငးရျကးရမညး်ဖစး်ပီ  ့ အေခ္ာသပးးစီစစးသုဵ့သပးမႈအတျကး အထကးရြ ိ ၾကီ့ၾကပးသူ တာွနးရြိသူထဵသို႔ (executive 

director ႏြငး ံprogram manager သို႔မဟုတး administrative & finance manager) ေပ့ပုိ႔ရနး ်ဖစးသညး၈ 

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. 

လုပးေဆာငးခ္ကး ဆနး့စစးလျြာအာ  ့ ရာထူ့တို့်မြငးံသညးံအခါတျငး ်ဖစးေစ လုပးငနး့တာွနးမ္ာ့ေ်ပာငး့လဲသညးံအခါတျငး ်ဖစးေစ 

လုပးေဆာငးခ္ကးမ္ာ့လစးဟငး့မႈ်ပသာနာအေ်ခအေနမ္ာ ့ ဆို့ရျာ့ေနေသာအခါတျငး ်ဖစးေစ ်ပဳလုပးရမညး ်ဖစးသညး၈ 

သုဵ့သပးမႈ်ပဳလုပးရာတျငး သကးဆိုငးရာွနးထမး့ႏြငး ံ ၾကီ့ၾကပးသူမ္ာ့ အခ္ကးအလကးအာ့လုဵ့အေပၚတျငး စဥး့စာ့သုဵ့သပးမႈ 

်ပဳလုပးရမညး်ဖစး်ပီ  ့ ွနးထမး့လုပးေဆာငးခ္ကးအေပၚအမြတးေပ  ့ သုဵ့သပး်ခငး့အာ့ ႏြစးဦ့သေဘာတူလကးခဵေသာ 

စဥး့စာ့ခ္ကးအေပၚမူတညး၍ သတးမြတးရမညး ်ဖစးသညး၈ ၁ငး့ေနာကး အထကးရြ ိ ၾကီ့ၾကပးတာွနးရြိသူအာ့ အေခ္ာသတး 

တိုငးပငးေဆျ့ ေနျ့ ရနး သတငး့အခ္ကးအလကးမ္ာ့အာ့လုဵ့ႏြငးံတကျ တငး်ပရပါမညး၈ 

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.    

သကးဆိုငးရာွနးထမး့၏ လုပးေဆာငးခ္ကးမ္ာ့သညး တို့တကးရနးအေ်ခအေနလိုအပးေနပါက ၁ငး့ႏြငး ံ ၁ငး့၏ၾကီ့ၾကပးသူမြ 

လုပးေဆာငးခ္ကးတို့တကးမူအတျကးအစီအစဥးမ္ာ  ့ ်ပငးဆငးေရ့ဆျဲရပါမညး၈ ထိုအစီအစဥးတျငး အခ္ိနးအတိုငး့အတာ ႏြငး ံ

ဦ့တညးရညးရျယးသညး ံ လုပးေဆာငးခ္ကးတို့တကးမႈေဖား်ပခ္ကးမ္ာ  ့ ပါရြိရပါမညး၈ သတးမြတးထာ့သညးံ အခ္ိနးအတိုငး့အတာတျငး 
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ရညးမြနး့ထာ့သညး ံ တို့တကးလာရမညး ံ လုပးေဆာငးခ္ကးမ္ာ  ့ မ်ဖစးေပၚလာပါက သကးဆိုငးရာွနးထမး့အာ  ့ ၁ငး့၏တာွနးအလုပးမြ 

ရပးနာ့်ခငး  ့်ပဳလုပးပါမညး၈            

 

Evaluation Form Format:      

Evaluation Period 
ဆနး့စစးေလံလာသညးံကာလ 

 

 

Employee 
ွနးထမး့အမညး 

 Title 
ရာထူ့

့ 

 

 

Name and Title of supervisor/leader 

completing this evaluation 

ၾကီ့ၾကပးသ ူအမညး ႏြငး ံရာထူ့၈ 

ဆနး့စစးေလံလာ်ခငး့ပဵုစဵအာ့ ်ဖညးံစျကးသ ူ

ေခါငး့ေဆာငး 

 

 

Names and Titles of others who 

supervised the staff member during 

this evaluation period 

ွနးထမး့အာ ့ဆနး့စစးေလံလာ်ခငး ့

ကာလတျငး တ်ခာ  ့ၾကီ့ၾကပးေဆာငးရျကးသ ူ

အမညး ႏြငး ံရာထူ  ့

 

 

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.   

 

ဤဆနး့စစးေလံလာမူအပုိငး့တျငး ၾကီ့ၾကပးသူမြ ေအာကးပါေမ့ချနး့မ္ာ့ကို ပရငးံ်ပဳလုပး်ပီ့ေသားလညး့ေကာငး  ့

အီ့ေမ့လး်ဖငးံပုိံေဆာငး်ပီ့ေသားလညး့ေကာငး  ့ ွနးထမး့အာ့ ်ဖညးံစျကးေစရနး ်ဖစးသညး၈ ွနးထမး့မြ ေမ့ချနး့မ္ာ့အာ့ ်မနးမာဘာသာ 

သံုိမဟုတး အဂၤလိပးဘာသာ်ဖငး ံ ်ဖညးံစျကး်ပီ့ေနာကး ၾကီ့ၾကပးသူထဵ ပုိံေဆာငးရမြာ်ဖစး်ပီ  ့ ၾကီ့ၾကပးသူမြ ဘာသာ်ပနးရနးလိုအပးပါက 

ဘာသာ်ပနးဆို်ပီ  ့်ပနးလညး်ဖညးံစျကးသျာ့ရနး ်ဖစးသညး၈ 

4. Has the past three months been good/bad/satisfactory for you and why? 
လျနးခဲံေသာ ေ်ခာကးလအတျငး  ့လုပးေဆာငးခ္ကးမ္ာ့သညး သငးံအတျကး ညဵံဵ၈ ေကာငး့၈ 

ေက္နပးေလာကးဖျယး ဟု ယူဆပါသလာ့ ဘာေၾကာငးံလဲ၈ 

 

 

5. What do you consider to be your most important achievements? 
သငးံ၏ လုပးေဆာငးခ္ကးမ္ာ့မြ မညးသညးံအရာကို အာ့ရေသာ ေအာငး်မငးမူဟု သတးမြတးပါသလဲ၈ 

 

6. What do you like and dislike about working for this organisation?  
ယခုအဖျဲ႔အစညး့တျငး ပါွငးေဆာငးရျကးရာတျငး မညးသညးံအခ္ကးကို သငး ႏြစးသကး်ပီ  ့

မညးသညးအခ္ကးကို သငး မႏြစးသကးပါသလဲ၈ 

 

 

7. What elements of your job do you find most difficult? 
သငးံလုပးငနး့တာွနးမ္ာ့တျငး မညးသညးံအရာကို သငးံအတျကး အခကးခဆုဵဲ့ဟု ထငးပါသလဲ၈ 

 

 

 

8. What action could be taken to improve your performance in your current position by 
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you, and your boss?  
သငး၏ ယခုလကးရြ ိတာွနးယူရေသာအပုိငး့တျငး သငး၏ လုပးေဆာငးမ ူအရညးအေသျ့ မ္ာ  ့

ပုိမုိတို့တကးလာေစရနး သငး ႏြငး ံသငးအထကးလူ်ကီ့ မြ မညးကံဲသံို ေဆာငးရျကးသငးံပါသလဲ၈ 

 

 

9. What sort of training/experiences would help you do your job better in the next year?  
လာမညးံႏြစးတျငး သငးလုပးငနး့တာွနးမ္ာ့ကို ပိုမုိေအာငး်မငးေအာငး ေဆာငးရျကးႏုိငးရနး 

မညးသညးံသငးတနး  ့အေတျ႔အ်ကဵဳမ္ိဳ့က အေထာကးအကူ်ပဳေပ့ႏုိငးမညးဟု ထငးပါသလဲ၈ 

 

 

 

Part 1b:  Open Discussion 

               ပျငးံလငးစ့ျာ အ်ပနးအလြနး ေဆျ့ ေႏျ့ ်ခငး့၈ 

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: 

အထကးပါ ေမ့ချနး့မ္ာ့၏ အေ်ဖမ္ာ့အေပၚအေ်ခခဵ်ပီ  ့ ၾကီ့ၾကပးသူ ႏြငး ံ ွနးထမး့မြ အတူတကျ ပျငးံလငး့စျာ တိုငးပငးေဆျ့ ေႏျ့ ရနး 
်ဖစးသညး၈ ၾကီ့ၾကပးသူမြ ေဆျ့ ေႏျ့ မူမြတးစုမ္ာ့ကို ေအာကးပါ အကျကးတျငး ်ဖညးံစျကးရနး ်ဖစးသညး၈ 

Notes from Open Discussion  

ပျငးံလငး့စျာ အ်ပနးအလြနးေဆျ့ ေႏျ့ မူ ၏ မြတးစုမ္ာ ့
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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:   

ဤဆနး့စစးေလံလာမူအပုိငး့တျငး ၾကီ့ၾကပးသူသညး ေအာကးပါ အွါေရာငးအကျကးမ္ာ့တျငး ွနးထမး့၏ တာွနးယူေဆာငးရျကးရေသာ 
လုပးငနး့တာွနးမ္ာ့ကို ်ဖညးံစျကးရနး်ဖစး်ပီ  ့ ၁ငး့အာ့အီ့ေမလ း့်ဖစးေသား   လညး့ ေကာငး့ ပရငးံေကားပီအ်ဖစးေသားလညး့ေကာငး  ့
ေပ့ရနး ေကားပီႏြစးစဵုကူ့ရနး်ဖစးသညး၈ တစဵုအာ့ ွနးထမး့အာ့ေပ့ရနးႏြငးံတစဵုမြာၾကီ့ၾကပးသူအတျကး်ဖစးသညး၈ 
ွနးထမး့မြပထမေကားလဵတျငးအမြတးေပ  ့    ်ဖညးံစျကးရနးႏြငး ံ ၾကီ့ၾကပးသူမြ ဒုတိယေကားလဵတျငး အမြတးေပ့ရနး်ဖစးသညး၈ သီ့်ခာ့ 
်ဖညးံစျကး်ပီ့ေနာကး ၾကီ့ၾကပးသူႏြငးွ နးထမး့မြ အတူတကျေတျ႔ဆုဵ်ပီ့ အမြတးမ္ာ့အေပၚ်ပနးလညး ေဆျ့ ေႏျ့ ရနး်ဖစးသညး၈ 
အစိမး့ေရာငး်ဖငးံေဖား်ပထာ့ေသာလိုငး့မ္ာ့တျငး ၾကီ့ၾကပးသူမြေဆျ့ ေႏျ့ ခ္ကးမ္ာ့ကို မြတးတမး့တငးရနး ်ဖစးသညး၈ 
အမြတးသတးမြတးခ္ကး စေက့မြာ ှ မြ ၁ အထိ ်ဖစးသညး၈ံ 

4 - Exceeds expectations (ေမ္ြားမြနး့ထာ့တာထကး ေက္ားလျနးေကာငး့မျနး်ခငး )့ 

3 - Meets expectations (ေမ္ားမြနး့ထာ့ခ္ကးႏြငး ံ်ပညးံစဵု်ခငး )့ 

2 - Needs improvement (ေကာငး့မျနးတို့တကးရနး လိုအပးေနေသ့်ခငး )့ 

1 – Unsatisfactory (ေက္နပးေလာကးဖျယးရာ မရြိေသ့်ခငး )့ 

 

Duties and responsibilities (from ToR) 

လုပးငနး့တာွ နးမ္ာ  ့

Staff Rank 

ွနးထမး  ့

Sup.Rank 

ၾကီ့ၾကပးသူ 
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Part 3:  Skills and Behavior Assessment (အရညးအခ္ငး ့ႏြငး ံအ်ပဳအမူပုိငး့ဆုိငးရာ ဆနး့စစးခ္ကး) 

 

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. 

 

အွါေရာငးအကျကးတျငးေဖား်ပထာ့ေသာ အေၾကာငး့အရာမ္ာ့ကို ေ်ပာငး့လဲ်ခငး့မ်ပဳရနး ႏြငး ံ အပုိငး့(ဿ) တျငးေဖား်ပထာ့ေသာ 
လမး့ညျနး့ခ္ကးမ္ာ့အတိုငး့ လိုကးပါေဆာငးရျကးရနး ်ဖစးသညး အမြတးမ္ာ့သညး ွနးထမး့၏လုပးေဆာငးခ္ကးႏြငး ံအလုပးေနရာမ္ာ့တျငး 
်ပဳမူေဆာငးရျကးခ္ကးမ္ာ့ကို ရညးညျနး  ့ ဆနး့စစးေဖား်ပ်ခငး  ့ ်ဖစးသညး အစိမး့ေရာငးအကျကးမ္ာ့တျငး ၾကီ့ၾကပးသူမြ 
ေဆျ့ ေႏျ့ ခ္ကးမ္ာ့ကို ဆီေလ္ားေသာ ဥပမာမ္ာ့်ဖငးံေဖား်ပရနး ်ဖစးသညး၈  

  

For all staff  

Quality of Work  

လုပးငနး့ပုိငး့ဆုိငးရာ အရညးအေသျ့ 

Staff rank 

ွနးထမး  ့ 

Sup.Rank 

ၾကီ့ၾကပးသူ 

Delivers work of a consistent standard 

သတးမြတးထာ့ေသာ စဵခ္ိနး့စဵညျနး့မ္ာ့အတိုငး  ့လိုကးပါေဆာငးရျကးမ ူ

  

Performs work with accuracy and thoroughness  

တိက္မြနးကနးစျာ လုပးေဆာငးႏုိငးမ ူ                                          

  

Open to constructive feedback about quality of work 

အ်ပဳသေဘာဆနးေသာ ေွဖနးမူမ္ာ  ့ဖျငးံလြစးထာ့ရြိမ ူ

  

 

 

Productivity  

ထုတးလုပးမူပုိငး့ဆုိငးရာ 
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Employee meets agreed work targets 

်ပီ့ေ်မာကးေအာငးသတးမြတးထာ့ေသာ ရညးမြနး့ခ္ကးအတိုငး့လုပးေဆာငးႏုိငးမ ူ

  

Manages time effectively 

အခ္ိနးထိေရာကးစျာ စီမဵခနးံချဲမ ူ

  

Prioritizes work tasks to meet program or work objectives 

လုပးငနး့ရညးမြနး့ခ္ကး်ပညးံွ ေစရနး အလုပးအစီအစဥးမ္ာ့အာ  ့ဦ့စာ့ေပ့စနစး်ဖငး ံ

ေဆာငးရျကးတတးမ ူ

  

 

 

Dependability  

Accepts responsibility for own actions 

မိမိလုပးေဆာငးခ္ကးမ္ာ့အတျကး တာွနးခ ဵတာွနးယူမ ူ

  

Attends work as scheduled 

အစီအစဥးအတိုငး  ့လုပးငနး့ချငး တကးေရာကးမ ူ

  

Submits reports to supervisors on time and in appropriate detail. 

လုပးငနး့ဆုးိငးရာ အစီရငးခဵစာမ္ာ့ကို ပါွ ငးသငးံသညး ံ

အေသ့စိတးအခ္ကးအလကးမ္ာ  ့ေဖား်ပ်ပီ  ့အခ္ိနးႏြငးံတေ်ပ့ည ီၾကီ့ၾကပးသူထဵသံို 

အစီရငးခဵတငး်ပမ ူ

  

 

 

Judgment: ဆဵု့်ဖတးစီရငးမူ 

Bases decisions and actions on sound reasoning 

က္ိဳ့ေၾကာငး့ဆီေလ္ားစျာ ဆုဵ့်ဖတးခ္ကးခ္ႏုိငးမ ူ
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Identifies and solves problems 

်ပသာနာမ္ာ့ကို ေ်ဖရြငး့ေဆာငးရျကးႏုိငးမ ူ

  

Uses feedback to solve problems and improve performance 

်ပသာနာမ္ာ့ ေ်ဖရြငး့ႏုိငးရနး ႏြငး ံလုပးေဆာငးခ္ကးမ္ာ  ့တို့တကးေစရနး အလို႔ငြာ 

ေွဖနးအၾကဵ်ပဳခ္ကးမ္ာ့အာ  ့လကးခဵ်ခငး့ 

  

 

 

Organizational Accountability 

အဖျဲ႔အစညး့ပုိငး့ဆုိငးရာ တာွနးယူတတးမ ူ

Sets priorities and meets deadlines in agreed timeframes 

သတးမြတးထာ့ေသာအခ္ိနးအတျငး  ့်ပီ့စီ့ေအာငး ေဆာငးရျကးတတးမ ူႏြငး ံ

ဦ့စာ့ေပ့အစီအစဥးမ္ာ  ့ခ္မြတး စီစဥးေဆာငးရျကးတတးမ ူ

  

Participates in organizational meetings and strategy planning sessions 

အဖျဲ႔အစညး့ဆိုငးရာ မဟာဗ္ဴဟာခ္မြတးေရ  ့အစညး့အေွ့မ္ာ  ့ႏြငး ံ

တ်ခာ့အစညး့အေွ့မ္ာ့တျငး ပါွငးမ ူ

  

Communicates with other staff about program schedule and key 

events 

လုပးငနး့စီမဵခ္ကး အစီအစဥးမ္ာ့ႏြငး ံအ်ခာ့အေရ့ၾကီ့ေသာအခ္ကးမ္ာ့အတျကး 

တ်ခာ့ွနးထမး့မ္ာ့ႏြငး ံဆကးသျယးေဆာငးရျကးတတးမ ူ

  

 

 

Individual Accountability 

တဦ့ခ္ငး့ဆုိငးရာ တာွနးယ ူလုပးေဆာငးမူ 

Seeks clarification and guidance from supervisors when encountering 
  



Human Resources Policies and Procedures Manual  Page 197 
 

problems 

်ပသာနာ သံိုမဟုတး အခကးအခတဲခုႏြငးံၾကဵဳလာသညးံအခါ ၾကီ့ၾကပးသူထဵမြ 

လမး့ညျနးခ္ကးမ္ာ့ရရြိလာေအာငး ေဆာငးရျကးတတးမ ူ

Organizes program activities to achieve organizational goals  

အဖျဲ႔အစညး့တခုလုဵ့၏ ရညးမြနး့ခ္ကးပနး့တိုငးေအာငး်မငးေစရနးအတျကး 

လုပးငနး့စီမဵခ္ကးမ္ာ့ကို ပူ့ေပါငး့ေဆာငးရျကးတတးမ ူ

 

  

   

Shows respect and understanding of supervisory relationships  

ၾကီ့ၾကပးသူ၏ စီမဵေဆာငးရျကးမူမ္ာ့ကို သိရြိနာ့လညး်ပီ  ့ေလ့စာ့မ ူ်ပသတတးမ ူ

  

 

 

Imitative ေရြံေဆာငး ေဆာငးရျကးတတးမူ 

Takes initiative where appropriate 

လိုအပးသငးံေတားေသာေနရာတျငး အစပ္ိဳ  ့ေရြံေဆာငး ေဆာငးရျကးတတးမ ူ

  

Seeks new challenges and demonstrates willingness to learn 

စိနးေခၚမူအသစးမ္ာ  ့ရြာေဖျတတးမ ူႏြငး ံေလံလာလိုစိတး ရြိ်ခငး့ 

  

Responds to new developments quickly  

်ဖစးထျနး့မ ူအသစးမ္ာ့ကို လ္ငး်မနးစျာ တဵု႔်ပနးမ ူရြိ်ခငး  ့

  

 

 

Diversity and Tolerance 
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မတူကျဲ် ပာ့မူမ္ာ့ကုိ လကးခဵအသိအမြတး်ပဳမူ  

Demonstrates respect for a positive, diverse work environment  

အလုပးပတးွ နး့က္ငးရြ ိမတူကျဲ်ပာ့မူမ္ာ့ကို ေလ့စာ့လကးခဵမ ူ်ပသ်ခငး  ့

  

Shows willingness to interact with different personalities and cultures 

ပဂုိၢဳလးေရ့အေနအထာ့ႏြငး ံယဥးေက့္မူဆုိငးရာ မတူကျဲ်ပာ့မူမ္ာ့ကို အ်ပနးအလြနး 

ဆကးစပးေဆာငးရျကးလိုစိတးအာ  ့်ပသ်ခငး  ့ 

  

Accepts diversity (ethnic, religious, racial, gender, and sexual 

orientation)  

လူမ္ိဳ့၈ ဘာသာ၈ လိငး၈ လိငးစိတးခဵယူမ ူစေသာ မတူကျဲ်ပာ့မူမ္ာ့ကို 

လကးခဵအသိအမြတး်ပဳ်ခငး  ့

  

 

 

Community Relations 

လူမ ူဆကးဆဵေရ  ့

Demonstrates a positive attitude towards community members 

လူမူအဖျဲ႔အစညး့မ္ာ့တျငး အေကာငး့်မငးွ ါဒ အ်မငးမ္ာ့ကို ်ပသႏုိငးမ ူ

  

Establishes a positive working relationship with partners 

အေကာငး့သေဘာေဆာငးေသာ ဆကးဆဵေရ့မ္ာ့ လုပးေဖားကိုငးဖကးမ္ာ့အတျငး  ့

တညးေဆာကးႏုိငးမ ူ

  

Receives good feedback from partners 

လုပးေဖားကိုငးဖကးမ္ာ့မြ အေကာငး့်မငးေသာ တ႔ုဵ်ပနးမူမ္ာ  ့လကးခဵရရြိမ ူ
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Teamwork ပူ့ေပါငး့ေဆာငးရျကးမူ 

Handles interpersonal conflict constructively  

ပုဂၢိဳလးခ္ငး့ဆုိငးရာ ပဋိပကၡမ္ာ့ကိုအ်ပဳသေဘာေဆာငးစျာကိုငးတျယးေေ်ဖရြငး့ႏုိငးမ ူ

  

Good working relationships with co-workers on the same team 

လုပးငနး့အစုအဖျဲ႔အတျငး့ရြ ိလုပးေဖားကိုငးဖကးမ္ာ့ႏြငး ံေကာငး့မျနးေသာ 

ဆကးဆဵေရ့ ရြိမ ူ

  

Good working relationships with staff in other programs  

လုပးငနး့အစုအဖျဲ႔မတူသူ လုပးေဖားကိုငးဖကးမ္ာ့ႏြငး ံေကာငး့မျနးေသာ ဆကးဆဵေရ့ 

ရြိမ ူ
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Part 4: Summary of agreed plans  

             သေဘာတူိညီေသာ စီမဵခ္ကး အႏြစးခ္ဳပး 

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 include a timeframe. 

ဤဆနး့စစးမူအပုိငး့တျငး ၾကီ့ၾကပးသူႏြငး ံ ွနးထမး့သညး အခ္ိနးကာလတခ ု သတးမြတးခ္ကးအတျငး့ အရညးအေသျ့ တို့တကးေရ  ့
သငးတနး့ႏြငး ံအ်ခာ့ေသာ အစီအစဥးမ္ာ့အာ  ့သေဘာတူညီစျာ အစီအစဥးေရ့ဆျဲရနး ်ဖစးသညး၈ 

 

 

 

 

 

 

 

Part 5. Additional Comments   

           ေနာကးထပး အဆို်ပဳခ္ကးမ္ာ့ 
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Part 6. Overall Evaluation of Employee‟s Performance (ဆနး့စစးေလံလာ်ခငး ့အႏြစးခ္ဳပး) 
 

The supervisor will rank the employee‟s overall performance and check one of the boxes below: 

ၾကီ့ၾကပးသူမြ ဤဆနး့စစးလႊာတခုလုဵ့အာ  ့်ခဵဳငဵု်ပီ့ ွနးထမး့၏ လုပးေဆာငးခ္ကးအေပၚ အႏြစးခ္ဳပး အမြတးေပ့သတးမြတးရနး ်ဖစးသညး၈ 

 

 Exceeds Expectations Employee meets all goals and exceeds expectations. 

      ွနးထမး့သညး ေမြ္ားမြနး့ထာ့တာထကး ေက္ားလျနး်ပညးံစဵ ုေကာငး့မျနးသညး၈ 

 

 Meets Expectations Employee meets all goals and performance standards. 

      ွနးထမး့သညး ေမြ္ားမြနး့သတးမြတးခ္ကးႏြငး ံ်ပညးံစဵုသညး၈ 

 

 Needs Improvement Employee occasionally meets goals and performance standards and must improve 

performance.  Improvement plan needed.  

     ွနးထမး့သညး ေမြ္ားမြနး့သတးမြတးခ္ကးေရာကးရနး လုပးေဆာငးခ္ကးမ္ာ  ့ဒီထကး တို့တကးေကာငး့မျနးရနး လိုအပးေနေသ့သညး 

တို့တကးမူအတျကး အစီအစဥး ေရ့ဆျဲရနးလိုသညး၈ 

 Unsatisfactory Employee does not meet goals/expectations 

      ွနးထမး့သညး ေမြ္ားမြနး့သတးမြတးခ္ကးအာ  ့မေရာကးရြိႏုိငးပါ၈         

                   

 _______ __________________ ____________________  

                      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. 

မိမိ၏ လကးမြတးသညး ဤဆနး့စစးလႊာ၏ ရလဒးအေပၚ သေဘာတူညီမ ူမတူညီမ ူအာ့်ပသ်ခငး  ့်ဖစးရာ မိမိမြလကးမြတးထို့ရနး 

်ငငး့ဆနးပါက လကးမြတးမပါရြိေသာ ဆနး့စစးလႊာကိုသာ သကးဆိုငးရာွနးထမး့၏ ွနးထမး့မြတးတမး့ေရ့ရာတျငး ထာ့ရြိမညး်ဖစးသညး၈ 

 

Please send this completed form to the Program Manager/Deputy Director or Administrative & Finance Manager.   

်ဖညးံစျကး်ပီ ့ဤဆနး့စစးလႊာအာ ့Program Manager သုိ႔မဟုတး Deputy Director သုိ႔မဟုတး Administrative & Finance 

Manager ထဵသုိ ံေပ့ပုိံရနး ်ဖစးသညး၈ 

 
 
 

(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. 

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵကုိ ွနးထမး့မ္ာ့၏ ကုိယးေရ့ကုိယးတာအခ္ကးမ္ာ့ကုိ သိမး့ဆညး့ရနးအတျကး အသုဵ့်ပဳ်ခငး့်ဖစးသညး၈ 
ထုိအခ္ကးမ္ာ့ထဲမြ တခုခ ု အေ်ပာငး့အလဲရြိပါက ွနးထမး့အေန်ဖငး ံ အုပးခ္ဳပးေရ့ႏြငးံေထာကးပို႔ညြိႏိူငး့ေရ့မႈ ့ (သို႔) ဘ႑ာေရ့ႏြငး ံ
အုပးခ္ဳပးေရ့ညိြႏူိငး့ေရ့မႈ့ထဵ အ်မနးဆုဵ့ အေၾကာငး့ၾကာ့်ဖညးံစျကးေပ့ရမညး၈ 
 

SECTION 1. GENERAL INFORMATION (အေထျေထျသတငး့အခ္ကးအလကးမ္ာ့) 

Employee’s name (ွနးထမး့အမညး): 

Program/Department (ပရိုဂရမး၇ဌာန): 

 
Start employment date with EQMM (EQMM သုိ႔စတငးွ ငးေရာကးသညးံေန႔):   

email address (အီ့ေမ့လး):  

 
mobile phone no (မိုဘုိငး့ဖုနး့):  

 
Home Address (current) လိပးစာ (လကးရြ)ိ: 

 
Home Address (Permanent) လိပးစာ (အ်မတဲမး့):  

Home phone no (အိမးဖုနး့နဵပါတး):  

SECTION 2.  EMERGENCY CONTACT INFORMATION (အေရ့ေပၚခ္ိနးတျငး ဆကးသျယးရမညး႔ သတငး့အခ္ကးအလကးမ္ာ့) 

Name of Contact Person (ဆကးသျယးရမညးံသူအမညး):  

Relationship (ေတားစပးပဵ)ု: 
Contact person address (current) (ဆကးသျယးရမညးံသူ၏ လကးရြိလိပးစာ): 

Contact person address (permanent) (ဆကးသျယးရမညးံသူ၏ အ်မတဲမး့လိပးစာ)::  

Contact person phone no (ဖုနး့နဵပတး): 
SECTION 3. Visa Information (For International Staff Only) (ဗီဇာအခ္ကးအလကးမ္ာ့- ႏုိငးငဵတကာမြ ွနးထမး့မ္ာ့သာ) 

Current visa type (လကးရြိဗီဇာအမ္ိဳ့အစာ့):          Issued date (ထုတးေပ့သညးံေန႔):           Expired date (ကုနးဆဵု့သညးံေန)႔: 

 
Passport Number (ပတးစပို႔နဵပါတး):                      Issued date(ထုတးေပ့သညးံေန႔):             Expired date(ကုနးဆဵု့သညးံေန)႔: 
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Nationality (ႏိုငးငဵသာ့): 

 
SECTION 4. NRC Information (Only For Local Staff) ႏ(ႏုိငးငဵသာ့ကဒးအခ္ကးအလကးမ္ာ့- ေဒသခဵွ နးထမး့မ္ာ့သာ) 

NRC Number (မြတးပဵုတငးကဒးနဵပါတး):                        Issued date(ထုတးေပ့သညးံေန႔):                     Expired date(ကုနးဆဵု့သညးံေန) ႔: 
 

Address in NRC card (ကဒးတျငးပါသညးံလိပးစာ): 

 
 

 

I acknowledge the information provided is correct:            ---------------------------------------:                  ---------------------- 

အထကးပါအခ္ကးအလကးမ္ာ့မြနးကနးေၾကာငး့ အသိအမြတး်ပဳပါသညး၈   Employee’s signature (oနးထမး့လကးမြတး):          Date (ေန႔စျဲ): 
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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.  

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵကုိ လစးလပးသညးံဟု ေၾကညာထာ့သညး ံ ရာထူ့တာွနးကုိ ေဖား်ပရနးႏြငး ံ ထုိရာထူ့တျငး 
ထမး့ေဆာငးသညးံွ နးထမး့၏ လုပးေဆာငးႏိုငးမႈအေပၚအကဲ်ဖတးဆနး့စစးရာတျငး အေ်ခခဵ၍ အသုဵ့်ပဳႏိုငးရနး်ဖစးသညး၈ 
 

Position Title (ရာထူ့တာွ နး) 
 

Grade Level: (အဆငး)ံ 

i.e.  Accountant  (ဥပမာ စာရငး့ကိုငး)  
 

i.e.  Level 4  (ဥပမာ အဆငး ံ၁) 

Organizational Responsibilities (အဖျဲ႔အစညး့ဆုိငးရာ လုပးေဆာငးရမညးံတာွ နးမ္ာ  ့): 
  

i.e. For  the day-to-day cash management which includes:  
(ှ) ေန႔စဥး ေငျေၾက့စီမဵခနး႔ချဲမ္ာ့လုပးငနး့မ္ာ :့ 
 

a)  i.e. Log in of transactions as they occur; 

က) ေငျထုတးယူမႈမ္ာ့ကုိ မြတးတမး့တငး်ခငး့၇ 
 

i.e. Ensure that office funds are adequate for office activities; 

ရဵု့အသုဵ့စရိတးမ္ာ့သညး ရဵု့လညးပတးမႈႏြငး ံလုဵေလာကးေအာင ေသခ္ာေစ်ခငး့၇ 

i.e. Conduct a weekly cash count; 

အပတးစဥးေငျသာ့မ္ာ့ကုိ ေရတျကး်ခငး့၇ 

1. i.e. For  cash advances which includes: 

(ဿ) ႀကိဳတငးေငျမ္ာ့ထုတးေပ့်ခငး့လုပးငနး့မ္ာ  ့
 

a) i.e. Update cash advance transaction record (with form); 

က) ႀကိဳတငးေငျထုတးယူ်ခငး့မြတးတမး့မ္ာ့ကုိ အစဥးမြတးတမး့တငး်ခငး  ့(ေဖာငး်ဖငး)ံ 
 

3. etc. 

(၀) အ်ခာ့ 
 

Administrative Responsibilities (အုပးခ္ဳပးေရ့ဆုိငးရာတာွနးရြိမႈမ္ာ )့: 
1. To report 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 

ှ)  EQMM ရဵု့ သုိ႔မဟုတး ချငးံ်ပဳထာ့သညး ံလုပးငနး့ချငးသုိ႔ တေန႔လြ္ငး xxx နာရီ်ဖငး ံတပတးလြ္ငး ငါ့ရကး ( 
တပတးလြ္ငး xxx နာရ)ီ သတငး့ပို႔ရနး၇ (ပဵုစဵေသ်ဖစးသညး) 

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 

ဿ)  EQMM ရဵု့ မြ ခ္မြတးထာ့သညး ွနးထမး့လကးစျဲ ႏြငး ံ ွနးထမး့က္ငးံွ တးမ္ာ့၇ ဘ႑ာေရ့ဆိုငးရာမူွ ါဒႏြငံး 
လုပးထုဵ့လုပးနညး့မ္ာ့အာ့ ေလ့စာ့လိုကးနာရမညး၈  

3.     To work under the immediate supervision of the xxxxxx; and       Fixed statement 

၀)  -------- ၏ ၾကီ့ၾကပးေဆာငးရျကးမႈေအာကးတျငး အလုပးလုပးရနး၈  

4.       To supervise the assistant XXXXXX; 

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

statement 

၁)  ွနးထမး့လပတးအစညး့အေွ့မ္ာ့ႏြငး ံအဖျဲ႔အစညး့ဆိုငးရာ အစညး့အေွ့မ္ာ့တျငး ပါွ ငးတကးေရာကးရနး၈ 

Qualifications: 

1. Education (ပညာေရ )့- 

2. Experience (အေတျ႔အၾကဵဳ)-– 

3. Skills (တတးက္ျမး့မႈမ္ာ့)-– 

Compensations(ခဵစာ့ချငးံမ္ာ )့-:  

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. 

လစာႏူနး  ့  - တလလြ္ငး လစာ ---- က္ပးေငျ ်ဖငး ံ ခနး႔အပးထာ့ရြိသညး အဖျဲ႔အစညး့၏ ဘ႑ာေရ့ႏြငး ံ ွနးထမး့၏ 
လုပးေဆာငးခ္ကးမ္ာ့အေပၚ မူတညး်ပီ  ့လစာတို့်မြငး ံခဵစာ့ချငးံရရြိႏုိငးသညး၈  

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 

အရညးအေသျ့ တို့်မြငးံေဆာငးရျကးမႈမ္ာ  ့ - (က) EQMM ၏ လူ႔အချငးံအေရ့ဆိုငးရာ သငးတနး့အစီအစဥးမ္ာ့အာ  ့
တကးေရာကးချငးံ၇ (ခ) အ်ခာ့ေသာအဖျဲ႔အစညး့မ္ာ့မြ ဦ့စီ့ေသာ လူ႔အချငအံအေရ့ဆိုငးရာ ႏုိငးငဵအဆငး ံ
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ေဒသအဆငး ံႏြငး ံႏုိငးငဵတကာအဆငး ံအစီအစဥးမ္ာ့အာ  ့တကးေရာကးေလံလာချငးံမ္ာ  ့ရရြိႏုိငးပါသညး၈  

 

 

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. 

 

မြတးခ္ကး၈ ၈ ယခုေဖား်ပထာ့သညး ံ ရာထူ့တာွနးဆုိငးရာလုပးငနး့သတးမြတးခ္ကးကုိေဖား်ပသညးံေဖာငးကုိ ေစတနာံွ နးထမး့မ္ာ့ႏြငး ံ
ေက္ာငး့သာ့အလုပးသငးမ္ာ့၏ တာွနးႏြငးံွ တၱရာ့မ္ာ့ကုိ သတးမြတးေဖား်ပရာတျငးလဲ အသုဵ့်ပဳႏိုငးသညး၈ ထုိသူတုိ႔သညး 
ွနးထမး့မ္ာ့မဟုတးေသားလဲ အဖျဲ႔အစညး့၏ ေမြ္ားမြနး့ခ္ကးမ္ာ့ႏြငး ံ ရညးမြနး့ခ္ကးမ္ာ့ကုိ ေအာငး်မငးေအာငး လုပးေဆာငးရနး 
တာွနးေပ့ထာ့သညးံလုပးငနး့မ္ာ့ကုိ ေက္်ပျနးရနး တာွနးရြိသညး၈ 
 

 

 

 

 

 

 

 

 

(Back to Contents) 
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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.  

ရညးရျယးခ္ကး - အေရ့ၾကီ့ေသာ စီမဵေရ့ရာ အေၾကာငး့အရာမ္ာ  ့ေဆျ့ ေႏျ့ ဆုဵ့်ဖတးရနးလိုသညးံအခါ ဤေဖာငးပဵုစဵကို အသုဵ့်ပဳသညး၈ 

ဤေဖာငးပဵုစဵသညး သကးဆုိငးရာ ဆုဵ့်ဖတးခ္ကးခ္သူမ္ာ့အာ  ့ ဆုဵ့်ဖတးခ္ကးခ္မြတးေရ့တျငး သတငး့အခ္ကးအလကးမ္ာ့ ်ပညံးစဵုစျာ 

ရရြိေစရနး အေထာကးအကူ်ပဳသညး၈  

Issue(s) အေၾကာငး့အရာမ္ာ့:    
e.g. new organizational structure; new Chiang Mai office location;  

 

 

 

Background information ေနာကးခဵသမုိငး့ေၾကာငး့:   
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) နိဂဵု့ခ္ဳပး:   
e.g. possible alternative actions based on Background information 

 

 

 

Recommendation(s) ေထာကးခဵခ္ကးမ္ာ:့  
e.g. suggested action (s) to be taken from alternatives discussed in Conclusion 

 

 

 

 

 

 

 

 

(Back to Contents) 
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Pre Test Form 

အမည္၉ ………………………..        ရက္စြ၉ဲ …………………………. 

          ေနရာ၈ …………………………. 

က၉ ေအာက္ပါတို႔ကို မွား၈ မွန္းေရြးပါ၉ ( ှွ မြတး) 

ဿ၉ လူ႔ဂုဏ္သိကၡာသည္ လူသားအားလုံးတြင္ တန္းတူညီမွ်ရိွသည္၉       (မြနး ) 

၀၉ လူ ့အခြင့္အေရးမ်ားသည္ အေနာက္တုိင္းအယူအဆမ်ားျဖစ္ၿပီး အာရွတန္ဖုိးႏွင့္ ကုိက္ညီမႈမရိွေပ၉      (မြာ့) 

၁၉ ႏိုင္ငံတကာ လူ႔အခြင့္အေရးေန႔သည္ ဒီဇင္ဘာ (ဿှ) ရက္တြင္ျဖစ္သည္၉      (မြနး) 

၂၉ အ်ပညး်ပညးဆုိငးရာ လူ႔အချငးံအေရ့ေၾကညာစာတမး့ကုိ ်မနးမာႏိုငးငဵမြ ှ၆၁၅ခုႏြစးကတညး့က ေလ့စာ့လုိကးနာရနး သေဘာတူခဲံပါသညး၈(မြနး) 

၃၉ လူ႔အခြင့္အေရးဟု က်ယ္က်ယ္ေလာင္ေလာင္ ေျပာဆုိေနေသာစကားလုံး၏ အဓိကအခ်က္မွာ လူလူခ်င္းေလးစားတန္ဖုိးထားရန္ 

ေတာင္းဆုိေနျခင္းပင္ျဖစ္သည္၉          ( မြနး) 

၄၉ အ်ပညး်ပညးဆုိငးရာ လူ႔အချငးံအေရ့ေၾကညာစာတမးတ့ျငး ႏုိင္ငံသားႏွင့္ ႏိုင္ငံေရးဆုိင္ရာအခြင့္အေရးႏွင့္ စီးပြားေရး၈ လူမႈေရး၈ 

ယဥ္ေက်းမႈဆုိင္ရာအခြင့္အေရးတုိ႔ ပါှ င္သည္၉         (မြနး) 

၅၉ က်ား/မ၈ လူမ်ိဳး၈ ကိုးကြယ္သည့္ဘာသာအေပၚအေျခခံၿပီး ခြဲျခားဖိႏိွပ္ျခင္းသည္ လူ႔အခြင့္အေရးကုိ ခ်ိဳးေဖာက္ေနျခင္းျဖစ္သည္၉ (မြနး)  

၆၉ ျမန္မာႏုိင္ငံရိွ ၀ှှ၆ ဖြဲ႔စည္းပုံအေျခခံဥပေဒသည ္ႏုိင္ငံတကာလူ႔အခြင့္အေရးစံခ်ိန္စံညြန္းမ်ားႏွင့္ အျပည္အှကုိက္ညီမႈရိွသည၉္   (မြာ့ )  

၇၉ အခြင့္အေရးႏွင့္ တာှ န္သည္အၿမဲ ဒြန္တြလဲ်က္ရိွသည္၉        (မြနး)  

ဿှ၉ ျမန္မာႏုိင္ငံတျငး လူ႔အခြင့္အေရးေကာ္မရွင္ကုိ ဖျဲ႔စညး့ထာ့်ခငး့မရြိေသ့ေပ၈        (မြာ့) 

 

ခ၉ ေအာက္ပါတို႔မွ အေျဖမွန္တခုကိုေရြးပါ၉ ( ၂ မြတး) 

ဿ၉ လူ႔အခြင့္အေရးအေျခခံအခ်က္…………….. ခ်က္ ရွိပါသည္၉ 

က၉ ၀ ခ်က္  ခ၉ ၂ ခ်က္ ဂ၉ ၄ ခ်က္ ဃ၉ ၆ ခ်က္ 

 

၀၉ အျပည္ျပည္ဆုိင္ရာ လူ႔အခြင့္အေရးေၾကျငာစာတမ္းတြင္ အပုိဒ္ေပါင္း …… ပါရိွပါသည္၉ 

က၉ ဿ၄   ခ၉ ၁ှ  ဂ၉ ၂ှ  ဃ၉ ၃၂ 

 

၁၉ ႏုိင္ငံသားမ်ား၏ ရပုိင္ခြင့္မ္ာ့ကုိ ျမန္မာႏုိင္ငံ ၀ှှ၆ ဖြဲ႔စည္းပုံအေျခခံဥပေဒ၏ အခန္း ………… တြင္ ေဖာ္ျပထားသည္၉ 

က၉ ၆  ခ၉ ၅  ဂ၉ ၄  ဃ၉ ၃ 
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၂၉ လူ ့အခြင့္ေရးထြန္းကားေအာင္ လုပ္ေဆာင္ရာတြင္ အဓိကလုပ္ေဆာင္သင့္ေသာ အခန္းက႑ (၁) မ်ုိးရိွသည္၉ ၂င္းတုိ႔မွာ မွာ ပညာေပးျခင္း၈ 

ခ်ိဳးေဖာက္မႈမ်ားကုိ မွတ္တမ္းတင္ျခင္း ႏွင့္ .................... ျဖစ္သည္၉   

က၉ ဆႏၵျပေတာင္းဆုိျခင္း ခ၉ ရန္ပုံေငြေထာက္ပ့ံျခင္း ဂ၉ စည္းရုံးလႈ႔ံေဆာ္ျခင္း ဃ၉ စုေပါင္းလုပ္ေဆာင္ျခင္း 

 

၃၉ အုပးစုလုိကးအချငးံအေရ  ့ေပၚေပါကးလာရ်ခငး့သညး ……………………. မ္ာ့ မရြိေသာေၾကာငးံ်ဖစးသညး၈ 

က၈ အထူ့အချငးံအေရ  ့ ခ၉ တနး့တူအချငးံအေရ  ့ ဂ၉ ေဖးမကူညီျခင္း ဃ၉ အသိအမွတ္ျပဳျခင္း 

 

 

ဂ၉ ေအာက္ပါေမးခြန္းမ်ားကို ေျဖဆိုပါ၉ (ဿ၂ မြတး) 

ဿ၉ လူ ့အခြင့္အေရးဆုိသည္ကုိ သင္ဘယ္လုိနားလည္ပါသလဲ၈ သင္နားလည္သလုိ ရွင္းျပပါ၉  

၀၉  ႏုိင္ငံတကာလူ႔အခြင့္အေရးေၾကျငာစာတမ္းမ်ားႏွင့္ ႏိုင္ငံတကာစာခ်ဳပ္မ်ားအၾကား ဘယ္လုိကြာျခားမႈရိွပါသလဲ၉ 

၁၉ အျပည္ျပည္ဆုိင္ရာလူ႔အခြင့္အေရးေၾကညာစာတမ္းမွ အခြင့္အေရးအပုိဒ္ (၃) ပုိဒ္ကုိ ေဖာ္ျပပါ၉  

၂၉ ျမန္မာႏုိင္ငံမွ လက္မွတ္ေရးထုိးထားေသာ စာခ်ဳပ္မ်ား၏အမည္မ်ားကုိ ေဖာ္ျပပါ၉ 

၃၉ လူ႔အခြင့္အေရးေလးစားလုိက္နာမႈႏွင့္ပတ္သက္ေသာ အစုိးရ၏ တာှ န္မ်ားကုိရွင္းျပပါ၉ 

 

 

 

 

 

Back to Contents 

 

 

 

 



Human Resources Policies and Procedures Manual  Page 212 
 

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. 

ပူ့ေပါငး့လုပးကိုငးလိုေသာ လုပးငနး့စဥးအတျကး စီစဥးထာ့ေသာ ရကးမတိုငးမြ ီသုဵ့ရကးမြ ခုႏြစးရကး အတျငး့ ဤေဖာငးအာ့ ်ဖညးံစျကး၍ ရုပးသဵက႑ 

အဖျဲ႔ေခါငး့ေဆာငး ထုတးလုပးသူထဵသို႔ တငးပုိ႔ရနး ်ဖစးသညး၈ 

အစဥး 

No. 
အေၾကာငး့အရာ Objective/Purpose မြတးခ္ကး Comment 

ှ၈ ယခုထုတးလုပးမႈကို မညးသညးံရညးရျယးခ္ကး်ဖငး ံထုတးလုပးလိုပါသနညး့၈ ဥပမာ - 

အေၾကာငး့အရာႏြငး ံပတးသကး၍ လူထုကို သတငး့၈ အသိပညာဗဟုသုတေပ့ရနး၈ မိမိ၏ 

လုပးေဆာငးမႈကို မြတးတမး့တငး၍ အမ္ာ့်ပညးသူသိရြိေစရနး၈ 

What are the objectives of your production? (eg : To educate the grass root 
people to certain issue, documentary movie for public view)  

 

  

 

 

ဿ၈  တငး်ပသညး ံအေၾကာငး့အရာသညး မညးကဲ႔သို႔ေသာ ပရိတးသတးအမ္ိဳ့အစာ့အတျကး 

ရညးရျယးပါသနညး့၈ ဥပမာ - ်ပညးတျငး့၈ ်ပညးပ၈ ႏုိငးငဵတကာ 

Who is your target audience? (i.e : People inside Burma, ASEAN people, 
International/Regional/Local audience ) 

 

  

 

 

၀၈ တငး်ပသညး ံအေၾကာငး့အရာကို မညးသညးံပဵုစဵ်ဖငး ံတငး်ပလိုပါသနညး့၈ ဥပမာ - ဇာတးလမး့၈ 

မြတးတမး့၈ သတငး့၈ ေၾကား်ငာ 

What is the type of the production? (i.e : Documentary, Drama, News, 
Commercial, Music Video, etc) 
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၁၈  တငး်ပသညး ံအေၾကာငး့အရာကို မညးသညးံေနရာတျငး ရုိကးကူ့လိုပါသနညး့၈ ဥပမာ - 

မေဲဆာကး၈ ခ္ငး့မုိငး 

Where will the shooting take place? (i.e : Chiang Mai, Mae Sot, Bangkok etc) 

 

  

 

 

၂၈  တငး်ပသညးံအေၾကာငး့အရာတျငး မညးကဲ႔သို႔ေသာ သရုပးေဆာငးမ္ာ့ကို ထညးံသျငး့ေဖား်ပ၍ 

အေရအတျကး မညးမ ြ္လိုအပးမညးနညး့၈ ဥပမာ - အမ္ိဳ့သမီ့ ႏြစးေယာကး၈ အမ္ိဳ့သာ့ 

ေလ့ေယာကး၈ ကေလ့သုဵ့ေယာကး စသ်ဖငး)ံ 

How many cast do you need/ will be involved? (i.e : 2 female, 4 male, 3 
children etc) 

 

  

 

 

၃၈  တငး်ပသညး ံအေၾကာငး့အရာအာ  ့ၾကာ်မငးံခ္ိနး မညးမ ြ္သတးမြတးမညးနညး့၈ ဥပမာ - ငါ့မိနစး၈ 

ဆယးံငါ့ မိနစး၈ မိနစးသုဵ့ဆယး 

How long is the production duration? (i.e: 5 minutes, 15 minutes, 30 minutes) 
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၄၈  တငး်ပသညးံအေၾကာငး့အရာအတျကး ေငျေၾက့ကို မညးမ ြ္သုဵ့စျဲမညးနညး့၈ ဥပမာ - 

ဘတးတစးေသာငး့၈ ဘတး ႏြစးေသာငး့ငါ့ေထာငး 

How much is the budget estimation? (i.e: 10,000 THB, 25,000 THB) 

 

  

 

 

၅၈  တငး်ပသညးံအေၾကာငး့အရာအတျကး ရုိကးကူ့ခ္ိနးမြစ၍ တညး့်ဖတးထုတးလုပး်ပီ့ခ္ိနးအထိ 

လုပးကိုငးေသာအခ္ိနးကို မညးမ ြ္သတးမြတးထာ့သနညး့၈ ဥပမာ - တစးပတး၈ ႏြစးပတး၈ တစးလ 

How long the production will be scheduled (i.e: 3 days, 1 week, 1 month etc) 

 

  

 

 

၆၈  တငး်ပသညးံအေၾကာငး့အရာအတျကး မညးကဲ႔သို႔ေသာ အကူအည ီအေထာကးအပဵ႔မ္ာ့ကို 

ပဵ႔ပုိ့ေပ့ႏုိငးးမညးနညး့၈ ဥပမာ - ကာ့၈ ရုိကးကျငး့ေနရာ၈ လိုအပးေသာ ရုိကးကူ့ေရ့ပစၥညး့မ္ာ  ့

What kind of facilities/assistances/accommodation you will provide? (i.e: car, 
studio or shooting place, audio equipments etc) 

 

  

 

 

ှွ၈  တငး်ပမညးံအေၾကာငး့အရာအတျကး သကးဆိုငးရာအဖျဲ႔ႏြငး ံမညးကဲ႔သို႔ေသာ ၾကိဳတငး်ပငးဆငး 

ညြိႏိႈငး့မႈမ္ာ့ကို ်ပဳလုပးလိုပါသနညး့၈ ဥပမာ - A/V Unit, မေဲဆာကးအဖျဲ႔အစညး့မ္ာ  ့

သို႔မဟုတး HREIB မေဲဆာကးအဖျဲ႔ွ ငးမ္ာ့ 

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. 

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵတျငး အုပးခ္ဳပးေရ့ႏြငးံဘ႑ာေရ့မနးေနဂ္ာက ႏူတးထျကးမႈစတငးသညးံေန႔ကုိ ေဖား်ပၿပီ  ့ ႏူတးထျကးမႈကုိ 
တရာ့ွငး အသိအမြတး်ပဳအေၾကာငး့ၾကာ့ရာတျငး အသုဵ့်ပဳရမညး၈ 
Date (ေန႔စျဲ): ------------------------- 

Employee Name (ွနးထမး့အမညး) 
Position Title (ရာထူ့) 

Program/Department (ပရိုဂရမး/ဌာန) 

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 ------------

--------. 

ယခုစာသညး သငံး၏ ႏူတးထျကးချငးံေတာငး့ခဵ်ခငး့ကုိ အသိအမြတး်ပဳသညးံစာ်ဖစးသညး၈  သငးံလကးရြ ိ တာွနးထမး့ေဆာငးေနေသာ 
xxxxxxxxxxx အခ္ိနး်ပညံးတာွ နးမြ  xxxxxxxxxxxxxx ေန႔မြစတငး၍ ႏူတးထျကးချငံးေတာငး့ခဵ်ခငး့ကုိ ွမး့နညး့စျာချငးံ်ပဳလုိကးေၾကာငး  ့
်ပနးလညး အေၾကာငး့ၾကာ့အပးပါသညး၈ 
 

                      On behalf of EQMM I want to thank you for your efforts and contribution during your time with us, 

and I wish you all the best for the future. 

အဖျဲ႔တျငး သငးထမး့ေဆာငးခဲံေသာ ကာလအတျငး့ သငးႀကိဳ့ပမး့လုပးေဆာငးခဲံမႈမ္ာ့ႏြငး ံ အက္ိဳ့်ပဳမႈမ္ာ့အေပၚ 
ေက့္ဇူ့အထူ့တငးရြိေၾကာငး  ့ EQMM ကုိယးစာ့ ေ်ပာၾကာ့လုိပါသညး၈ အနာဂတးအတျကး အေကာငး့ဆုဵ့်ဖစးေစရနးကုိလဲ 
ဆႏၵ်ပဳပါသညး၈ 
                       We will have a farewell party for you in the evening of ---------------, your last of EQMM office. 

သငးံေနာကးဆုဵ့ရဵု့တကးသညး ံxxxxxx  ေန႔၏ ညေနတျငး သငးံအာ့ႏူတးဆကးပျဲအစီအစဥး်ဖငး ံႏူတးဆကးၾကမညး်ဖစးပါသညး၈ 
 
Sincerely (ေလ့စာ့စျာ်ဖငး)ံ 
Signature (လကးမြတး) 
Name (အမညး) 

Administrative & Finance Manager (အုပးခ္ဳပးေရ့ႏြငး ံဘ႑ာေရ့မနးေနဂ္ာ) 
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. 

ရညးရျယးခ္ကး - အဖျဲ႔မြႏူတးထျကးမညးဟု ်ပငးဆငးထာ့သညးံရကးမတုိငးမ ီ တလအႀကိဳတျငး ဤေဖာငးပဵုစဵကုိ ်ဖညံးစျကး်ပီ  ့
ညျြနးၾကာ့ေရ့မႈ့ထဵသို႔ တငးသျငး့ရနး ႏြငး ံ  မိတၱဴကုိ အုပးခ္ဳပးေရ့ႏြငး ံ ဘ႑ာေရ့မနးေနဂ္ာႏြငး ံ ွနးထမး့၏အထကး စီမဵကျပးကဲသူထဵ 
ေပ့ပို႔ရမညး၈ အုပးခ္ဳပးေရ့ႏြငးံဘ႑ာေရ့မနးေနဂ္ာက ႏူတးထျကးချငးံ်ပဳသညံးစာကုိ ထုတး်ပနးၿပီ  ့ ႏူတးထျကးသညးံေန႔အာ့ 
တရာ့ွငးအေၾကာငး့ၾကာ့ရမညး၈ 
 

To/ သုိ႔ 

Name အမညး: 
Executive Director ညျြနးၾကာ့ေရ့မႈ  ့
EQMM 

 

Cc/ 

Name အမညး: 

Administrative & Finance Manager (အုပးခ္ဳပးေရ့ႏြငံးဘ႑ာေရ့မနးေနဂ္ာ) 

EQMM  

Dear ------------------, 

               I am writing to you today to officially tender my resignation from EQMM effective on --------------                  

               EQMM မြ xxxx ေန႔တျငး ႏူတးထျကးလုိေၾကာငး  ့ယေန႔တျငး တငး်ပအေၾကာငး့ၾကာ့အပးပါသညး၈ 

-----------------------------------------------------------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------- 

Sincerely (ေလ့စာ့စျာ်ဖငး)ံ, 
Name အမညး: 
Position Title ရာထူ့: 
EQMM  

        (Back to Contents) 
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S.W.O.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. 

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵကုိ ွနးထမး့သစးမ္ာ့အေန်ဖငး ံမညးသညးံအခ္ကးမ္ာ  ့ေကာငး့မျနးၿပီ  ့အနာဂတး ွနးထမး့ေရျ့ ခ္ယးရာတျငး 
ပိုမိုအာ့ေကာငး့ေအာငး ဘာေတျေ်ပာငး့သငံးေၾကာငး  ့ေလံလာႏိုငးရနးအသုဵ့်ပဳ်ခငး့ဖ်စးသညး၈  
 

Position Recruitment (ခနး႔အပးသညးံရာထူ )့: Development Officer (example) ဖဵျ႔ၿဖိဳ့ေရ့အရာရြ ိ
(နမူနာသာ်ဖစး) 
 

Date of Joining (ွငးေရာကးသညးံေန႔): June 30, 2012  (ျနး ၀ွ ဿွှဿ ခုႏြစး) 

Process Dates 
(ၾကာ်မငးံသညး ံရကးပိုငး့): 

April 7 to June 3, 2012 – 

56 days    

(7 weeks) 

ဧၿပ ီ ရ ရကးမြ ဇျနး ၀ ရကး 

ဿွှဿ ခုႏြစး (၄ ပတး) 

Vacancy 

Announcement 

Date: 

ရာထူ့လစးလပးေၾကာငး  ့

ေၾကညာသညံးေန႔ 

Preliminary  

Short Listing 

Date: 

ပထမဇကာတငး 

စစးေဆ့သညးံေန 

Final 

interview 

Date: 

ေနာကးဆုဵ့ 

အငးတာဗ္ဴ့ု 

်ပဳလုပးသညးံေန႔ 

Employment Offer/ 

Acceptance Dates: 

အလုပး 

ကမး့လြမး့/လကးခဵ 

သညးံေန႔   

April 7, 2012 

ဧၿပ ီရ ရကး ဿွှဿ 
ခုႏြစး 
 

May 7,2012 

ေမ ၄ ရကး ဿွှဿ 

ခုႏြစး 

May 30, 

2012 

ေမ ၀ွ ရကး 

ဿွှဿ ခုႏြစး 

June 3, 2012/ 

June 10,2012 

ဇျနး ၀ ရကး/ ဇျနး ှွ 

ရကး ဿွှဿ ခုႏြစး 

Comment: Process was within organizational guidelines to complete this recruitment process within a 

two (2) month time period. 

မြတးခ္ကး ၾကာ်မငးံသညးံရကးပိုငး့သညး အဖျဲ႔၏လုပးထုဵ့လုပးနညး့အရ ႏြစးလအတျငး့်ဖစးရမညး၈ 
 

Recruitment Process Strength comments (ွနးထမး့ေရျ့ ခ္ယးမႈတျငး အာ့ေကာငး့သညးံအခ္ကးမ္ာ )့: 
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(i.e. number and quality of applications received) 

(ဥပမာ- ေလြ္ာကးထာ့သူမ္ာ့အေရအတျကးႏြငး ံအရညးအခ္ငး့မ္ာ  ့အာ့ေကာငး့ခ္ကး) 
 

 

 

 

 

Recruitment Process Weaknesses comments (ွနးထမး့ေရျ့ ခ္ယးမႈတျငး အာ့နညး့သညးံအခ္ကးမ္ာ )့: 
(i.e. short listing process resulted in only five (5) qualified candidates)  

(ဥပမာ- ဇကာတငး ၂ ဦ့ကုိသာ ေရျ့ ခ္ယးႏိုငး်ခငး )့ 
 

Recruitment Process Opportunities comments (နးထမး့ေရျ့ ခ္ယးမႈဆုိငးရာ အချငးံအလမး့မ္ာ )့: 
(i.e. the following new recruitment forums were identified: XXXX, YYYY) 

(ဥပမာ- ေလြ္ာကးထာ့သူမ္ာ့ကုိရြာေဖျႏိုငးသညး ံကျနးယကးး xxxx yyy တုိ႔ကုိ ေတျ႔ရြိခဲံ်ခငး့) 
 

 

Recruitment  Process Threats comments (ွနးထမး့ေရျ့ ခ္ယးမႈဆုိငးရာ စိမးေခၚခ္ကးမ္ာ )့: 
(i.e. salary scale for required skill competencies was uncompetitive based on other Thai NGO salary 

payments.)  

(ဥပမာ- လုိအပးေသာအရညးအခ္ငး့အတျကးေပ့ႏိုငးသညး ံ လစာမြာ အ်ခာ့အဖျဲ႔မ္ာ့က ေပ့သညးံလစာထကး 
နညး့ပါ့လျနး့်ခငး )့ 
 

 



Human Resources Policies and Procedures Manual  Page 220 
 

Summary of Lessons learned (ရရြိေသာသငးခနး့စာအႏြစးခ္ဳပး) 

(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.  

လာေလြ္ာကးေသာသူေပါငး  ့ (ှွွ) ေက္ားသညံးအတျကး အာ့ေကာငး့ေသားလညး  ့ (၂) ဦ့ကုိသာ 
ဇကာတငးေရျ့ ခ္ယးႏိုငးသညးံအတျကး အာ့နညး့မႈမ္ာ့ရြိသညး၈ 
 

Recommendation (အၾကဵေပ့ခ္ကးမ္ာ )့: 
XXXXXXXX 

- Several new recruitment forums were identified (ွနးထမး့ေရျ့ ခ္ယးစရာ 
ေဖားရမးမ္ာ့ေတျ႔ရြိခဲံသညး၈) 

 

- These forums should be used in future recruitments (ထုိေဖားရမးမ္ာ့ကုိ 
ေနာကးပိုငး့ွ နးထမး့မ္ာ့ေရျ့ ခ္ယးရာတျငး အသုဵ့်ပဳသငးံးသညး၈) 

 

- Selected candidate hesitated in accepting final offer citing  low salary 
(ေလြ္ာကးထာ့သူမ္ာ့သညး လစာနညး့ေသာေၾကာငး ံထုိရာထူ့ကုိ လကးမခဵလုိၾက၇) 
 

- Make sure to market survey NGOs, CBOs and INGOs to learn what equivalent position 
receive) (အ်ခာ့အဖျဲ႔အစညး့မ္ာ့က ထုိရာထူ့မ္ိဳ့အတျကး မညးမြ္လစာခဵစာ့ချငးံေပ့သညးကုိ 
ေလံလာသငးံသညး၈) 

 

 

 

   --------------------------------------------:                                                         ------------------------------------ 

            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: 

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵကုိ ရာထူ့တခုအတျကး ေလြ္ာကးထာ့သညးံအေရအတျကးထဲမြ ထိထိေရာကးေရာကး 
ဇကာတငးေရျ့ ခ္ယးၿပီ  ့ အငးတာဗ္ဴ့ု လုပးေဆာငးႏိုငးရနးအတျကး အသုဵ့်ပဳရနး်ဖစးသညး၈ “ကၽျမး့က္ငးမႈႏြငး ံ
အေတျ႔အႀကဵဳပိုငး့ဆုိငးရာဇယာ့ေဖာငး” သညး ေလြ္ာကးထာ့သူမ္ာ့၏ ကုိယးေရ့ရာဇွငးကုိအေ်ခခဵေလံလာၿပီ့ ဇကာတငး (ဿွ) 
ဦ့အထိေရျ့ ခ္ယးႏိုငးရနး အသုဵ့်ပဳ်ခငး့်ဖစးသညး၈ 
 

Example –Evaluation categories should be redone for new recruitments 

ဥပမာ- အကဲ်ဖတးမႈဆုိငးရာအေၾကာငး့အခ္ကးမ္ာ့ကုိ ွနးထမး့အသစးေရျ့ ခ္ယးမႈအလုိကး ေ်ပာငး့လဲႏိုငးသညး၈ 
 

Applicants 

ID Number 

ေလြ္ာကးထာ့သ ူ

နဵပတး 

Years of 

Relevant 

Experience 

လုပးငနး့ပိုငး့

ဆိုငးရာ 

အေတျ႔အႀကဳဵ

ႏြစး 

VA Skill 

Competenc

y 

(1)Require

d 

အတတးပညာ
ပိုငး့ဆိုငးရာ 
အရညးအခ္ငး ့
 

VA Skill 

Compete

ncy 

(2)Requir

ed 

အတတးပ
ညာပိုငး့ဆို
ငးရာ 
အရညးအခ္
ငး  ့
 

VA Skill 

Competenc

y 

(3)Require

d 

အတတးပညာ
ပိုငး့ဆိငုးရာ 
အရညးအခ္ငး ့
 

VA Skill 

Competency 

(4)Required 

 
အတတးပညာပိုငး့
ဆိုငးရာ 
အရညးအခ္ငး ့
 

Education 

Level  

 

ပညာေရ့အ

ဆငးံအတနး ့

Total Point 

Value 

(Rank) 

စုစုေပါငး့အ

ဆငးံသတးမြ

တးခ္ကး 

 

 

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          (1) 

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) 

8        

 

Point Values (example) အမြတးတနးဖို  ့(နမူနာ) 
 

1. Years of Relevant Experience (လုပးငနး့ပိုငး့ဆုိငးရာအေတျ႔အႀကဵဳအမြတး)  – 1 point per year 

(တႏြစးလြ္ငးတစးမြတး) 

2. Skill competency  required (လုိအပးသညးံကၽျမး့က္ငးမႈအမြတး) -  Minimum level – 4 points; Mid level – 8 

points; Superior level – 12 points (အနိမးံဆုဵ  ့(၁) မြတး၇ အလယးအလတး (၅) မြတး၇ အ်မငးံဆုဵ  ့(ှဿ) မြတး) 

3. Education (ပညာေရ့အမြတး)  – BA level – 4 points; MA 8 points; PHD 12 points (BA အဆငး ံ(၁) မြတး၇ 

MA အဆငး ံ(၅) မြတး၇ PHD အဆငး ံ(ှဿ) မြတး) 

 

 

   --------------------------------------------:                     ------------------------------------ 

Committee Chair signature:                                                      Date: 

                         ေကားမတီဥကၠဌလကးမြတး                                                ေန႔စျဲ 
 

Note:  Candidates 3, 1 and 5 would be shortlisted out of 8 applicants 

မြတးခ္ကး- ေလြ္ာကးထာ့သူ (၅) ဦ့အနကး  အမြတး ၀၇ှ၇၂ တုိ႔သညး ဇကာတငးစာရငး့ွ ငးမ္ာ့်ဖစးၾကသညး၈ 
 

 

Back to Contents 
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Summary of Pre Test - Post Test Form 

Date: 

Training Venue: 

Name of Trainer:  

စဥး အမညး  က္ာ့/မ အႀကိဳေမ့ချနး့ရမြတး အလျနးေမ့ချနး့ရမြတး မြတးခ္ကး 
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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. 

ရညးရျယးခ္ကး - EQMM သညး ွနးထမး့မ္ာ့အာ  ့ သူ၏အထကးစီမဵကျပးကဲသူႏြငးံပတးသကး၍ သုဵ့သပးအၾကဵေပ့ခ္ကးမ္ာ့ကုိ 
စာ်ဖငးံေရ့သာ့ႏိုငးမညး ံႏြစးပတးလညးလုပးေဆာငးမႈဆုိငးရာ အကဲ်ဖတးဆနး့စစးခ္ကးကုိ လုပးေဆာငးပါသညး၈ ထုိသုိ႔လုပးေဆာငးရာတျငး 
ယခငးက ရြငး့လငး့စျာခ္မြတးထာ့ခဲံသညး ံ စဵခ္ိနးစဵညျနး့မ္ာ့အေပၚအေ်ခခဵ၍ လုပးေဆာငး်ခငး့်ဖစးၿပီ  ့ စီမဵကျပးကဲသူမ္ာ  ့
အရညးအေသျ့ တုိ့တကး်မငံးမာ့လာေစရနး ်ဖစးပါသညး၈ ထုိ႔်ပငး စီမဵကျပးကဲသူအေန်ဖငးံလညး  ့မိမိစီမဵကျပးကဲေနသူႏြငးံဆပးစပးေနသညံး 
မိမိ၏လုပးငနး့ေဆာငးရျကးမႈစျမး့မ္ာ့ကုိ ပိုမိုနာ့လညးၿပီ  ့ တုိ့တကးသငးံသညးံ အေၾကာငး့အရာမ္ာ့ကုိ အႀကဵေပ့ႏိုငးရနး်ဖစးပါသညး၈ 
ထုိေဖာငးပဵုစဵကုိ စီမဵကျပးကဲသူ၏ ကုိယးေရ့ဖိုငးထဲတျငး ထညံးသျငး့သိမး့ဆညး့ထာ့ၿပီ့ လုိအပးပါက လႈိ႔ွြကးထာ့မညး်ဖစးသညး၈ 
 

Supervisor Name (စီမဵကျပးကဲသူအမညး): 
 

Supervision Period: …………………………….. to …………………………………………….. 

စီမဵကျပးကဲသညးံအခ္ိနးကာလ  xxxxxx မြ xxxxxxx အထိ 
 

Date of Evaluation (ဆနး့စစးသညးံေန႔စျဲ): 

Performance Level Rating Scaleစျမး့ေဆာငးႏိုငးမႈအဆငးံသတးမြတးခ္ကး): 
             4 – Exceeds expectations 

၁ - ေမြ္ားလငးံခ္ကးထကး ပိုမိုေကာငး့မျနးသညး 
 

            3 - Meets expectations 

၀ - ေမြ္ားမြနး့ခ္ကးကုိ ်ပညးံမီြသညး 
 

            2 – Needs improvement 

ဿ- တုိ့တကးရနးလုိသညး 
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            1 – Unsatisfactory  

ှ - စိတးေက္နပးဖျယးမရြ ိ
 

Evaluation Items  (အကဲ်ဖတးဆနး့စစး်ခငး )့ Rate အဆငး ံ

သတးမြတးခ္ကး 

Leadership (ေခါငး့ေဆာငးမႈပိုငး )့ 
 

 

1. Demonstrates the ability to direct others in accomplishing works  

(ှ) အ်ခာ့သူမ္ာ့၏ လုပးငနး့မ္ာ့ေအာငး်မငးလာေစေအာငးလမး့ညျနးေပ့ႏိုငးမႈ အရညးအခ္ငး  ့
 

 

2. Creates a culture supportive of staff, which fosters individual motivation, high 
levels of individual and team performance, and quality of service  

(ဿ) ွနးထမး့မ္ာ့အတျကး စိတးအာ့တကးစရာေကာငး့ေသာ၇ တဦ့ခ္ငး့ႏြငးံအဖျဲ႔လုိကးလုပးေဆာငးမႈ 
အထူ့ေကာငး့မျနးေစေသာ၇ ေကာငး့မျနးသညးံွ နးေဆာငးမႈ်ဖစးေစေသာ ပံဵပို့ကူညီေပ့သညးံစနစးကုိ 
ဖနးတီ့ေပ့ႏိုငးမႈ 

 

 

3. Functions effectively under pressure 

(၀) ဖိအာ့မ္ာ့အၾကာ့ ထိေရာကးစျာလုပးေဆာငးႏိုငးမႈ 
 

 

4. Responds appropriately to criticism and to suggestions for work improvements 

(၁) လုပးကုိငးမႈတုိ့တကးေစေရ့ႏြငး ံပတးသကးသညး ံေွဖနးမႈမ္ာ့၇ အၾကဵေပ့ခ္ကးမ္ာ့ကုိ 
သငံးေလ္ားစျာ တုနး႔်ပနးႏိုငးမႈ၇ 

 

 

5. Manages assets including technology, equipment, budget and space, where 
applicable 

(၂) နညး့ပညာပိုငး့၇ စကးပစၥညး့ပိုငး့၇ ဘတးဂ္ကးႏြငး ံေနရာမ္ာ့ကုိ လုိအပးသလုိ စီမဵခနး႔ချဲႏိုငးမႈ၇ 
 

 

Project /Program Management(ပေရာဂ္ကးစီမဵခနး႔ချဲမႈအပိုငး )့: 
 

 

6. Define expectations and tasks clearly 

(၃) ေမြ္ားမြနး့ခ္ကးမ္ာ့ႏြငး ံထမး့ေဆာငးရမညးံတာွ နးမ္ာ့ကုိ ရြငး့လငး့စျာ ေ်ပာ်ပႏိုငးမႈ၇ 
 

 

7. Plans and organize works, coordinates with others, establishes appropriate 
priorities  

(၄) အလုပးမ္ာ့ကုိ အ်ခာ့သူမ္ာ့ႏြငးံပူ့ေပါငး့၍ ်ပငးဆငးေဆာငးရျကးမႈႏြငး ံ
သငးံေလ္ားသညးံဦ့စာ့ေပ့ခ္ကးမ္ာ့ကုိ ခ္မြတးႏိုငးမႈ၇ 

 

 

8. Allows sufficient times for completion of assignments  

(၅) တာွနးေပ့မႈမ္ာ့ၿပီ့ေ်မာကးရနးအတျကး လုဵေလာကးေသာအခ္ိနးကုိ သတးမြတးေပ့မႈ၇ 
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9. Determines appropriate action and follows through in a timely and decisive 
manner 

(၆) အခ္ိနးကုိကး်ဖစးၿပီ့ ခိုငးမာသညးံအ်ပဳအမူမ္ာ့ႏြငး ံသငးံေလ္ားသညးံလုပးေဆာငးမႈမ္ာ့၇ 

 

10. Delegates authority when appropriate 

(ှွ) သငးံေလ္ားပါက ကုိယးစာ့်ပဳအာဏာမ္ာ  ့ေပ့အပးမႈ၇ 
 

 

Personnel Management(ွနးထမး့ႀကီ့ၾကပးေရ့အပိုငး )့ 
 

11. Be flexible and responsive to your changing needs 

(ှှ) ေ်ပာငး့လဲေနသညးံလုိအပးခ္ကးမ္ာ့အလုိကး ေ်ပာငး့လဲႏိုငးစျမး့ႏြငး ံတုနး႔်ပနးႏိုငးစျမး့ရြိမႈ၇ 
 

 

12. Recognize and accommodate to your level of experience and style of learning 

(ှဿ)  မိမိတျငးရြိေသာအေတျ႔အႀကဵဳမ္ာ့ႏြငး ံေလံလာမႈပဵုစဵမ္ာ့အာ  ့အသိအမြတး်ပဳ်ခငး့ႏြငး ံ
ပံဵပို့ေပ့ႏိုငးမႈ၇ 

 

 

13. Encourage you to explore the implications of your interventions 

(ှ၀) မိမိအလုပးတျငးေတျ႔ႀကဵဳရတတးသညးံအခကးအခမဲ္ာ့ကုိ ေက္ားလႊာ့ႏိုငးရနး အာ့ေပ့မႈ၇ 
 

 

14. Help clarify and define the nature of problem(s) you are having in your work 

(ှ၁) အလုပးတျငးႀကဵဳေတျ႔ရသညး ံ်ပသနာမ္ာ့၏သေဘာသဘာွကုိ ရြငး့လငး့ေဖားထုတးႏိုငးရနး 
ကူညီေပ့မႈ၇ 

 

 

15. Maintain appropriate confidentiality  

(ှ၂) လႈိ႔ ြွကးခ္ကးမ္ာ့ကုိ သငးံေလ္ားသလုိ ထိမး့သိမး့တတးမႈ၇ 
 

 

 

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. 

သငးံအထကးစီမဵကျပးကဲသူ၏ အာ့ေကာငး့ခ္ကးႏြငး ံအာ့နညး့ခ္ကးမ္ာ့ကုိသငးယခုအခ္ိနးတျငး်မငးသလုိ အႏြစးခ္ဳပး ေ်ပာၿပီ့ၿပီ  ့
သငးံအတျကးသငးယူမႈေကာငး့မ္ာ့်ဖစးလာေအာငး ထုိသူအေပၚ ဘယးလုိအႀကဵေပ့ခ္ငးပါသလဲ၈ 
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Supervisor’s Supervisor Comments (ထုိသူ၏အထကးတျငးရြိေသာ စီမဵကျပးကဲသူ၏ တငး်ပခ္ကးမ္ာ )့: 

 

 

 

 

                    

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. အာ့လုဵ့်ဖညးံစျကးၿပီ့ပါက 

ဤေဖာငးပဵုစဵကုိ ထုိသူ၏အထကးတျငးရြိေသာ စီမဵကျပးကဲသူ သုိ႔မဟုတး ညျြနးၾကာ့ေရ့မႈ့ထဵသုိ႔ ေပ့ပို႔ပါ၈ 

        

(Back to Contents) 
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Trainer Request Form 

သငးတနး့နညး့်ပ ေတာငး့ခဵလႊာ ပဵုစ ဵ
                                                          Date:                                                     

I. Organization Information 

ှ၈ အဖျဲ႔အစညး့ဆုိငးရာသတငး့အခ္ကးအလကးမ္ာ့၈ 
 Information about the Organization Requesting Training: 

သငးတနး့ေတာငး့ခဵေသာအဖျဲ႔အစညး့ဆိုငးရာသတငး့အခ္ကးအလကး၈  

Name of Organization 

အဖျဲ႔အစညး့အမညး 
 

Office email address  

ရဵု့အီ့ေမ့လး လိပးစာ 
 

Name & Position of contact person  

ဆကးသျယးရမညးံသူ၏ အမညးႏြငး ံရာထူ့ 

 

Email address of contact person  

ဆကးသျယးရမညး ံဖုနး့ႏြငး ံအီ့ေမ့လး 

 

 

II. Training Information 
ဿ၈ သငးတနး့ဆုိငးရာ သတငး့အခ္ကးအလကးမ္ာ့၈ 

The Topic of training:  သင္တန္းေခါင္းစဥ္၈ 
1 
 

အေ်ခခလူဵ႔အခြင့္အေရးႏြငး ံအချငးံအေရ့အေ်ခ်ပဳခ္ဥး့ကပး်ခငး့ဆုိငးရာ သင္တန္း  

Basic Human Rights and RBA Training 

 
 

2 အေ်ခခလဵူ႔အခြင့္အေရးႏြငး ံအမိ္ဳ့သမီ့အချငးံအေရ့ဆုိငးရာ သင္တန္း 
Women Rights Training 

 

3 အေ်ခခလဵူ႔အခြင့္အေရးႏြငး ံလႈ႔ဵေဆားစညး့ရဵု့်ခငး့ဆုိငးရာ သင္တန္း 
Basic Human Rights and Advocacy Training   

 

4 အေ်ခခလဵူ႔အခြင့္အေရးႏြငး ံလိငးစိတးခဵယူမႈကျဲ်ပာ့သူမ္ာ့ဆုိငးရာ သင္တန္း 
Basic Human Rights and LGBT Training   
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5 အေ်ခခလဵူ႔အခြင့္အေရးႏြငး ံလူထုစညး့ရဵု့်ခငး့ဆုိငးရာ သင္တန္း 
Basic Human Rights and Community Organizing Training   

 

6 အေ်ခခလဵူ႔အခြင့္အေရးႏြငး ံလယးယာေ်မပိုငးဆုိငးမႈအချငးံအေရ့ဆုိငးရာ သင္တန္း 
Basic Human Rights and Land Rights Training   

 
 

7 အေ်ခခလဵူ႔အခြင့္အေရးႏြငး ံလျတးလပးစျာေ်ပာဆုိချငးံဆုိငးရာ သင္တန္း 
Basic Human Rights and Freedom of expression Training   

 

8 ASEAN အာဆီယဵ  

9 Universal Periodic Review (UPR) လူ႔အချငးံအေရ့ပုဵမြနးအစီရငးခဵစာ  

10 Child Right ကေလ့အချငးံအေရ  ့  

11 Civil and political rights (Freedom of Assembly, Association and Expression)  
ႏိုငးငဵသာ့ႏြငး ံႏိုငးငဵေရ့အချငးံအေရ့မ္ာ  ့(လျတးလပးစျာ စုေွ့ချငးံ၇ အသငး့အဖျဲ႕ ဖျဲ႕စညး့ချငးံႏြငး ံထုတးေဖားေ်ပာဆုိချငး)ံ 

 

12 Economic, Social and Culture Rights  
စီ့ပျာ့ေရ့၇ လူမႈေရ့ႏြငး ံယဥးေက့္မႈအချငးံအေရ့မ္ာ  ့

 

13 Diversity and Non discrimination  
မတူကျဲ်ပာ့်ခငး့ႏြငး ံချဲ်ခာ့ဆကးဆဵမႈမ်ပဳ်ခငး  ့

 

14 Human Rights and 2008 Constitution  
လူ႔အချငးံအေရ့ႏြငး ံဿွွ၅ ဖျဲ႔စညး့အုပးခ္ဳပးပဵုအေ်ခခဵဥပေဒသဵု့သပးေလံလာ်ခငး  ့

 

15 Facilitation Skills  
ေစံစပးေဆားၾသ်ခငး့၇ ကူညီပဵ႔ပုိ့်ခငး  ့ 

 

16 Module developing  
သငးတနး့သငးခနး့စာမ္ာ့ေရ့ဆျဲ်ခငး့ 

 

The target participant: ပို႔ခ္မညး ံသငးတနး့သူ၇သာ ့အမ္ိဳ့အစာ့၈ 
No. of Participants 

သငးတနး့သူ၇ သာ့ဦ့ေရ 

 

………………. 

Female 

မ      …….. 

Male 

က္ာ့   ……… 

Age   

အသကး  
………Betwe…… 

………….   မြ    ……….. 

Ethnicity 
 လူမ္ိဳ့ 

 
………………………………………………………………………………………………………………… 

Training period  
သင္တနး့်ပဳ 
လုပ္မည့္ကာလ၉  

Total days စုစုေပါငး့ရကး  

 

……………………… 

From မြ  D/M/Y 

…………… ေန႔၇ …………… လ၇ 

………………………. ႏြစး 

To ထိ  D/M/Y 

…………… ေန႔၇ …………… လ၇ 

……………………. ႏြစး 

Objectives of training: သငးတနး့်ပဳလုပးရ်ခငး့၏ ရညးရျယးခ္ကး၈ 
1. 
2. 
3. 
4. 
 Reason for training request:  သငးတနး့ေတာငး့ခဵရ်ခငး့၏ အေၾကာငး့ရငး့၈ 
1. 
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2. 
3. 
4. 
Expected impact of training: သင္တန္းအၿပီး ေမ္ားမြနးထာသ့ည့္ရလဒ္၉ 
1. 
2. 
3. 
4. 
Follow up Plan after training: သငးတနး့ၿပီ့ ေနာကးဆကးတျဲလုပးငနး့စဥး၈ 

1. 
2. 
3. 
4. 
Number of trainings: သင္တန္းအေရအတြက္၉  

Training venue: သင္တန္းျုပလုပ္မည့္ေနရာ၈  

Arrangements provided for Trainer: သငးတနး့နညး့်ပအတျကး မိမိတို႔အဖျဲ႔မြ တာှန္ယမူညး ံက႑မ္ာ့၈  

Transportation လမး့ခရီ  ့  

 

Accomodation တညး့ခိုမႈ  

Food အစာ့အေသာကး(သငးတနး့တျငး )့  

 

Communication ဆကးသျယးေရ ့  

  

Per diem 

 အစာ့ေသာကး (လမး့ခရီ့) 

 Honorarium  
ဉာဏးပူေဇားခ 

 

Title:  

ေခါငး့စဥး၈ 

Amount available from your organization: (as above selected) 
မိမိအဖျဲ႔အစညး့မြ တာွနးယူမညး ံပမာဏ၈ (အထကးက ေရျ့ ခ္ယးထာ့ေသာ) 

Food အစာ့အေသာကး (သငးတနး့တျငး)့  

Transportation လမး့ခရီ  ့  

Accomodation တညး့ခိုမႈ  
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Communication ဆကးသျယးေရ့  

Per diem အစာ့ေသာကး (လမး့ခရီ)့  

Honorarium ဉာဏးပူေဇားခ  

Grand total စုစုေပါငး ့  

Funded by / Outside Funding:            
(if available) 
ေထာကးပဵံေပ့ေသာ အဖျဲ႔အစညး့၈ 
(်ပငးပအဖျဲ႔မြ ေထာကးပဵံမႈရရြိထာ့ပါက) 

 

 

မြတးခ္ကး၈ Note: 

 EQMM‟s trainer honorarium standard rate: သငးတနး  ့နညး့်ပမ္ာ  ့ဉာဏးပူေဇားခ သတးမြတးခ္ကး၈ 
ှ၈ နညး့်ပသကးတမး့ - ၁ ႏြစး ေအာကး ်မနးမာက္ပးေငျ - ၄၂ ွွွ - အထကး 

ဿ၈ နညး့်ပသကးတမး့ - ၁ ႏြစး အထကး ်မနးမာက္ပးေငျ - ှွွ ွွွ - အထကး 

ရဵပဵုေငျအခကးအခရဲြိေသာအသငး့အဖျဲ႔မ္ာ့အေန်ဖငးံ ေဆျ့ ေႏျ့ ညြိႏႈိငး့ႏိုငးပါသညး၈ 

 

ဤေလ္ာကးလႊာကုိ Administrative & Finance Manager ထဵသို႔ info@equalitymyanmar.org and/or 

khinmmoe@equalitymyanmar.org ်ဖငး ံဆကးသျယး၇ ေပ့ပို႔ႏိုငးပါသညး၈ 

The application form can be submitted to the Administrative & Finance Manager via info@equalitymyanmar.org  

and/or khinmmoe@equalitymyanmar.org.  

 

 

 

 

 

 

 

mailto:info@equalitymyanmar.org
mailto:khinmmoe@equalitymyanmar.org
mailto:info@equalitymyanmar.org
mailto:khinmmoe@equalitymyanmar.org
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Trainer Activity Report Form 

သငးတနး့အစီရငးခဵလႊာ 

ေယဘုယ ္အခ္ကးအလကး  

သငးတနး့အမညး  

သငးတနး  ့ရကးစျဲ  

သငးတနး့ေနရာ(ေက့္ရျာ၇ ၿမိဳ ႔နယး၇ ၿမိဳ ႔၇ ်ပညးနယး)  

သငးတနး့ဆရာ အမညး  

 

သငးတနး့သာ ့အခ္ကးအလကး  

သငးတနး့သာ ့အေရအတျကး  

ခနး႔မြနး့ဘတးဂ္ကး  

အမြနးတကယး ကုနးက္ေသာ ဘတးဂ္ကး  

 

တုိငး့ရငး့သာ့ 

ဗမာ  ကခ္ငး  ကရငးန ီ  ရြမး့  

ခ္ငး့  ကရငး  မျနး  အၿခာ့  

 

Gender ဂ္နးဒါ 

က္ာ့ အေရအတျကး 

မ အေရအတျကး 
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သငးတနး့အတျငး့ ်ဖစးေပၚလာေသာ အက္ိဳ့သကးေရာကးမႈမ္ာ့၇ ေ်ပာငး့လမဲႈမ္ာ့အေၾကာငး့ အက္ဥး့ခ္ဵဳ့ေဖား်ပပါ၈  

 

 

 

 

 

 

သငးၾကာ့ေသာ အေၾကာငး့အရာ၇လြဳပးရြာ့မႈ၇ေဆျ့ ေႏျ့ မႈမ္ာ  ့ရလဒးေၾကာငး ံသငးတနး့သာ့မ္ာ့ရရြိလိုကးေသာ အသိပညာမ္ာ  ့ရြိပါသလာ့၈ 

ဥပမာ ၿဖငး ံရြငး့ၿပေပ့ပါ၈ 

 

 

 

 

သငးၾကာ့ေသာ  အေၾကာငး့အရာ၇လြဳပးရြာ့မႈ၇ေဆျ့ ေႏျ့ မႈမ္ာ့  ရလဒးေၾကာငးံ  သငးတနး့ သာ့မ္ာ့၏  အ်မငး၇အေတျ့ အေခၚမ္ာ့  

ေ်ပာငး့လဲမႈမ္ာ့ ရြိခဲံပါသလာ့၈ ဥပမာ်ဖငးံ ရြငး့်ပပါ၈ 

 

v Recap, discussion, deepening, synthesis 

 

 

 

 

သငးၾကာ့ေသာ အေၾကာငး့အရာ၇လြဳပးရြာ့မႈ၇ေဆျ့ ေႏျ့ မႈမ္ာ  ့ရလဒးေၾကာငး ံသငးတနး့သာ့မ္ာ့၏ ကိုယးက္ငးံအမႈအရာပုိငး  ့ေ်ပာငး့လဲ 
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တို့တကးမႈမ္ာ့ ရြခိဲံပါသလာ့၈ ဥပမာၿဖငး ံရြငး့ၿပပါ၈ 

 

Recap, discussion, deepening, synthesis 

 

 

 

 

 

သငးတနး့ဦ့ေဆာငးသူအေန်ဖငး ံရရြိလိုကးေသာ အသိပညာ၇ ေ်ပာငး့လဲခဲံေသာ အ်မငး ႏြငး ံသငးခနး့စာ ယူစရာမ္ာ  ့ရြိခဲံပါသလာ့၈ 

ဥပမာ်ဖငး ံရြငး့်ပပါ၈ 

 

 

 

 

 

အာ့ေကာငး့ခ္ကး 

သငးတနး့အတျငး့ ဘာေတျ အာ့ေကာငး့ခဲံတာ ရြိခဲံလဲ၈ 
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သငးတနး့အေတာအတျငး  ့ဘယးအပုိငး့က ပုိအထိေရာကးဆဵု့၇ လုပးေဆာငးမႈ အေကာငး့ဆဵု့လို႕ ထငးလဲ၈ 

 

 

 

 

 

 

စိနးေခၚခ္ကး 

သငးတနး့စီစဥးေဆာငးရျကးရာတျငး ဘာအခကးအခမဲ္ာ  ့ႀကဵဳခဲံရလဲ၇ ေက့္ဇူ့်ပဳၿပီ့ ထိုအခကးအခမဲ္ာ့ကို ေဖားၿပေပ့ပါ၈ 

 

 

 

 

 

သငးတနး့ဦ့ေဆာငးသငးၾကာ့မႈအပုိငး့တျငး ဘာအခကးအခမဲ္ာ  ့ႀကဵဳခဲံတာရြိလဲ၇ ေက့္ဇူ့်ပဳၿပီ  ့ထိုအခကးအခမဲ္ာ့ကို ေဖား်ပေပ့ပါ၈ 
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သငးတနး့သာ့မ္ာ့၏ အႀကဵ်ပဳခ္ကး 

သငးတနး့အေပၚ သငးတနး့သာ့မ္ာ့၏ တဵု႕်ပနးမႈ ဘယးလိုရြိလဲ၈ 

- Evaluation form 
- Feedback 

 

 

 

သငးတနး့သာ့မ္ာ့အေန်ဖငး ံသငးတနး့၏ ဘယးအပုိငး့ကို သေဘာက္ႏြစးၿခိဳကးတာ ေတျ႕ရလဲ၈ 

 

 

 

 

 

သငးတနး့သာ့မ္ာ့အေန်ဖငး ံသငးတနး့၏ ဘယးအပုိငး့ကို သေဘာမက္၇ မေပ္ားရျငးတာ ေတျ႕ရလဲ၈ 

 

 

 

 

 

ေက့္ဇူ့်ပဳၿပီ့ သငးတနး့သာ့မ္ာ့၏ သငးတနး့ဆရာအေပၚ သဵု့သပးေွဖနးခ္ကးမ္ာ  ့ရြိရငး ခ္ေရ့ေပ့ပါ၈ 
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ေနာကးဆကးတျဲ 

သငးတနး့ ေနာကးဆကးတျဲ အစီအစဥးမ္ာ  ့ရြိပါသလာ့၈ ရြိရငး ဒီေနရာတျငး ေဖား်ပေပ့ပါ၈ 

 

 

 

 

အနာဂတးတျငး ဒီလို သငးတနး့မ္ိဳ့ ထပးလုပးခ္ငးပါသလာ့၈ 

 

 

 

 

သငးတနး့သာ့မ္ာ့အေန်ဖငး ံသငးတနး  ့ေနာကးဆကးတျဲ အစီအစဥးမ္ာ  ့လုပးရနး ရြိသလာ့၈ ရြိပါက ဒီေနရာမြာ ေဖား်ပေပ့ပါ၈ 

 

 

 

 

 

အနာဂတးတျငး ဒီလို အလာ့တူ သငးတနး့မ္ိဳ့ လုပးမညးဆိုပါက ရပးရျာလူထု အသိုငး့အွိုငး့က ႀကိဳကးႏြစးသကးမညး ထငးပါသလာ့၈ 
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ဘာံေၾကာငးံလဲ၈ 

 

 

 

 

Equality Myanmar အာ့ သငးံအေနၿဖငး ံဘာအႀကဵဥာဏး (သို႕မဟုတး) ေထာကး်ပခ္ကးမ္ာ့ ေပ့ရနး ရြိသလဲ၈ ရြိပါက ေဖား်ပေပ့ပါ၈ 

 

 

 

 

 

ေက့္ဇူ့်ပဳၿပီ့ အစီအရငးခဵစာတျငး သငးတနး့မြ ဓာတးပုဵမ္ာ့ႏြငး ံအ်ခာ့သငးတနး့ 

မြတးတမး့ေကာကးယူ်ခငး့အခ္ကးအလကး မ္ာ့ကုိ တစးပါတညး့ ပူ့တျဲပုိ႕ေပ့ပါ၈ (သငးတနး့အခ္ိနးဇယာ့၇ 

တကးေရာကးသူစာရငး့၇ pre/post test (အႏြစးခ္ဳပး), ဆနး့စစးလႊာ (အႏြစးခ္ဳပး)၇ ဓာတးပဵု၇ 

ေငျေၾက့အသဵု့်ပဳမႈအစီရငးခဵလႊာႏြငး ံေငျလကးခဵ်ဖတးပိုငး့မ္ာ့)  

 

 

အစီရငးခဵစာတငးပုိ႕သူ၏ အမညး………………………..                     
အစီအရငးခဵစာတငးသညး႕ရကး………………………….. 

 
 

(Back to Contents) 
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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 

ေအာကးပါေဖား်ပခ္ကးမ္ာ့အေပၚ သငးခနး့စာအေပၚမိမိ၏ နာ့လညးမႈမ္ာ့ကုိ သငးံေလ္ားေသာအကျကးကို ေရျ့ ၿပီ  ့အမြနး်ခစးေပ့ပါ၈  

I. ၿခဵဳငဵုသဵု့သပးခ္ကး၈ 
လဵု့ွ  

သေဘာမတ ူ

သေဘာမ

တ ူ

အသငး ံ

အတငး ံ သေဘာတ ူ

အလျနး 

သေဘာ

တ ူ

1. ဤသငးခနး့စာသညး မိမိအတျကး အက္ိဳ့ရြိပါသညး၈ 
   

 

  

2. 
ဤသငးခနး့စာမြ သငးယူမႈမ္ာ့ကုိ မိမိဘွ၇ လုပးငနး့ချငးံတျငး 

လကးေတျ႔အသုဵ့်ပဳသျာ့မညး၈ 

     

3. 

ရရြိေသာသတငး့အခ္ကးအလကးမ္ာ့ကုိ သူငယးခ္ငး့၇ 

မိသာ့စု၇ လုပးေဖားကုိငးဖကး၇ သငးတနး့သူ၇သာ့မ္ာ့ထဵသုိ႔ 

်ပနးလညးေွမြ္သျာ့မညး၈ 

     

4. အထကးပါ တုနး႔်ပနးခ္ကးအတျကး မြတးခ္ကး၇ ထငး်မငးခ္ကးမ္ာရ့ြိပါက ေဖား်ပေပ့ပါ၈  

 

 

 

 

II. ေစံစပးေဆားဩေပ့်ခငး့၈ 
လဵု့ွ  

သေဘာမတ ူ

သေဘာမ

တ ူ

အသငး ံ

အတငး ံ သေဘာတ ူ

အလျနး 

သေဘာ

တ ူ

5. 
ေစံစပးေဆားဩေပ့သူသညး သငးတနး့သူ၇သာ့တုိငး့ ပါွငး 

ႏိုငးရနး ေစံစပးလႈဵ႔ေဆားေပ့သညး၈  

        

6. 
 မိမိ၏ထငး်မငးယူဆခ္ကးမ္ာ့ကုိ ေဆျ့ ေႏျ့ ရာတျငး 

သကးေတာငး ံသကးသာ်ဖစးေစသညးဟု ခဵစာ့ရသညး၈  
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7. 

ေစံစပးေဆားဩေပ့သူမြ အသုဵ့်ပဳသျာ့ေသာ သငးေထာကး 

ကူမ္ာ့သညး သငးယူေလံလာမႈအာ့ေကာငး့လာေစရနး 

အေထာကး အကူ်ပဳသညး၈ 

     

 

သငးတနး့ဦ့ေဆာငးသူသညး လိုအပးေသာ သတငး့ 

အခ္ကးအလကး၇ သငးတနး့ 

အေၾကာငး့အရာမ္ာ့ကိုရြငး့ရြငး့လငး့လငး  ့တငး်ပ၇ 

ရြငး့်ပႏုိငးခဲံသညး၈ 

     

 
ဤသငးတနး့ဦ့ေဆာငးသူသညး သငးတနး့သာ့မ္ာ့ထဵမြ 

ေမ့ချနး့မ္ာ့အာ့လဵု့ကို ေ်ဖရြငး့ႏုိငးခဲံသညး၈ 

     

 
ေစံစပးေဆားဩေပ့သူသညး သငးတနး့သူ/သာ့တုိငး့ 

ပါွငးႏိုငးရနး တုိကးတျနး့အာ့ေပ့ႏိုငးခဲံသညး၈ 

     

 
ေစံစပးေဆားဩေပ့သူသညး သငးခနး့စာအေၾကာငး  ့

အရာအေပၚ က္ျမး့က္ငးပိုငးႏိုငးမႈရြိသညး၈ 

     

8.  အထကးပါ တုနး႔်ပနးခ္ကးအတျကး မြတးခ္ကး၇ ထငး်မငးခ္ကးမ္ာ့ရြိပါက ေဖား်ပေပ့ပါ၈ 

 

 

 

 

 

III

. 

အဓိကေခါငး့စဥးမ္ာ့၈ 

ဤသငးခနး့စာကို ေလံလာၿပီ့ေနာကး မိမိအေန်ဖငးံ 

ပိုမိုေကာငး့မျနးစျာ -  

လဵု့ွ  

သေဘာမတ ူ

သေဘာမ

တ ူ

အသငး ံ

အတငး ံ သေဘာတ ူ

အလျနး 

သေဘာ

တ ူ

9. 
လူ႔အချငးံအေရ့ႏြငး ံလူ႔ဂုဏးသိကၡာဆကးစပးေနပဵုကုိ 

ရြငး့လငး့စျာ နာ့လညးလာသညး၈ 

     

10

. 

လူ႔အချငးအံေရ့အေ်ခခဵအခ္ကးမ္ာ့ႏြငး ံ

သေဘာတရာ့မ္ာ့ကုိ နာ့လညးလာသညး၈  
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11

. 

UDHR သညး လူသာ့တုိငး့ႏြငးံသကးဆုိငးသညးကုိ 

ရြငး့်ပႏိုငးသညး၈  

     

12

. 

လူ႔အချငးံအေရ  ့ႏြငး ံUDHR သမိုငး့ေၾကာငး့ကုိ 

ရြငး့်ပႏိုငးသညး၈ 

     

13

. 

လူ႔အချငးံအေရ့ႏြငး ံတာွနးအၿမ ဲဒျနးတဲျေနေၾကာငး  ့ကုိ 

နာ့လညး လာသညး၈ 

     

14

. 

လူ႔အချငးံအေရ့သညး ကၽျႏုးပးတုိ႔၏ယဥးေက့္မႈ၇ 

ဘာသာတရာ့မ္ာ့တျငး ရြိၿပီ့သာ့၇ 

က္ငးံသုဵ့ေနၿပီ့်ဖစးေၾကာငး  ့ပိုမိုေသခ္ာစျာ 

နာ့လညးသေဘာေပါကးလာသညး၈ 

     

15

. 
UDHR အပုိဒး ၀ွ ကုိ နာ့လညးလာသညး၈ 

     

16

. 

်မနးမာႏိုငးငဵ၏ ဿွွ၅ ဖျဲ႔စညး့ပဵုအေ်ခခဵဥပေဒရြ ိႏိုငးငဵသာ့တုိ႔ 

၏ရပိုငးချငးံႏြငး ံUDHR ကို ႏိႈငး့ယဥးသုဵ့သပးလာႏိုငးသညး၈  

     

17

. 

အုပးစုလုိကးအချငးအံေရ့ေပၚေပါကးလာရ်ခငး့၏ အေၾကာငး  ့

အရငး့ကုိ ရြငး့လငး့စျာနာ့လညးသေဘာေပါကးလာသညး၈ 

     

 
ႏိုငးငဵတကာလူ႔အချငးံအေရ့ဆုိငးရာစာခ္ဳပးမ္ာ့ႏြငးံပတးသကးၿ

ပီ့ ေလံလာချငးံရရြိခဲံသညး၈ 

     

 
်မနးမာႏိုငးငဵမြ လကးမြတးေရ့ထုိ့ထာ့ေသာ လူ႔အချငးံအေရ  ့

ဆုိငးရာစာခ္ဴပးမ္ာ့ကုိ သိရြလိာသညး၈ 

     

18

. 

်မနးမာႏိုငးငဵ၏ လူ႔အချငးံအေရ့အေ်ခအေနကုိ 

သုဵ့သပးလာႏိုငးသညး၈ 

     

 

လူ႔အချငးံအေရ့ရရြိလာဖို႔ 

လုပးေဆာငးရမညးံနညး့လမး့မ္ာ့ႏြငး ံတုိငးၾကာ့ႏိုငးမညး ံ

ေနရမ္ာ့ကုိ ရြာေဖျေတႊ႔ရြိလာသညး၈ 

     

19. အထကးပါ တုနး႔်ပနးခ္ကးအတျကး မြတးခ္ကး၇ ထငး်မငးခ္ကးမ္ာ့ရြိပါက ေဖား်ပေပ့ပါ၈ 
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Back to Contents 

 
 

 

 

IV. ဤသငးခနး့စာ၏ လႈပးရြာ့မႈ၇ ေဆျ့ ေႏျ့ မႈမ္ာ့မြ မညးသို႔ေသာ အသိအ်မငး၇ အယူအဆ၇ အေတျ့ အေခၚေ်ပာငး့လမဲႈမ္ာ့ ်ဖစးေပၚ၇ 

ရရြိလိုကးပါသလာ့၈  

 ရြ ိ                       မရြ ိ  

သငးေပ့လိုကးေသာအေ်ဖအရ အတတးႏိုငးဆဵု့အေသ့စိတး ရြငး့်ပေပ့ပါ၈ 
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Training Participant Follow-Up Questionnaire Form 

သငးတနး့သ/ူသာ့မ္ာ့အတျကး ေမ့ချနး့မ္ာ ့

Training batch/Area  

သငးတနး့အမြတးစဥး၇ ေနရာ၈ ………………………………. 

Part I.  Personal Information 
အပိုင္း ဿ၉ ကုိယ္ေရး သတင္း အခ်က္အလက္ 

Name 

အမည္ 
 Gender  

လိင္ 

 Male က္ာ့         

 Female မ 
Age 
အသကး 

 

Training Sector 

သငးတနး့အမ္ိဳ့အစာ့ 
 

Ethnicity 

လူမ္ိဳ့  

 Arakan  ရခိုငး  

 Burman  ဗမာ 

 Chin  ခ္ငး့  

 Kachin  ကခ္ငး 

 Karen  ကရငး 

 Kayah  ကယာ့ 

 Mon  မျနး  

 Shan  ရြမး့ 

 Other  အ်ခာ့ 

__________ 

Location 

ေနရာ 
 

Education 

ပညာအရညးအခ္ငး့ 

 Primary School မူလတနး့  

 Middle School အလယးတနး့ 

 High School  အထကးတနး့ 

 University        ဘျဲ႔ရ  

 Post Graduate ဘျဲ႔လျနး 

Email Address  Phone No.  
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အီ့ေမ့လး လပိးစာ ဖုနး့နဵပါတး 

Part II. Professional Background 

အပိုငး  ့ဿ၈ က္ျမး့က္ငးမႈႏြငးံ အတတးပညာဆိုငးရာ အေတျ႔အႀကဵဳမ္ာ့၈ 

Organization 

အဖျဲ႔အစညး့ 
 

Role/Rank 

ရာထူ့၇  

အဆငး ံ

 

Organization Type 

အဖျဲ႔အစညး့ 

အမ္ိဳ့အစာ့ 

 Political Group   ႏိုငးငဵေရ့အုပးစ ု 

 Local CBO   ေဒသခ ဵလူထုအေ်ခ်ပဳအဖျဲ႔အစညး့ 

 Local NGO   ေဒသခ ဵအစို့ရမဟုတးေသာ အဖျဲ႔အစညး့  

 International NGO  ႏိုငးငဵတကာ အစို့ရမဟုတးေသာ အဖျဲ႔အစညး့  

 Religious Institution  ဘာသာေရ့ဆိုငးရာ အဖျဲ႔အစညး့ 

 School/University   ေက္ာငး့၇ တကၠသိုလး 

 Labor Union   အလုပးသမာ့ သမၼဂၢ 

 Other    အ်ခာ့ ____________ 

Main areas of work 

& target group(s) 

of your 

organisation  

သငးအံဖျဲ႔အစညး့၏ 

အဓိက လုပးေဆာငးမႈ 

ႏြငး ံရညးရျယးေသာ 

အုပးစုမ္ာ့ 
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1 Are you using the human rights education, knowledge & skills acquired during the training in your 

work? 

သငးံလကးရြိအလုပးတျငး သငးတနး့မြ ရရြိေသာ လူ႕အချငးံအေရ့ ဆုိငးရာ အသိပညာမ္ာ့၇ ဗဟုသုတ မ္ာ့ကုိ 

အသုဵ့ခ္မႈ ရြိပါသလာ့၈          Yes  No  

If yes, please describe. If no, please explain why not. 

အသုဵ့ၿပဳမႈ ရြိပါက ေဖားၿပေပ့ပါ၈ အသုဵ့ၿပဳမႈ မရြပိါက အဘယးေၾကာငး ံအသဵု့မ်ပဳရသညးကိ ုရြငး့်ပပါ၈ 

  

 

 

 

 

 

 

 

 

2 Have your ideas/perceptions and/or attitudes changes as a result of your participation in the training?  

သငးတနး့တကး်ခငး့အာ့်ဖငး ံသငး၏ အေတျ့ အေခၚ၇ အသိအ်မငးႏြငး ံစိတးေနစိတးထာ့တုိ႔ ေ်ပာငး့လမဲြဳ 
ရြိခဲံပါသလာ့၈          Yes  No  

If yes, please describe the changes. 

ရြိခဲံပါက ေက့္ဇူ့ၿပဳၿပီ့ ထုိေၿပာငး့လမဲႈမ္ာ့ကု ိေဖားၿပပါ၈ 
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3 Have you shared what you learned during this activity?  

If yes, who did you share with? Please provide an example. 

သငးတနး့တျငး ေလံလာခဲ႔ရသညးမ္ာ့ကု ိအ်ခာ့သူမ္ာ့သုိ႔ ်ပနးလညး်ဖနး႔ေွခဲ႔ပါသလာ့၈ အကယး၍ 
်ဖနး႔ေွခဲ႔ပါက မညးသူ႕အေပၚ မညးကဲံသို႔ ်ဖနး႔ေွခဲံသညးကိ ုဥပမာႏြငးံတကျ ေဖား်ပပါ၈          Yes  No 
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4 Have you conducted any Human Rights related activity or follow-up after the training?  

သငးတနး့ၿပီ့သညးံေနာကး လ ံူအချငးံအေရ့ႏြငးံသကးဆုုိငးေသာ လြဳပးရြာ့မြဳမ္ိဳ့၇ ်ပနးလညး ဆနး့စစး်ခငး့မ္ိဳ့ ကိ ု

်ပဳလုပး်ဖစးပါသလာ့၈         Yes  No 

If yes, what kind of activity was it? (e.g. meeting, HRV documentation, training, discussion) 

်ပဳလုပး်ဖစးပါက မညးသို႔ေသာ လုပးေဆာငးမြဳ ်ဖစးသညးကိ ုေဖား်ပပါ၈ (ဥပမာ - အစညး့အေွ့၇ 

လူ႔အချငးံအေရ့ ပညာေပ့ ဇာတးလမး့ဗီဒီယို၇ သငးတနး့ ပို႔ခ္်ခငး့၇ ေဆျ့ ေႏျ့  ဖလြယး်ခငး့) 
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5 Who was the target group for the activity?  

မိမိ၏ လုပးေဆာငးမြဳအတျကး မညးသူတို႔ကိ ုအဓိကဦ့တညးထာ့ပါသနညး့၈ 

  

 

 

 

 

 

 

 

6 Which human rights instruments and specific rights were reflected in the activity? 

မိမိ၏ လုပးေဆာငးမြဳထတဲျငး လူ႔အချငးံအေရ့သငးခနး့စာမ္ာ့ထမဲြ မညးသညံး အခ္ကးမ္ာ့၇ မညးံသညး ံ

နညး့လမး့မ္ာ့ကိ ုထညံးသျငး့အသဵု့်ပဳထာ့ပါသနညး့၈  
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7 What was the feedback from participants? 

သငးႏြငးံအတူသငးတနး  ့တကးေရာကးသူမ္ာ့ထဵမြ ေွဖနးအၾကဵ်ပဳခ္ကးမ္ာ့ကို ေဖား်ပေပ့ပါ၈ 

  

 

 

 

 

 

 

 

 

 

 

8 Were you satisfied with the activity?  

Why or why not? 

သငး၏ လြဳပးေဆာငးမြဳအတျကး ေက္နပးအာ့ရပါသလာ့၈  Yes  No 

ဘာေၾကာငး ံအာ့ရေက္နပးမႈရြိလ/ဲ ဘာေၾကာငး ံေက္နပးအာ့ရမႈမရြိသလ၈ဲ 
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9 Did you request or use any HREIB/Equality Myanmar support for the activity?  

HREIB/ EM မြ အေထာကးအပဵ ံတစဵုတရာ ေတာငး့ခဵထာ့်ခငး့၇ အသဵု့်ပဳ်ခငး့ ရြိပါသလာ့၈      Yes  

No 

If yes, please explain. 

ရြိလြ္ငး ေဖား်ပပါ၈ 
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10 Is there any documentation that you can show from your activity? E.g. photos, documentation, etc. If 

so, please attach.  

သငး၏ လုပးေဆာငးမြဳကိ ု်ပသရနးအတျကး မြတးတမး့တငးမြဳမ္ာ့ ထာ့ရြိပါသလာ့၈ ဥပမာ - ဓာတးပဵုမ္ာ့၇ 

မြတးတမး့မ္ာ့၈ ရြိပါက ေက့္ဇူ့်ပဳ၍ ပူ့တျဲ ေဖား်ပပါ၈ 

  

 

 

 

 

 

 

 

 

11 Are there any further activities that you want to organize? 

ေနာကးထပး သငးလုပးေဆာငးခ္ငးေသာ လြဳပးရြာ့မြဳမ္ာ့ ရြိပါေသ့သလာ့၈ 

 Yes  No 

If so, what kinds of support do you want/need from Equality Myanmar? 
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ရြိပါက Equality Myanmar ထဵမြ မညးသို႔ေသာ အာ့်ဖညးံ လုပးေဆာငးမြဳကိ ုရယူခ္ငးပါသနညး့၈ 
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Training Schedule Form 

စဥး ေန႔စျဲ အခ္ိနးအပိုငး ့ သငးခနး့စာ ေခါငး့စဥး သငးတနး  ့နညး့်ပအမညး 

ပထမ ေန႔    

နဵနကးပိုငး့   

ေန႔လညးပိုငး  ့   

 

 

နဵနကးပိုငး  ့   

ဒုတိယေန႔ ေန႔လညးပိုငး  ့   

  
နဵနကးပိုငး  ့  

 

တတိယေန႔  ေန႔လညးပိုငး  ့   

စတုတၱ ေန႔ 
 

နဵနကးပိုငး  ့   

 ေန႔လညးပိုငး  ့   

ပဥၥမ ေန႔ 

 

နဵနကးပိုငး  ့   

 ေန႔လညးပိုငး  ့   

 

 

 

 

 

 

 

Back to Contents 
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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. 

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵကုိ ခရီ့သျာ့လာမညးံရကးမတုိငးမီြ (ဿ) ရကး ၾကိဳတငး၍ ၿပီ့စီ့ေအာငး ်ဖညံးစျကးရမညး၈ 
ဤေဖာငးသညး ယာဥးအသုဵ့်ပဳမႈမြတးတမး့တျငး ယာဥးအသုဵ့်ပဳမႈမ္ာ့ကုိ မြနးကနးစျာ မြတးတမး့တငးႏိုငးရနးႏြငး ံ
်ပငးဆငးထာ့သညးံအတုိငး  ့ အသုဵ့်ပဳတာွနးေပ့ႏိုငးရနး ရညးရျယးသညး၈ ဤေဖာငးကုိ ယာဥးအသုဵ့်ပဳချငံးရရြိရနးအတျကး 
အုပးခ္ဳပးေရ့ႏြငးံဘ႑ာေရ့မနးေနဂ္ာထဵ တငးသျငး့ရမညး၈ 
 

1. Staff Information 

(ှ) ွနးထမး့ႏြငံးပတးသကးသညးံအခ္ကးအလကး 

Name of Staff (ွနးထမး့အမညး)  

Position (ရာထူ့)  

Program/Department 
(ပရိုဂရမး/ဌာန) 

 

Date of Request 
(ေတာငး့ခဵသညးံေန႔) 

 

 

2. Travel/Tracking Information 

(ဿ) ခရီ့သျာ့မႈအခ္ကးအလကး 

Date & Time of Departure 
ထျကးချာသညးံအခ္ိနးႏြငး ံေန႔စျဲ 

 

Departure place 
ထျကးချာသညံးေနရာ 

 

Destination 
ခရီ့ဆုဵ့ 

 

Date & Time of return 
်ပနးလညးေရာကးရြိသညးံအခ္ိနးႏြငး ံေန႔စျဲ 

 

Purpose of Trip 
ခရီ့၏ ရညးရျယးခ္ကး 

 

 

3. Budget Information 
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(၀) ဘ႑ာေရ့ဆုိငးရာအခ္ကးအလကး 

Projects/Grants 
ပေရာဂ္ကး/ဘ႑ာေငျ 

 

Budget line for travel fee in 
grants 
ရဵပဵုေငျရရြိမႈတျငး ေဖား်ပထာ့သညး ံ
ဘတးဂ္ကးအမ္ိဳ့အစာ  ့

 

 

4. Logistics arrangement for driver (only for over a day) 

(၁) ဒရိုငးဘာအတျကး ေနထုိငးေရ  ့စီစဥးေပ့မႈ (တရကးထကးပိုေသာခရီ့စဥးမ္ာ့အတျကးသာ) 

Accommodation  
ေနထုိငးမႈ 

 

Food 
အစာ့အေသာကး 

 

 

I have already read and understood the EQMM Vehicles Policies & Procedures and agreed these policies. 

----------------------------------------                                                        -------------------------------------- 

Applicant's Signature:                                                                                   Date: 

ေလ္ြာကးထာ့သူ၏လကးမြတး                                                               ေန႔စျဲ 

 

(Back to Contents) 
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Travel Authorization Form 
 

Purpose – The form is to secure official travel approval.  

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစကဵိ ုတရာ့ွငး ခရီ့သျာ့လာမႈချငးံ်ပဳရာတျငး သဵု့သညး၈ 
 

 

1. Name of Staff: 

(ှ) ွနးထမး့အမညး 
 

2. Place of Travel: 

(ဿ) သျာ့မညးံေနရာ 
 

3. Purpose: 

(၀) ရညးရျယးခ္ကး 
 
4. Period of Travel: 

(၁) ခရီ့သျာ့ကာလ ၾကာ်မငးံခ္ိနး 
 

5. Travel Allowance: 

(၂) ခရီ့သျာ့ စရိတး 
 

Approved by (ချငံး်ပဳသူ): 
Signature (လကးမြတး):: 

Date (ေန႔စျဲ): 

 

 

 

 

                                                          

 

  

 

Back to Contents 
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Training of Trainers Application Form  

 

Equality Myanmar မွ -------  ခုနွစ္အတြင္း ---------------------------  တုိ႔မွ လူ႔အခြင့္အေရးအေၾကာင္းကုိ 

နည္းျပအဆင့္အထိ ေလ့လာလုိသူမ်ားအတြက္ လူ႔အခြင့္အေရး  ပညာေပးနည္းျပသင္တန္း ( Human Rights Education 

Training of Trainers) တက္ေရာက္နုိင္ရန္ သင္တန္းေလွ်ာက္လႊာကို ျဖန္႔ေှလိုက္ပါသည္၉ ယခုသင္တန္းကို --------------

----  အတြင္း -------------  ၿမိဳ႔တြင္ ပုိ႔ခ်သင္ၾကားသြားမည္ျဖစ္ပါသည္၉ သင္တန္းကိုတက္ေရာက္ရန္ အထက္ပါေဒသမ်ားမ ွ

စိတ္ှင္စားသူမ်ား ေလွ်ာက္ထားနုိင္ပါသည္၉ သငးတနး့သူ၇သာ့ဦ့ေရ (ဿ၂) ဦ့သာ လကးခဵမညး်ဖစးေသာေၾကာငး ံ

ေနာကးက္ေသာ ေလ္ာကးလႊာေဖာငးမ္ာ့ႏြငး ံ အခ္ကးအလကးအ်ပညးံအစဵုေရ့သာ့ေဖား်ပထာ့်ခငး့မရြိေသာ 

ေလ္ြာကးလႊာေဖာငးမ္ာ့ကုိ ထညးံသျငး့စဥး့စာ့မညး မဟုတး ေၾကာငး့ အသိေပ့အပးပါသညး၈  

 

သင္တန္းတြင္  

- လူ႔အခြင့္အေရး အယူအဆႏွင့္ သမိုင္းေၾကာင္း၈ 
- အျပည္ျပည္ဆုိင္ရာ လူ႔အခြင့္အေရးေၾကညာစာတမ္း၈ 
- ခြျဲခားဆက္ဆံမႈမျပဳျခင္း (Non-discrimination)၈ 
- အမ်ိဳးသမီးအခြင့္အေရး၈ ကေလးအခြင့္အေရးႏွင့္ မသန္စြမ္း သူမ်ားဆုိင္ရာ အခြင့္အေရး စေသာ ႏုိင္ငံတကာ 

လူ႔အခြင့္အေရးစာခ်ဳပ္မ်ား 
- လူ႔အခြင့္အေရးကုိ ႏိုင္ငံေတာ္ ဥပေဒမ်ားရႈ႔ေထာငးံမြ ေလံလာသုဵ့သပး်ခငး့၇   
- သင္တန္းသားဗဟိုျပဳ သင္ၾကားမႈပုံစံမ်ားအတြက္ သင္ခန္းစာျပငဆ္င္ျခင္း၈  
- သင္တန္းသားဗဟိုျပဳ သင္ၾကားမႈပုံစံမ်ားအတြက္ သင္ေထာက္ကူပစၥည္းတီထြင္အသံုးျပဳျခင္းနည္းလမ္းမ်ား၇ 
- သင္တန္းသားဗဟိုျပဳ သင္တန္းပို႔ခ်ျခင္းမ်ားႏွင့္  
- သငး့တနး့စီမဵခနး႔ချဲမႈႏြငး ံအစီရငးခဵ်ခငး့ဆုိငးရာနညး့လမး့မ္ာ့ကုိ လက္ေတြ႔ေလ့လာသြားရမည္ျဖစ္သည၈္ 

 

 

Human Rights Education Training of Trainers Application Form 

လူ႔အခြင့္အေရးပညာေပး နည္းျပသင္တန္း ေလ်ာက္လႊာပံုစံေခၚယူျခင္း 

 

အပိုင္း ဿ၉ ကုိယ္ေရး သတင္း အခ်က္အလက္ 

အမည ္  

http://www.hreib.com/
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ေမြးသကၠရာဇ္ ____ေန႔  / ____  လ/ ____ နွစ္ က်ား၈ မ  က်ား    မ 

ကုိးကြယ္သည္ ့

ဘာသာ  

 ဗုဒၶဘာ 
 ခရစ္ယာန္ 

 မြတ္ဆလင္ 

 အျခား__________ 

ပညာအရည္အခ်င္း 

 အထက္တန္း 

 ဘြဲ႔ရ  

 ဘြဲ႔လြန္ 

လူမ်ိဳး  

 ရခုိင္  

 ဗမာ 

 ခ်င္း  

 ကခ်င္ 

 ကရင္ 

 ကယား/ကရင္နီ 

 မြန္  

 ရွမ္း 

 အျခား __________ 

 
လက္ရိွ 

ေနရပ္လိပ္စာ  

 

__________   ၿမဳိ႔  
 
 
 __________  ျပည္နယ္၈ တိုင္း၉ 

ဖုန္းနံပါတ္  အီးေမးလ္ လိပ္စာ  

အပိုင္း ၀၉ အဖဲြ႔အစည္းဆိုင္ရာအေတြ႔အႀကံဳမ်ား၉ 

အဖြဲ႔အမည ္  မိိမိ၏ တာှန္/ရာထူ့  

အဖြဲ႔အမ်ိဳးအစား 

  အစုိးရဌာန 

  အစုိးရမဟုတ္သည့္အဖဲြ႔အစည္း (NGO) 

  ႏုိင္ငံေရးပါတီ 

  လူထုအေျချပဳအဖဲ႔ြအစည္း 
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ဦးတည္လုပ္ေဆာင္ေန

ေသာ ျပည္သူလူထု 

အမ်ိဳးအစား 

 

မိမိလုပ္ေဆာင္ေနသ

ည့္ 

လုပ္ငန္းအမ်ိဳးအစား 

 

မိမိလကးရြိလုပးကုိငးေန
ရ ေသာ 
လုပးငနး့အက္ဥး  ့

 

 

လက္ရိွအဖြဲ႔တြင္ လုပ္ကုိင္ေနသည့္ ကာလသက္တမး္၉  ဿ-နွစ္ 
 ၀-

နွစ္ 
 ၁-နွစ္ 

 ၂-

နွစ္ 

 ၃-

နွစ္အထက္ 

အပိုင္း ၁၉ သင္တန္းအေတြ႔အႀကံဳ 

အျခား 

တက္ေရာက္ခ့ဲဖူးေသာ 

သင္တန္းမ်ား 

ရိွပါသလား၉  

  တက္ဖူးသည္၉  

  လုံးှ မ တက္ဖူးပါ၉ 

ရိွပါက 

သင္တန္းဘယ္ႏွစ္ႀကိမ္ 

တက္ခ့ဲဖူးပါသလဲ၉ 

_____  သင္တန္းမ်ား၉ 

 

တက္ဖူးပါက 

တက္ခ့ဲဖူးေသာ 

သင္တန္းအမည္၈ 

တာှန္ယူသည့္ 

အဖြဲ႔အစည္းအမည္မ်ား

ကုိ ေဖာ္ျပေပးပါ၉ 

ေခါင္းစဥ္  ေန႔စြ ဲ ပို႔ခ်သည့္အဖြဲ႔အစည္း 

1. 

 
___ / ___  / ___  

2.  

 
___ / ___  / ___  

3. 

 
___ / ___  / ___  

4.  

 
___ / ___  / ___  
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မိမိ ဦးတည ္

လုပ္ေဆာင္ေနေသာ 

လူထုမ်ားအၾကား 

အဓိက 

အျဖစ္မ်ားသည့္ 

လူ႔အခြင့္ 

အေရးအေျခအေနမ်ား

ကုိ ေဖာ္ျပပါ၉  

 

ထုိလူထုအၾကားတြင္ 

လူ႔အခြင့္အေရး 

အေၾကာင္း နားလည္ 

သေဘာေပါက္မႈ 

အေျခအေနႏွင့္ 

အခက္အခဲမ်ားကုိ 

ေဖာ္ျပပါ၉  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

အပိုင္း ၂၉ သငတ္န္း ေမွ်ာ္မွန္းခ်က္မ်ား 

ဘာေၾကာင့္ 

ဤနည္းျပသင္တန္းကို 

စိတ္ှင္စားသလဲ၉ 
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ဤသင္တန္းတြင္ 

မည္သည့္ ွ

အေၾကာင္းအရာ၇ 

ေခါငး့စဥး 

မ်ားကိုေလ့လာ 

ခ်င္ပါသလဲ၉ 

 

 

 

 

 

 

 

 

 

ပို႔ခ်သင္ၾကားမႈဆုိင္ရာ

တြင္ 

မည္သည့္အရည္အခ်င္

းမ်ားကုိ 

အထူးျပဳေလ့လာလုိ 

ပါသလဲ၉ 
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ဤသင္တန္းမွ 

ရရွိေသာ 

အေၾကာင္းအရာမ်ားက  

မိမိအဖြဲ႔အစည္းအတြ

က္ ဘယ္လုိ အက်ိဳး 

ေက်းဇူးမ်ား 

ရရိွေစမည္နည္း၉ 

 

 

 

 

 

 

 

 

 

အပိုင္း ၃၉ မိမိကိုယ္ကိုဆန္းစစ္ျခင္း 

 

ေက်းဇူးျပဳ၍ ေအာက္တြင္ေဖာ္ျပထားေသာ ေခါင္းစဥ္မ်ားႏွင့္ 

ပတ္သက္ၿပီး မိမိ၏ ဗဟုသုတအား သင့္ေလ်ာ္ေသာ 

အကြက္တြင္ အမွတ္ျခစ္ေပးပါ၉ 

 

၃= (ကြ်မ္းက်င္အဆင့္)  

၂ = (ေတာ္ေတာ္မ်ားမ်ား)  

၂ = (အထိုက္အေလ်ာက္)  

၀ = (အနည္းငယ)္ 

ဿ = (လံုးှ မသိပါ) 

ေခါင္းစဥ္မ်ား ဿ ၀ ၁ ၂ ၃ 

အေျခခံလူ႔အခြင့္အေရး အယူအဆႏွင့္ သေဘာတရားမ်ား၉      

အျပည္ျပည္ဆုိင္ရာ လူ႔အခြင့္အေရးေၾကညာစာတမ္း၈      

ခြျဲခားဆက္ဆံမႈမျပဳျခင္း (Non-discrimination)၈      

ႏိုင္ငံတကာ အမ်ိဳးသမီးအခြင့္အေရးစာခ်ဳပ္ (စီေဒါ)၈       

ႏိုင္ငံတကာ ကေလးအခြင့္အေရးစာခ်ဳပ္      

ႏုိင္ငံေတာ္ ဥပေဒမ်ားႏွင့္ လူ႔အခြင့္အေရး၈      

ႏိုငးငဵတကာ မသနးစျမး့သူမ္ာ့အချငံးအေရ့ဆုိငးရာစာခ္ဳပး      
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သင္တန္းသားဗဟိုျပဳ သင္ခန္းစာျပင္ဆင္ျခင္း၈      

သင္တန္းသားဗဟိုျပဳ သင္ၾကားပုိ႔ခ်ျခင္းနည္းလမ္းမ်ား၈      

သင္ေထာက္ကူပစၥည္းတီထြင္အသံုးျပဳျခင္းနည္းလမ္းမ်ား၈      

သင္တန္းအကဲ်ဖတး်ခငး့နညး့လမး့မ္ာ ၈့      

ဘ႑ာေရ့ႏွင့္ လုပ္ငန္းစဥ္ အစီရင္ခံစာမ်ား ေရးသားျခင္း၉      

အပိုင္း ၄၉ အေထြေထြ 

ေရွာင္သည့္ 

အစားအေသာက္မ်ား၉  
  ရိွ    မရိွ ရွိပါက ေဖာ္ျပေပးပါ၉  

အထူးလိုအပ္မႈမ်ား၉  

ဥပမာ - 

နားၾကားကိရိယာ… 

 ရိွ   မရိွ ရွိပါက ေဖာ္ျပေပးပါ၉ 
 

 

အပိုင္း ၅၉ လမ္းခရီးကုန္က်စားရိတ္ 

မိမိေဒသမွ မႏၱေလးၿမိဳ႔သို႔လာေရာက္ပါက ကုန္က်မည့္လမ္းစားရိတ္ (အသြားအျပန)္ ခန္႔မွန္းကုန္က်ေငြ 

 

ရထား၈ ေလယာဥ္၈ ကားခ             ------------            က်ပ ္

တည္းခိုခန္းခ                           ------------            က်ပ ္

တကစၠီခ                                -------------          က်ပ္    

 

 

အပိုင္း ၆၉ သင္တန္းသ/ူ သားမ်ားအတြက္ လိုအပ္မည့္အရည္အခ်င္း၉  

 အသက္ ၀ှ - ၂ှ ႏွစ္အတြင္းရိွသူျဖစ္ရမည္၉ 
 ျမန္မာစာႏွင့္ ျမန္မာစကားကုိ ေရးႏုိင္၈ ေျပာႏုိင္သူျဖစ္ရမည္၉ 
 လူ႔အခြင့္အေရးအေၾကာင္းနွင့္ ပတ္သက္ၿပီး စိတ္ှင္စားေလ့လာလုိသူျဖစ္ရမည္၉ 
 လူမ်ိဳး၈ ကုိးကြယ္သည့္ဘာသာ၈ လိင္ (က်ား၈မ)၈ အသားအေရာင္၈   ျခားနားသန္စြမ္းသူ၈ လိင္စိတ္ခံယူမႈအေပၚ  

ခြျဲခားဆက္ဆံျခင္း မရိွသူျဖစ္ရမည္၉  
 မိမိ၏လက္ေတြ႔လုပ္ငန္းမ်ားတြင္ ဆင့္ပြားပညာေပးလုပ္ငန္းမ်ားလုပ္ေဆာင္ရန္ ဆႏၵရိွသူျဖစ္ရမည္၉ 
 သင္တန္းတြင္ခ်မွတ္မည္ ့စည္းကမ္းမ်ားကို ေလးစားလိုက္နာႏုိင္သူျဖစ္ရမည္၉ 
 (၁ှ) ရက္တာ သင္တန္းကာလကုိ အခ်ိန္ျပည္ ့မပ်က္မကြက္တက္ေရာက္ႏုိင္သူျဖစ္ရမည္၉   
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 သင္တန္းၿပီးဆုံးသြားပါက မိမိ၏ ေလ့လာသိရိွခ်က္မ်ားကုိ မိမိေဒသရိွ လူထုအၾကား အနည္းဆုံးတႀကိမ္ 
ျပန္လည္ပုိ႔ခ်ႏုိင္သူျဖစ္ရမည္၉ (လုိအပ္မည့္ သင္ေထာက္ကူဆုိင္ရာ ပံ့ပုိးမႈမ်ားကုိ Equality Myanmar မွ 
ပံ့ပုိးမည္ျဖစ္သည္၉) 

အပုိင္း ၇၉ ေထာက္ခံခ်က္ 

သင္တန္းတက္ေရာက္ရန္အတြက္ အဖြဲ႔အစည္းတခုခုမွ တာှန္ရွိသူအနည္းဆုံး(ဿ)ဦးေထာက္ခံေပးရန္လုိအပ္သည္၉ 

 

ေထာက္ခံေပးမည့္ပုဂၢိဳလ္ 

 

လက္မွတ္ 

 

အမည ္

 :…………………………………………………………………………………………………………………………………………………

……………… 

တာှန္  : 

………………………………………………………………………………………………………………………………………………………………… 

အဖြဲ႔အစည္း: 

………………………………………………………………………………………………………………………………………………………………. 

ဆက္သြယ္ရန္လိပ္စာ: 

……………………………………………………………………………………………………………………………………………………………… 

တယ္လီဖုန္း : 

…………………………………………………………………………………………………………………………………………………………………

. 

အီးေမးလ္လိပ္စာ    : 

……………………………………………………………………………………………………………………………….……………………………….. 
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* အထက္ပါေဖာ္ျပခ်က္မ်ားသည္ မိမိကုိယ္တုိင္ျဖည့္စြက္ထားသည္မွာ မွန္ကန္ေၾကာင္း ှန္ခံအပ္ပါသည္၉ 

 

                                                 လက္မွတ ္

                                                       ေလွ်ာက္ထားသူ 

                                                                                                                      ေန႔စြ-ဲ      /        

/၀ှဿ၁ 

မွတ္ခ်က္ - 

 

အခ္ိနး်ပညးံမပ္ကးမကျကး တကးေရာကးႏိုငးသညး ံသငးတနး့သူ၇သာ့မ္ာ့ကိုသာလ္ငး သငးတနး့နညး့်ပ 

အသိအမြတး်ပဳလကးမြတး ( Trainer of Trainer Certificate) ေပ့အပးမညး်ဖစးပါသညး၈  

ေလ်ာက္လႊာပံုစံ ေပးပို႔ျခင္း 

က၉ သင္တန္းေလွ်ာက္လႊာကို အျပည့္အစံုေရးျဖည့္ၿပီး  --------- ခုနွစ္၈ -------- တြင္ ေနာက္ဆံုးထား၍ Equality 

Myanmar ရဵု့၏  ------------------ ထံသို႔ ---------------- ႏြငး ံ ်ဖငး ံျပန္လည္ေပးပို႔ရမည္ျဖစ္သည္၉ 

ေရြးခ်ယ္ခံရေသာသင္တန္းသားမ်ားအား ---------------- ေန႔တြင္ ျပန္လည ္အေၾကာင္းၾကားေပးပါမည္၉  

 

ခ၉ အေရြးခ်ယ္ခံရေသာ သင္တန္းသူ၈သားမ်ားအတြက္ လုိအပ္မည္ ့ေအာက္ပါကုန္က်စရိတ္မ်ားကုိပ႔ံပုိးေပးမည္ျဖစ္သည္၉ 

 ခရီးစဥ္ လမ္းစရိတ္မ်ား 
 သင္တန္းတြင္း အစားအေသာက္ 
 ေနထိုင္မႈမ်ား 
 စာေရးကိရိယာမ်ားႏွင့္ အျခားစာရြက္စာတမ္းမ်ား 
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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. 

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵကုိ အဖျဲ႔အစညး့အတျငး  ့ လစးလပးလ္ကးရြိေသာ ရာထူ့တာွနးကုိ ခနး႔အပးႏိုငးရနး 
အဖျဲ႔အစညး့အတျငး့်ဖစးေစ အဖျဲ႔်ပငးပတျငး်ဖစးေစ ေၾကညာရနး အသုဵ့်ပဳရမညး၈ 
 

Vacancy Announcement  အလုပးလစးလပးေၾကာငး့ေၾကညာခ္ကး 
 

Deadline For Application 

ေနာကးဆုဵ့ေလြ္ာကးရမညးံေန႔ရကး 
 

 

Position Title 

ရာထူ့ 
 

 

Location 

ေနရာ 
 

 

Reports to 

အစီရငးခဵရမညးံသူ 
 

 

 

EQMM seeks a committed and enthusiastic person to join our office in -------- This position is full time/part 

time and starts in ----------. 

EQMM အေန်ဖငး ံ ---------------- ရဵု့တျငး လုပးကုိငးရနးအတျကး ဆုဵ့်ဖတးခ္ကးခိုငးမာၿပီ  ့ စိတးအာ့ထကးသနးသူမ္ာ့ကုိ 
ရြာေဖျေနလ္ကးရြိပါသညး၈ ထုိရာထူ့မြာ အခ္ိနး်ပညးံ်ဖစးၿပီ  ့xxxxx ရကးမြစတငး၍ တာွနးထမး့ေဆာငးရမညး်ဖစးသညး၈ 
 

Organization Background အဖျဲ႔အစညး့ေနာကးခဵအေၾကာငး့အရာမ္ာ  ့
 

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.  

“ညီမြ္်ခငး-့်မနးမာ” (ယခငး-လူ႔အချငးံအေရ့ပညာေပ့ဌာန-(်မနးမာႏိုငးင)ဵ HREIB)” သညး အ်မတးအစျနး့အတျကး 

မရညးရျယးသညး ံ  အစို့ရမဟုတးေသာအဖျဲ႔အစညး့တစးခု်ဖစးသညး၈ အရပးဘကးလူ႔အဖျဲ႔အစညး့မ္ာ့ႏြငး ံ အေ်ခခဵ်ပညးသူ 

လူထုမ္ာ့အတျကးဦ့တညး၍ လူ႔အချငးံအေရ့ပညာေပ့်ခငး  ့ အစီအစဥးမ္ာ့၇ စညး့ရဵု့လႈဵ႔ေဆား်ခငး့အစီအစဥးမ္ာ့ႏြငး ံ

သုေတသနအစီအစဥးမ္ာ့ကုိ လုပးေဆာငး ေနလ္ကးရြိသညး၈ ညီမြ္်ခငး -့်မနးမာ သညး လူ႔အချငးံအေရ့နညး့်ပသငးတနး့မ္ာ့၇ 

အေ်ခခဵလူ႔အချငးံအေရ့ႏြငး ံ သီ့်ခာ့ေခါငး့စဥးအလုိကး လူ႔အချငးံအေရ့သငးတနး့မ္ာ့၇ အမ္ာ့်ပညးသူပါွ ငးႏိုငးသညး ံ

အခမး့အနာ့ပျဲမ္ာ့ႏြငး ံ လူ႔အချငးံအေရ့အေၾကာငး့အရာႏြငးံပတးသကး၍ အေသ့စိတးေလံလာႏိုငးမညးံု႔ 

အလုပးရဵုေဆျ့ ေႏျ့ ပျဲမ္ာ့ကုိ ရနးကုနးၿမိဳံႏြငး ံ မႏၱေလ့ၿမိဳ႔ရြိသငးတနး့ခနး့မမ္ာ့တျငး သာမက ်မနးမာ်ပညးအႏြ႔ဵတျငး 

က္ယးက္ယး်ပနး်ပနး႔ လုပးေဆာငးေနလ္ကးရြိသညး၈ ထုိ႔အ်ပငး ်မနးမာႏိုငးငဵအတျငး  ့ က႑အသီ့သီ့ကုိ လုပးေဆာငး ေနသညး ံ

အဖျဲ႔အစညး့မ္ာ့က ဖိတးၾကာ့ေေသာသငးတနး့မ္ာ့သုိ႔လညး  ့ နညး့်ပမ္ာ့ေေစလႊတး၍ လူ႔အချငးံအေရ့ပညာေပ့လ္ကး 

ရြိပါသညး၈  

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.  

 

“ညီမ္ြ်ခငး ့ - ်မနးမာ” ကုိ စတငးတညးေထာငးခဲံသညး ံ ဿွွွ ်ပညးံႏြစးမြစ၍ အမ္ိဳ့သမီ့မ္ာ့၇ လူငယးမ္ာ့၇  သံဃာေတာ္မ်ား 
ႏွင့္သင္းအုပ္ဆရာမ်ား၈ လိင္တူခ်စ္သူမ်ား၈ တက္ၾကြလႈပ္ရွားသူမ်ား၈ ေက်ာင္းဆရာ ၇ ဆရာမမ်ားႏွင့္  ရပ္ရြာလူထု  
ေခါင္းေဆာင္မ်ား အပါအှင္လူဦးေရ စုစုေပါင္း လူဦးေရ (၀ှှှ)ေက်ာ္အား ေလံက္ငးံပညာေပ့နိုငးခဲံသညး၈ ထုိ႔်ပငး 
်မနးမာ်ပညးအႏြဵ႔အ်ပာ့ႏြငး ံ နယးစပးေဒသတေလြ္ာကးတုိ႔တျငး အားေကာင္းေသာလူ႔အခြင့္အေရးနည္းျပမ်ားႏွင့္ 
လူ႔အခြင့္အေရးစည္းရံုးလႈံ႔ေဆာ္သူမ်ား ကြန္ယက္ မ်ားကုိ  တည္ေဆာက္ႏိုင္ခဲ့ပါသည္၉  
 
 “ညီမြ္်ခငး-့်မနးမာ” သညး ထုိငး့ႏိုငးငဵႏြငး ံ ်မနးမာႏိုငးငဵရြိရဵု့မ္ာ့ႏြငး ံ ရနးကုနးၿမိဳ႔ႏြငး ံ မႏၲေလ့ၿမိ႔ို႔ရြ ိ သငးတနး့ခနး့မမ္ာ့မြ 
တဆငးံစညး့ရဵု့လႈဵ႔ေဆားမႈမ္ာ့ကုိ ဟနးခ္ကးညီည ီ ပူ့ေပါငး့ေဆာငးရျကၾကမညးံ၇ ရပးရျာလူထုၾကာ့ အသိပညာေပ  ့
အစီအစဥးမ္ာ့ကုိ ေဆာငးရျကးၾကမညးံ၇  လူ႔အချငးံအေရ  ့အေၾကာငး့ အရာမ္ာ့ကုိ တာွနးရြိသူမ္ာ့အၾကာ့တငး်ပေ်ပာဆုိမညး ံ
လူထုအေ်ခ်ပဳအဖျဲ႔အစညး  ့ကျနးယကးမ္ာ့ ေပၚေပါကးလာေစရနး ရညးရျယးလုပးေဆာငးေနပါသညး၈  
 

“ညီမြ္်ခငး-့်မနးမာ” သည္  လျနးခဲံေသာႏြစးမ္ာ့အတျငး့မြစ၍ ်မနးမာႏိုငးငဵ၏ လူ႔အချငးံအေရ  ့အေ်ခအေနမ္ာ့ႏြငးံပတးသကးၿပီ  ့
ျပည္တြင္း၈ ေဒသတြင္းႏွင့္ ႏိုင္ငံတကာအၾကား  သိရြိလာေစရနး လုပးေဆာငးသညးစံညး့ရဵု့လႈဵ႔ေဆား်ခငး  ့ ကမးပိနး့မ္ာ့တျငး 
က္ယးက္ယး်ပနး႔်ပနး႔ ဦ့ေဆာငးပါွ ငး လုပးေဆာငးခဲံပါသညး၈ 
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Duties and Responsibilities (တာွနးႏြငး ံွတၱရာ့မ္ာ )့ 
 

 

 

 

 

 

Required Qualifications (လိုအပးသညး ံအရညးအခ္ငး့မ္ာ )့ 
 

 

 

 

 

 

Salary and Benefits  (လစာႏြငးံခဵစာ့ချငးံမ္ာ )့ 
 

 

A competitive local salary with health and other benefits including an opportunity to engage with local, 

regional and international human rights advocacy networks.   

ႏိုငးငဵ၇ ေဒသႏြငးး ံ ႏိုငးငဵတကာ လူ႔အချငးံအေရ့လႈဵ႔ေဆားမႈမ္ာ့တျငး ပါွ ငးချငးံမ္ာ့အပါအွငး အ်ခာ့ေသာအချငးံအလမး့မ္ာ့၇ 
က္နး့မာေရ့အာမခဵမ္ာ ႏ့ြငးံအတူ ေကာငး့မျနးေသာလစာ ခဵစာ့ချငးံ၇ 

 

How to Apply (ဘယးလုိေလြ္ာကးရမညးနညး )့ 
 

If you are interested in applying for this position please prepare the following: 

ယခုရာထူ့ကုိေလြ္ာကးထာ့ရနးစိတးွ ငးစာ့ပါက ေအာကးပါအခ္ကးမ္ာ့ကုိ ်ပငးဆငးပါ၈ 
 Resume/CV (ကုိယးေရ့ရာဇွငး) 
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 Contact numbers and email address   (ဆကးသျယးႏိုငးမညး ံဖုနး့နဵပတးမ္ာ့ႏြငး ံအီ့ေမလး့လိပးစာ) 
 Names and contact information for at least 2 character references. 

(အက္ငးံစာရိတၱေကာငး့မျနးေၾကာငး့ေထာကးခဵသညး ံအနညး့ဆုဵ့ေထာကးခဵသူႏြစးဦ့၏ အမညးႏြငး ံ
ဆကးသျယးႏိုငးမညးံလိပးစာမ္ာ )့ 
 

 

Email your application as soon as possible to info@equalitymyanmar.org 

ေလ္ာကးလျြာမ္ာ့အာ  ့info@equalitymyanmar.org သို႔ေပ့ပုိ႔ ေလ္ာကးထာ့ႏုိငးပါသညး၈  
 

Applications are accepted from all people; women and people from ethnic nationalities in Burma are 

especially encouraged to apply. 

အမ္ိဳ့သမီ့မ္ာ့ ႏြငး ံတိုငး့ရငး့သာ့လူမ္ိဳ့မ္ာ့အပါအွငး လူတိုငး့ စိတးွ ငးစာ့ပါက ေလ္ာကးထာ့ႏုိငးပါသညး၈  
 

For more information about EQMM and our work please visit www.hreib.com 

EQMM အေၾကာငး့ႏြငး ံလုပးငနး့မ္ာ့အေၾကာငး့သိရြိလုိပါက www.hreib.com တျငးေလံလာႏိုငးပါသညး၈ 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:info@equalitymyanmar.org
mailto:info@equalitymyanmar.org
http://www.hreib.com/
http://www.hreib.com/
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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.  

ရညးရျယးခ္ကး - ဤစာရငး့ကုိ ခရီ့သျာ့လာရနးေတာငး့ခဵသညးံွ နးထမး့က ခရီ့စဥးၿပီ့ဆုဵ့သျာ့သညံးအခါတုိငး့တျငး 
်ဖညးံစျကးရမညး်ဖစးသညး၈ ထုိစာရငး့ကုိ ခရီ့စဥးၿပီ့ဆုဵ့ပါက Administrative & Logistic Coordinator (သို႔) Finance & 
Administrative Coordinator ထဵ အပးႏြဵရမညး၈  
 

Date 

ေန႔စျဲ 
 

Driver 
Name 

ယာဥးေမာငး့
အမညး 
 

Departure 

ထျကးချာ 
သညးံေနရာ 
 

Destination 

ခရီ့ဆုဵ့ 
 

Mileage 
 

သျာ့လာသညးံ 
မိုငး 
 

Signature 
 

လကးမြတး 

Remark 

 
မြတးခ္ကး 
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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.  

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵကုိ ွနးထမး့သစးမ္ာ့အာ  ့ ႀကိဳဆုိသညးံအခ္ိနးတျငးအသုဵ့်ပဳရနးအတျကး အုပးခ္ဳပးေရ့ႏြငး ံ
ဘ႑ာေရ့မနးေနဂ္ာက ်ပငးဆငးၿပီ  ့ ညျြနးၾကာ့ေရ့မႈ့က လကးမြတးေရ့ထုိ့ရမညး၈ ဤေဖာငးပဵုစဵကုိ ထုိွနးထမး့က 
အဖျဲ႕အစညး့တျငးစတငးအလုပးဆငး့သညး ံပထမေန႔တျငး ေပ့အပးရမညး၈ 
 

Date (ေန႔စျဲ) ----------------------------------- 
Name (အမညး) 
Position Title (ရာထူ့တာွနး) 
Program/Department (ပရိုဂရမး/ဌာန) 
 

Dear -------------------, 

I 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. 

ညီမြ္်ခငး  ့ - ်မနးမာ က သငးံကုိ လႈိကးလြစဲျာႀကိဳဆုိပါသညး၈ သငးံအေန်ဖငး ံ မိမိတုိ႔၏ အလုပးလုပးရနးကမး့လြမး့မႈကုိ 
လကးခဵခဲံသညးံအတျကး အထူ့ေက္နပးမိပါသညး၈ သငးံအေန်ဖငးံလဲ ညီမ္ြ်ခငး  ့ - ်မနးမာ တျငး 
တာွနးထမး့ေဆာငးရသညးံအတျကး အလာ့တူခဵစာ့ခ္ကးမ္ာ  ့ရြိမညးဟု ေမြ္ားလငးံပါသညး၈ 
 

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. 

သငး၏ လုပးေဖားကုိငးဖကးသစးမ္ာ့က သငးံကုိ ပိုမိုရငး့ႏြီ့ႏိုငးေစရနးအတျကး ေစာငးံႀကိဳလ္ကးရြိသညးအံတျကး သငးံအေနႏြငး ံ
ထုိလုပးေဖားကုိငးဖကးမ္ာ့အာ့လုဵ့ကုိ ေတျ႔ဆုဵေစလုိပါသညး၈ သငး၏ ပထမဦ့ဆုဵ့ရဵု့တကးရကးအတျငး့တျငး 
အုပးခ္ဳပးေရ့ႏြငးံဘ႑ာေရ့မနးေနဂ္ာက အဖျဲ႔အစညး့လုပးငနး့မ္ာ့ႏြငး ံ ပတးသကးၿပီ့ မိတးဆကးရြငး့လငး့မႈမ္ာ  ့
လုပးေဆာငးေပ့မြာ်ဖစးပါသညး၈ ထုိ႔်ပငး သငး၏ တာွနးသစးတျငး တာွနးမ္ာ့ကုိ ခ္ကးခ္ငး့ေကာငး့မျနးစျာ 
ထမး့ေဆာငးႏိုငးေစရနးအတျကး လုပးေဆာငးရမညး ံရညးမြနး့ခ္ကးအစပိုငး့မ္ာ့ကုိ ခ္မြတးေပ့မညး်ဖစးပါသညး၈ 
 

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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ဒုတိယေန႔တျငး သငးႏြငးံအတူလကးတဲျလုပးေဆာငးမညး ံ လုပးေဖားကုိငးဖကးမ္ာ့ႏြငး ံ ေတျ႔ဆုဵ်ခငး့မ္ာ့ပါွ ငးမညး်ဖစးၿပီ  ့
သငးံအေနႏြငး ံ မိမိ၏ဌာန/ ပရိုဂရမးအေၾကာငး့ကုိ ပိုမိုနာ့လညးလာေစမညး်ဖစးသညး၈ လာမညးံအပတးမ္ာ့တျငးလညး  ့
အဖျဲ႔ႏြငးံလုပးေဆာငးေနသညးံလုပးငနး့မ္ာ့အေၾကာငး့ကုိဆကးလကး ေလံလာသျာ့ႏိုငးရနး ကူညီသျာ့မြာ်ဖစးပါသညး၈ 
 

Again, welcome to EQMM. If you have questions, please do hesitate to contact the administrative & 

finance manager or your supervisor.  

ညီမြ္်ခငး  ့- ်မနးမာ က ႀကိဳဆုိေၾကာငး့ ထပးေလာငး့ေ်ပာဆုိလုိပါသညး၈ လုိအပးပါက အုပးခ္ဳပးေရ့ႏြငးံဘ႑ာေရ့မနးေနဂ္ာ 
သုိ႔မဟုတး သငးံအထကးက စီမဵကျပးကဲသူကုိ ဆကးသျယးေမ့်မနး့ႏိုငးပါသညး၈ 
 

Regards (ဆႏၵမျနး်ဖငး), 
Signature (လကးမြတး): 

Name (အမညး) 
Executive Director (ညျြနးၾကာ့ေရ့မႈ )့ 

Equality Myanmar (ညီမ္ြ်ခငး  ့- ်မနးမာ) 
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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 

 

HRE – 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.O.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. 

 

http://www.macmillandictionary.com/search/british/direct/?q=a
http://www.macmillandictionary.com/search/british/direct/?q=meeting
http://www.macmillandictionary.com/search/british/direct/?q=between
http://www.macmillandictionary.com/search/british/direct/?q=a
http://www.macmillandictionary.com/search/british/direct/?q=worker
http://www.macmillandictionary.com/search/british/direct/?q=and
http://www.macmillandictionary.com/search/british/direct/?q=their
http://www.macmillandictionary.com/search/british/direct/?q=manager
http://www.macmillandictionary.com/search/british/direct/?q=in
http://www.macmillandictionary.com/search/british/direct/?q=order
http://www.macmillandictionary.com/search/british/direct/?q=to
http://www.macmillandictionary.com/search/british/direct/?q=discuss
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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. 
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V – Annexes   

 
1. Salary & Honorarium Guidelines  

2. Vehicle Policies & Procedures 

3. Child Protection Policy 

4. Sexual Harassment Policy  

5. Library Policies & Procedures 

6. 2014 Official Holidays 
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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 
Level  

Tile Minimum 
Salary in  
USD 

Maximum 
Salary in 
 USD 
 

Minimum 
Years of 
Experience 

Minimum 
Educational 
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 
and Trainer  
 

400 
 

600 
 

3 BA or 
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 
Rate in USD 

Maximum Daily 
Rate in USD 

Minimum Years 
of Experience 

1 Junior level  75 100 0 – 4 years  

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   

 
Table of Contents 
 
 
1. General Statement  
2. The Purpose of this Policy  
3. Acronyms Used In This Policy  
4. Vehicle Safety and Security 
5.         Authorization To Drive   

6.         Use Of EQMM Vehicles  
7.         Overall Responsibility for EQMM Vehicles    

8.         Daily Allocation of Vehicles   

9.         Log Sheets   

10.         Accidents  

11.  Vehicle Insurance  

12.         Onboard Documentation  

13.  Vehicle Registration  

14.         Vehicle Marking   

15.         Fuel   

16.         Motorcycle Policy   

17.         Compliance  

 

 
   

 

Appendices 
 
 
 

Appendix A:       Transport Request Form  
Appendix B:       Driver Authorization Form  
Appendix C:       Vehicle Log Sheet 
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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  
• All drivers of EQMM vehicles must be authorized to drive by AFM.  

• It is mandatory that all drivers and passengers wear safety belts.  

• Drivers must drive in a safe and defensive manner, respectful of other road users and 

pedestrians. Unsafe drivers must be reported to the AFM.  

• Staff must not operate a vehicle while under the influence of alcohol or drugs.  

• 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.  

• Any exceptions to the policy must be authorized by AFM.  

• Motorcycle riders and passengers must wear helmets at all times.  

 
4.2. Security  

• Fuel tanks must be at least ¾ full at the end of each day.  

• All vehicle security accidents must be reported to the AFM immediately.  
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• Vehicles must be left in secure and designated parking locations when not in use.  

• Park in well-lit, secure public areas. Parking of vehicles overnight on the street is 

prohibited. Vehicles must be locked while unattended.  

• No arms (weapons) may be carried in EQMM vehicles.  

 

14. Authorization To Drive  

 

5.1. Authorization  

• All drivers who drive EQMM vehicles must have received a Driver's Authorization Form 

(See Appendix) prior to driving an EQMM vehicle.  

• This form will be signed by the driver and AC/ALC/FAC.  

• 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: 

• The individual must be recommended by our local networks.  

• The individual must have approval from AFM.  

• The individual must have a valid Thai/Myanmar driver's license or international driving 

license.  

• The individual must be physically and mentally competent to drive a vehicle.  

 
15. Use Of EQMM Vehicles  

 
6.1. General Rules  

• All staff must read the EQMM Vehicle Policy and Procedures.  

• 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.  

• It is 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.  

• No smoking or drinking alcohol in EQMM vehicles.  

• It is prohibited to bring any narcotic drugs or other illegal substances/possessions into EQMM 

vehicles.  

• All trips must be logged in the log sheet. The log must state whether the trip is for work use 

or personal use.  

• All mileage must be recorded in the vehicle log sheet stating its use, work or personal.  

• Keys must be returned to AFM at the end of a journey.  

• AFM & AC will maintain all income and expenditure documents relating EQMM vehicles.  

• 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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• Immediately following use of the vehicle, the cost of the vehicle use must be paid to the 

AC/ALC/FAC from the program budget.  

• All usage for work purposes without charges should be recorded.  

 

6.3. Use of Vehicle for Personal Purpose  

• 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.  

• 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  

• At the end of a journey, the driver or staff should return the keys to AFM.  

• Vehicle keys must be kept in a locked drawer under the control of AFM.  

• Loss, theft or damage of keys must be reported immediately.  

• 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: 

• Date  

• Driver Name  

• Travel location  

• Departure time  

• 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. 
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9.    Log Sheets 

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: 

• Identify yourself. Give your phone number if you not using your designated contacts.  

• Give your location.  

• Describe briefly injuries or damage.  

• Indicate whether the Police are present.  

• Indicate if the situation is calm or not.  

• 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: 

• Assess the situation for security  

• Contact the AFM  

• Note the registration number, make and model of any other vehicle in the accident  

• Between the drivers, yourself and the AFM, determine whether the situation can be 

reasonably and amicable resolved  

• 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: 

• All of the actions required for Minor Accidents (above).  

• Wait for assistance to arrive from EQMM  

• 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: 

• All of the actions required for Minor Accidents and Serious Accidents (above)  

• Move the injured if they are in further danger. Take great care not to worsen their 

condition.  

• If possible, assist in stabilizing and reassuring the injured.  

• 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  

 

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: 

• A police report  

• A copy of the vehicle purchase invoice  

• A repair estimate from workshops  

• A photograph of the damaged vehicle  

 

11.2.  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.  

 

11.3.  Theft 

• In the case of theft, immediately cancel the local insurance and registration and call the 

police.  

 

12. 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: 

• A copy of the license/registration booklet which includes record of payment of annual tax (See 

Appendix)  

• A copy of contact details of insurance company (See Appendix)  

• 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 

• All riders must possess a valid Thai motorcycle license. Any exceptions must be 

authorized by AFM.  

• Only authorized EQMM staff is permitted to operate or ride on EQMM owned 

motorcycles. Inform to AC before use it.  

• All riders must read, understand and agree to the EQMM Vehicle Policy.  

• The EQMM riders must log the kilometer read at the beginning and end of each trip.  

• All riders and passengers must wear safety helmets. Failure to do so will result in 

termination of riding privileges.  

• AC/ALC/FAC will be responsible for the daily allocation of motorcycles.  

• 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.  

• 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 

• Copies of license registration and tax payments  

• 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: 

• Conduct daily per-operation check of the brakes, throttle, engine and transmission oil, 

chain, wheels and tires, fitting/fasteners, lights/signal, and battery.  

• Clean, lubricate, and adjust (tighten) the chain on a weekly basis.  

• Clean and replace spark plug.  
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• Replenish two-stroke oil as needed.  

 

16.4.  Operation of Motorcycles 

• For visibility, the headlight must be turned on when operating the motorcycle.  

• 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. 

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵကုိ ခရီ့သျာ့လာမညးံရကးမတုိငးမီြ (ဿ) ရကး ၾကိဳတငး၍ ၿပီ့စီ့ေအာငး ်ဖညံးစျကးရမညး၈ 
ဤေဖာငးသညး ယာဥးအသုဵ့်ပဳမႈမြတးတမး့တျငး ယာဥးအသုဵ့်ပဳမႈမ္ာ့ကုိ မြနးကနးစျာ မြတးတမး့တငးႏိုငးရနးႏြငး ံ
်ပငးဆငးထာ့သညးံအတုိငး  ့ အသုဵ့်ပဳတာွနးေပ့ႏိုငးရနး ရညးရျယးသညး၈ ဤေဖာငးကုိ ယာဥးအသုဵ့်ပဳချငံးရရြိရနးအတျကး 
အုပးခ္ဳပးေရ့ႏြငးံဘ႑ာေရ့မနးေနဂ္ာထဵ တငးသျငး့ရမညး၈ 
 

1. Staff Information 

(ှ) ွနးထမး့ႏြငံးပတးသကးသညးံအခ္ကးအလကး 

Name of Staff (ွနးထမး့အမညး)  

Position (ရာထူ့)  

Program/Department 
(ပရိုဂရမး/ဌာန) 

 

Date of Request 
(ေတာငး့ခဵသညးံေန႔) 

 

 

2. Travel/Tracking Information 

(ဿ) ခရီ့သျာ့မႈအခ္ကးအလကး 

Date & Time of Departure 
ထျကးချာသညးံအခ္ိနးႏြငး ံေန႔စျဲ 

 

Departure place 
ထျကးချာသညံးေနရာ 

 

Destination 
ခရီ့ဆုဵ့ 

 

Date & Time of return 
်ပနးလညးေရာကးရြိသညးံအခ္ိနးႏြငး ံေန႔စျဲ 

 

Purpose of Trip 
ခရီ့၏ ရညးရျယးခ္ကး 
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3. Budget Information 

(၀) ဘ႑ာေရ့ဆုိငးရာအခ္ကးအလကး 

Projects/Grants 
ပေရာဂ္ကး/ဘ႑ာေငျ 

 

Budget line for travel fee in 
grants 
ရဵပဵုေငျရရြိမႈတျငး ေဖား်ပထာ့သညး ံ
ဘတးဂ္ကးအမ္ိဳ့အစာ  ့

 

 

4. Logistics arrangement for driver (only for over a day) 

(၁) ဒရိုငးဘာအတျကး ေနထုိငးေရ  ့စီစဥးေပ့မႈ (တရကးထကးပိုေသာခရီ့စဥးမ္ာ့အတျကးသာ) 

Accommodation  
ေနထုိငးမႈ 

 

Food 
အစာ့အေသာကး 

 

 

I have already read and understood the EQMM Vehicles Policies & Procedures and agreed these policies. 

----------------------------------------                                                        -------------------------------------- 

Applicant's Signature:                                                                                   Date: 

ေလ္ြာကးထာ့သူ၏လကးမြတး                                                               ေန႔စျဲ 

 

(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. 

ရညးရျယးခ္ကး - ဤေဖာငးပဵုစဵကုိ EQMM ၏ယာဥးမ္ာ့ကုိ မေမာငး့ႏြငးမီ်ဖညးံစျကးရမညး၈ ထုိယာဥးေမာငး့သညး EQMM ၏ 
ယာဥးမ္ာ့ကုိ ေမာငး့ႏြငးရနး အုပးခ္ဳပးေရ့တာွ နးခဵက ချငံး်ပဳထာ့ေၾကာငး  ့ ေသခ္ာေစရနး်ဖစးသညး၈ ယခုေဖာငးကုိ 
တာွနးေပ့သညးံယာဥးေမာငး့ႏြငး ံအုပးခ္ဳပးေရ့ႏြငး ံေထာကးပုိ႔ ညြိႏူိငး့ေရ့မႈ့တုိ႔က လကးမြတးထုိ့ရမညး၈ 
 

4. Assigned Driver Information (တာွနးေပ့သညးံယာဥးေမာငး့အေၾကာငး့အရာမ္ာ )့ 

Name (အမညး) :       

Nationality (ႏုိငးငဵသာ့):       

NRC Number (မြတးပဵုတငးနဵပါတး):       

Address (လိပးစာ):       

Mobile Number (ဖုနး့နဵပါတး):       

5. Driving License Information (ယာဥးေမာငး့လုိငးစငး သတငး့အခ္ကးအလကးမ္ာ )့ 

     License Type (လိုငးစငးအမ္ိဳ့အစာ )့:            License Number (လိုငးစငးနဵပါတး):           Valid Date (သကးတမး့):       

6. Trip Information (သျာ့လာသညးံခရီ့အေၾကာငး )့  

Departure Date & Time (ထျကးချါ ရကးစျဲ ႏြငးံ အခ္ိနး)  

Departure Location  (ထျကးချါ ေဒသ)  

Arrival Date & Time   

(ဆုိကးေရာကး ရကးစျဲ ႏြငးံ အခ္ိနး) 

 

Designation Location (ဆိုကးေရာကးေဒသ)  

Driving fee/day (တရကးယာဥးေမာငး့ႏူနး )့  
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I have already read and understood the EQMM Vehicles Policies & Procedures and agreed these policies. 

ကၽျႏးုပးသညး EQMM ယာဥးေမာငး့ဆုိငးရာေပၚလစီမ္ာ့ႏြငး ံလုပးထုုဵ့လုပးနညး့မ္ာ့ကုိ ဖတးရူေလံလာထာ့ၿပီ့လုိကးနာရနး 
သေဘာတူပါသညး၈ 
 

---------------------------------------                                             ---------------------------------------                                                                                   

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.  

ရညးရျယးခ္ကး - ဤစာရငး့ကုိ ခရီ့သျာ့လာရနးေတာငး့ခဵသညးံွ နးထမး့က ခရီ့စဥးၿပီ့ဆုဵ့သျာ့သညံးအခါတုိငး့တျငး 
်ဖညးံစျကးရမညး်ဖစးသညး၈ ထုိစာရငး့ကုိ ခရီ့စဥးၿပီ့ဆုဵ့ပါက Administrative & Logistic Coordinator (သို႔) Finance & 
Administrative Coordinator ထဵ အပးႏြဵရမညး၈  
 

Date 

ေန႔စျဲ 
 

Driver 
Name 

ယာဥးေမာငး့
အမညး 
 

Departure 

ထျကးချာ 
သညးံေနရာ 
 

Destination 

ခရီ့ဆုဵ့ 
 

Mileage 
 

သျာ့လာသညးံ 
မိုငး 
 

Signature 
 

လကးမြတး 

Remark 

 
မြတးခ္ကး 
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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 Full Moon Day of Thadingyunt  1 

Thurs  6-Nov Full Moon Day of Tazaungmone 1 

Thurs  25-Dec Christmas Day 1 

Fri 26-Dec December Holiday  1 

Mon 29-Dec December Holiday  1 

Tue  30-Dec December Holiday  1 

Wed 31-Dec December Holiday  1 

Thurs  1-Jan December Holiday  1 

Fri 2-Jan December Holiday  1 

      19 
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2014 EQMM Official Holidays (For Thailand Located Offices) 

Day Date Issue 
No. of Days  

Fri 14-Feb Makha Bucha Day  1 

Mon 14-Apr Songkaran Festival  1 

Tue 15-Apr Songkaran Festival  1 

Wed 16-Apr Thai New Year 1 

Thurs 1-May Labour Day  1 

Mon  5-May Coronation Day  1 

Tue 13-May Visachan Bucha Day 1 

Fri 11-Jul Asahna Bucha Day 1 

Tue 12-Aug H.M. Queen Birthday 1 

Thurs 23-Oct Chulalongkorn Day 1 

Fri 5-Dec H.M. King Birthday  1 

Wed  10-Dec Constitution Day 1 

Thurs 25-Dec Chirstmas Day  1 

Fri 26-Dec December Holiday  1 

Mon  29-Dec December Holiday  1 

Tue  30-Dec December Holiday  1 

Wed 31-Dec December Holiday  1 

Thurs 1-Jan December Holiday  1 

Fri 2-Jan December Holiday  1 

      19 
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