SAVE THE CHILDREN INTERNATIONAL-West and Central Africa


	STAFFING REQUEST 

	This form must be completed before any Recruitment process of new and replacement roles commences. The authoriser/approver will be the Country/Regional Director or budget holder.  The Hiring Manager should complete type in Sections 1, 2 & 3.

	SECTION 1:  JOB OPENING REQUEST

	Title:
	Regional Humanitarian Access Advisor
	Country:
	One of WCA Countries

	Location:
	WCA
	Planned Number of Hires:
	1

	Vacancy Type:
	New
	 FORMCHECKBOX 

	Replacement
	 FORMCHECKBOX 

	If replacement, who was the previous post holder:
	Tony Causuza

	Key position
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	If replacement, last date of work of the previous post holder
	

	Status Type:
	Permanent staff     FORMCHECKBOX 

Internship/Volunteer   FORMCHECKBOX 

Consultant    FORMCHECKBOX 

	Contract Length:
	6 months with possible extension for additional 12 months

	Post Status

	
	Reason for fixed term
	

	Grade of Post:
	3
	Additional Pay & Reward:
	Expensive 
Posting 
	Complexity  FORMCHECKBOX 

Allowance  FORMCHECKBOX 


	Job Profile (if New Please Attach):
	Attached to the email 
	Child Protection Level:
	3

	Job Advert Attached:
	
	Line Management Responsibility:
	None

	Budget allocated and available for:
	Employee Cost:              63K.000   for the next 6 months          

Recruitment Cost:                          USD
	Specialism:
	Humanitarian, Access

	Funding approved:
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	If not approved, please provide further details:
	

	Salary Budget Code:
	SoF : 75201617
Cter Cost : 90500X

Code project : 9051004

DRC : 752016170126

Activity : 9051004PM08A

BH: Amadou Michel Sidibe
	100 %
	Recruitment Budget Code:
	SoF : 75201617
Cter Cost : 90500X

Code project : 9051004

DRC : 752016170126

Activity : 9051004PM08A

BH: Amadou Michel Sidibe

	SECTION 2:   RECRUITMENT STRATEGY

	Source of Candidates:
	External        FORMCHECKBOX 
           Internal    FORMCHECKBOX 

Local        FORMCHECKBOX 
       International    FORMCHECKBOX 

	Application portal ( email address and/or website):
	SCI, relief Web, other

	Agreed Strategy, e.g. further advertising requirements:
	Paid for Media/Online Advertising Details (e.g. Coord. Sud):
-Coordination Sud
- 
- Relief Web
-

	LInkedin

	Time Frames:

dd/mm/yyyy
	Advertise Date:

ASAP
	Applicant Close Date: after 3 weeks
	Pre-screening Interviews date:30th of May  


	Shortlist Date: Asap
	Interview Date:


	Anticipated Start:


	Other Selection Criteria:
	 FORMCHECKBOX 
Test        Presentation     FORMCHECKBOX 
   Pre-screening     FORMCHECKBOX 

	Test, Presentation or Pre-screening Details:     FORMCHECKBOX 

	Test to be shared by recruiting manager

	SECTION 3:   PANEL

	Recruitment Team Member & Role:


	     Name:
	Role:

	
	1. Irina Mordvintseva 
	Head of Humanitarian 

	
	2. Fernanda Almeida / Kiran 
	Global Access OHT

	
	3. HR
	

	SECTION 4: RECRUITMENT APPROVAL

	Hiring Manager:
	Irina Mordvintseva 
	Signature:
	
	Date: 28/4.23

	Regional/Country Director:
	
	Signature:
	
	Date:

	Finance Department:
	Budget available              FORMCHECKBOX 
 Yes                 FORMCHECKBOX 
        No
	Signature:
	
	Date:
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