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ACBAR: Hame Page

Registration » | 4 Login

JOB CENTRE

Joh Centre
Scholarships ACBAR held
h consultations in Kabul
Useful tigs for on 04 May
Applicants
with government and humanitanian
Application Form artors to discuss the Werdd
Humar tarian Summit.
Who we are Announcements & Events Reports & Publications
< m acbar.org (o} fis a
ASBAR | ACBAR: List Job +

-Eﬁgllsn < Registration v 2, Login

Agency Coordinating Body for Afghan Relief and Development
™~ Search Again 559 Available Jobs
Keyword:
s S Title Organization Name Location  Close Date
1 Medical Officer { Anesthesia ) French Medical Institute for Children =~ Kabul 10-07-2016
Search 20 [ oilhgins il e 3500 AL PU-AMI Daikondi  05-07-2016
3 LRRD Project Manager Concern Worldwide- Afghanistan Takhar 02-07-2016
Filter Jobs 4  Consultant - Obstetric & French Medical Institute for Children = Kabul 10-07-2016
Gynecology
By Location 5 Molecular Technologist French Medical Institute for Children = Kabul 07-07-2016
Select All : 6  Value Chain Specialist Chemonics Inc. RADP-S Kandahar 0507-2016
7  BPHS Project Manager PU-AMI Daikondi  10-07-2016
By Category
8  Laboratory M French Medical Institute for Children = Kabul 10-07-2016
Select All 4
S Eemale Medical Doctor AEGA Afohan EamilvGuidance Kabul 28062006




Position Title: INTERNSHIP

Bctivation Date: 12 Apr, 2017 Announced Date: 12 Apr, 2017 Expire Date: 22 Apr, 2017

EJ Facebock [ Twest [ Linkedin [E] Finterest [ SharsThis [ Print

Job Location: Kabul Organization: Swedish Committee for
Afghanistan (SCA)
Mationality: Afghan
Years of Mo Prior Experience
Category: Training Experience:
Employment Type:  Full Time Contract 3 Months
Duration:
Salary: Afs 5,000/months
Gender: Male/Female
Vacancy Number: HRM/KMO 2917
Education: To be a fresh graduate
No. Of Jobs: L= from a recognized
university
Close date: 22 Apr, 20017

About Swedish Committee for Afghanistan (SCA):
SCA Background

The Swedish Committee for Afghanistan (SCA) has been working in Afghanistan since 1982, presently
rmanaging dewvelopment programmes concerning Health, Education, Rural Livelihoods and Community
Governance, with a total annual budget of roughly USD 40 million. The total number of staff is arcund
5,500. Dwring the last 10 years SCA has wndertaken a change process mowing from a primarily
hurmanitarian service delivery approach towards more of a develepmental rele, putting increasing
emphasis on capacity development, rights-based programming and outcome crientation. The mission of
SCA is to empower individuals, communities and local organizations, primarily in rural areas and with
particular focus on wormen, girls, boys and vulnerable groups such as people with disabilities, so that they
may participate fully in society and influence their own development. SCA is an Equal Opportunity
Employer. Qualified applicants are considered for employment based on their skills, abilities and
experience without regard to age (18-65 years), ethnicity, religion, marital status, gender, or physical
disability.

Scope of Work:

Intemships are in Following Departments:

Programme Departments

Advocacy (1 position)

Education department (2 Positions)

Hurman Rights and Gender (1 positon)

Communication (1 position)

M & E (1 position)

Administration Departments

Human Resource Management (1 position, females only)
Finance (4 positions)

Procurement (1 position, females only)

Service Support Unit (1 position)




\ Job Description:

Main Responsibilities:

This iz a three months on-thejob training programme only fer those Afghan youth who have ne
experience of office management. The main purpose of this programme is to provide an opportunity and
enhance the capabilities of Afghan youth particularly Fresh graduates to apply knowledge and skills in
practical working environment and gain experience in their field of study and interest.

In this intemship programme of SCA, the trainees to a maximum extent can benefit from the experience
and guidance of SCA staff as well as doing the job themselves. During the training, the trainees are getting
extensive knowledge about activities of the various departments and units of SCA.
Beside of valuable knowledge, daily transportation (pick & drop if applicable), lunch, manthly cash
allowance and a training completion certificate will also be provided to the Interns.

\ Job Requirements:

Qualifications & Requirements:

* To be a fresh graduate from a recognized university

* To have had no formal work experience

» Preference to female candidates (SCA aim that 2/3 of interns are female)

* Mo preference or favors are given to students who have relatives working in SCA
* To be Afghan citizen

+ Tobe no older than 30 years

~ Submission Guideline:

Application Procedures:

» Interested qualified candidates should submit a CV with a motivation letter, explaining their
motivation and how this internship will build on their present education and career dreams.

* Please clearly mentioned in your application your department of interest.

» To apply online please send your application / CV and metivation letter to
vacancies{@sca.org.af

+ Subject Line Must be (Internship "Dept. of Interest”, HRM/KMO 29-17) otherwise, your
application will not be considered.

+ Candidates may alsc submit applications by letter {hard copy) directly to the SCA HRM Unit
in either Kabul, Ghazni, Kunduz, Wardak, Talegan, Mazar-e-Sharif, Laghman or Jalalabad;

+ Academic certificates or references need not to be submitted at the time of apply. These
will be requested if called for interview.

+ Only short-listed candidates will be invited for written test and interview.

Submission Email:

vacancies@sca.org.af
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CHRIS SMITH
83 Prospect Road e Orlando, FL 32837
(407) 555-8975 e ChrisSmith@msn.com

OBJECTIVE
Part time position as a clerk in a dental office
PERSONAL SKILLS AND ASSETS

[ am a hard working young lady who is willing to learn more. I am responsible,
motivated, educated and punctual. I am friendly person who enjoys helping
others.

EDUCATION
Winter Park High School Winter Park, FL

Aug 2005—present
»  Graduating May 2009

« GPA3.0
Relevant Courses: Business Systems Technology,
Marketing, Biology
* Received an award for being a best student
WORK EXPERIENCE

Valley State Bank, Huntington, IN
Bank Teller, summers 2005 & 2006

*  Provided friendly, professional customer service
Issued money orders, travelers checks, loan payments and deposits/withdrawals

COMPUTER SKILLS
Experienced with Macintosh, IBM PC, Windows XP, Microsoft Word,
Microsoft PowerPoint, Microsoft Excel, and Microsoft Publisher
LANGUAGES
Bilingual Spanish and English

REFERENCES
Kristin Wilkin, English Teacher, Winter Park High School, 407-623-2476
Bob Jones, Supervisor, Valley State Bank, 407-889-2345

(8: 20-22)
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Name e 1

Profile P os | 2

Personal information QLA,JL»%?J,’{.:; 3
Education g0 4
Professional Training Certificates & S i L;J.....o 5
Work Experience w35, 6
Achievements (Foalad |7
Language Proficiency o5 8
Hobbies abts%gjs 9
Professional References L | 10

S0 24 L2210 g S e aiys pluci b ol Sgarho s bt a 3055 s :(Name) p 241
@u@@,r%u@uxwuﬁga :‘_:554.&)3%;:4,3%;3%‘5« > :(Profile)‘,L;guaL;; 242
w‘*-l-“u&l"w s Japise e b ciadss g Jlhasslecadd sule sl b o
ol ez b sl (objective) s s - (personal profile) L Jisse a3 S ¢
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59480 50 (personal profile) Jlsso casi s b gy

Profile

To become a member of a well-disciplined, dynamic and competent group, where
| could prove myself as an enthusiastic, creative, career-oriented, energetic and
self-motivated person with specific communication, interpersonal and analytical
skills. So | have strongly believed in myself that | can handle any kind of pressure
during the work activities. (8)
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Sure Name: Mohammad Sabir

Phone: (+93)777481545

Email: sabirrawaan@gmail.com

Home Address: Urgoon District, Paktika, Afghanistan
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v (1396-10-1/1396-12-30) worked as a teacher of English and Computer

programs at Urgoon district, Paktika, Afghanistan.
Major programs

» MOUS (Microsoft office user specialist)

» Internet

» Photo shop

» English typing skills
Major Subjects

» Conversation

> Reading

> Writing

> Intercom series

» Listening techniques

> News papers
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Achievement and rewards

Josay (Mg

e Appreciation letter from IEC Sharana Paktika.

e Certificate from State Department 10 days’ work shop and training.
e Certificate from MOE Paktika Sharana as a best performance.

e Certificate of Appreciation as good a supervisor from Department of
the US Army in Paktika Province.
e Winner of Excellence Certificate for Outstanding Performance, ABC

University.

Language«5.24.8

M;A.af@;c,\..s’foﬂ)jﬂ@rbydfyb@CéJ)uu}JLﬁ)w'A.a‘,.uj.&b:édo-jkc.:du
(10053 S 3 Sp 510l (g5 5

Lanqguage Proficiency:

English | Speaking | IELTS independent | Writing | IELTS independent
user user
Dari Speaking | fluent Writing | Excellent
Pashto | Speaking | Mother language | Writing | Excellent
Urdu Speaking | Good Writing | Fair
Language Proficiency: L
Language Listening Speaking Reading Writing
Pashto 5 5 5 4
Dari 4 4 4 3
English 4 4 4 4
Urdu 4 3 4 3
1 = poor, 2=fair, 3=good, 4=very good, and 5=excellent
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Computing Ao 3 43Me sl Ll 2 USG5 5
Football / Cricket $5Spbwcoo s sl
Captain of a football or Cricket slewl plazl sl Jo e gm0 gl
team CSJJOJLP)J;JKJ"J“%;)Q%S% 3 gl
Chess Sy b slenl el b

S 83 o 3ol g 3 33 3030 s 345 3 g5 o »:Reference > .2.4.10
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Name Organization | Job Title Phone Email
Manoj NASA Foreman | 0791949971 | manoj@gmail.com
Ihsan Ullah | Paktika University | Supervisor | 0777585735 | ihsan@gmail.com
Albert USA Supervisor | 0789342344 | Albertd@gmail.com
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Profile

Mohammad Sabir Rawaan

To become a member of a well-disciplined, dynamic and competent group, where | could prove
myself as an enthusiastic, creative, career-oriented, energetic and self-motivated person with
specific communication, interpersonal and analytical skills. So | have strongly believed in
myself that | can handle any kind of pressure during the work activities.

Sure Name:

Mohammad Sabir

Phone: (+93)777481545
Email: sabirrawaan@gmail.com

Home Address: Urgoon District, Paktika, Afghanistan

Education
Institution | Degree received Area of Study Start | Graduation
hos Managernent
. . BBA Administration Economy, 2014 Present
University . .
Finance, Communication

Paktika

Accounting Administration and | Finance, Economics,

Administration | Management Management, auditing, 2011 2014
institute Control, Report writing...

ZICS Institute | Certificate Quick books 2016 2016
ZICS Institute | Certificate Financial Accounting 2016 2016
ZICS Institute | Certificate PBT (Microsoft Access) 2015 2015
NICE Institute | Certificate Special English grammar 2014 2014
Professional Training Certificates:

Training Provider Certificates | Training Topics Start Graduation
AWDP( Afghanistan April April 2018
Workforce Certificate | TOT ( Training of Trainer | 2018

Development Program) )

AABRAR(Afghanistan | Certificate | (Democracy, election 029" 30" June
Amputee Bicyclists for three branches of the June 2014
Rehabilitation and government, parliament 2014

Recreation) and provincial councils,

women and civil society.)
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WORK EXPERIENCE

(1396-10-1/1396-12-30) worked as a teacher of English and Computer programs at
Urgoon district, Paktika, Afghanistan.

Major

programs

>
>
>
>
Major

MOUS (Microsoft office user specialist)
Internet

Photo shop

English typing skills

Subijects

>

YV V V V

>

Conversation
Reading

Writing

Intercom series
Listening techniques
News papers

(1394-8-1/1394-8-30) worked at Paktika University for practical job.
v" Practical worked on planning
v" Practical worked on Report writing
v" Practical worked on controlling, evaluation, Auditing, monitoring...
v" Practical worked on Administration forms
(JAN-2012/2014) WORKED AS interpreter WITH USA- APS-Company in Paktika

PROVINCE.
Departmental training
Dates (from - To) Training
v’ 11/16/2012 — 12/16/2012 Review of all department levels’ competencies
v’ 9/10/2012 - 10/10/2012 Basic to intermediate English Fluency
v’ 6/25/2012 - 7/25/21012 speak to and train groups ranging from Small to
medium
v 5/16/2012 — 6/16/2012 basic to intermediate computer skills
v' 4/10/2012 - 5/10/2012 intermediate Customer Service
v’ 3/5/2012 — 4/5/2012 basic to intermediate Administrative duties
v’ 2/1/20112 - 3/1/2012 Afghan 1% Leadership Training class

Achievement and rewards
v Appreciation letter from institute of Administration and accounting.
v Appreciation letter of 1th position from Azeraksh academic center.
v Appreciation letter from Urgoon Youth Cultural Union.
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Hobbies

» Computing
» Football / Cricket
» Captain of a football or Cricket team

» Chess

Language Proficiency

English (IELTS B2 Speaking | IELTS independent Writing | IELTS independent
grate) user user

Dari Speaking | fluent Writing | Excellent

Pashto Speaking | Mother language Writing | Excellent

Urdu Speaking | Good Writing | Fair
Professional References

Name Organization Job Title Phone Email

Manoj NASA Foreman 0791949971 | manoj@gmail.com
Ihsan Ullah | Paktika University Supervisor 0777585735 | ihsan@gmail.com
Albert USA Supervisor 0789342344 | Albertd@gmail.com

(8).@‘;4)5%;,@a,i‘:;;é;duﬁd&g&ow# LAL??:&;}L“SMJ UV LR SPe
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Cover letter

Your Name

Your Address

Your City, State Zip Code
Your Phone Number
Your Email

Date

Name

Job Title
Company
Street

City, State Zip

Dear Mr./Ms. Last Name,

The American Company has been recognized as one of the best places to work in the country
for IT professionals. You have deliberately set out to create this culture, and it shows! It is my
understanding that you have been deluged with resumes since Computer land released their list
of the best companies at which to work.

Mine is one more, but I do have some experience that is hard to come by, and sets me apart
from my peers. My IT experience gives me a unique ability to apply technology, in all its forms,
to business processes. Some of the business process knowledge includes accounting, finance,
facilities, inventory control, budgeting, vendor management and various operational processes.
| have experience with merger/acquisition events, high growth challenges, technology
replacement projects, and IT process improvement. | have delivered large technology projects
on schedule/on budget and in alignment with the business strategy. Companies | have worked
for include ICM, HEP, IBX and SED.

| would appreciate an opportunity to talk with you or someone in your organization to see
where my skill set would be of the greatest benefit to your company.

Sincerely,
Your Signature (hard copy letter)
Your Typed Name
(8: 27-27).
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