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Qffice af 1he Secratanat in Phnom Panhk (OSP) Qffice of the Secretariat in Visnlians (a5, !
574 Hetional Read, #2, Chak Angre Kram, Ottler of tha Chlet Exaeutlve Oiflear '
P.O. Box 623, Phaom Teph, Cambodia 184 Fa Ngowm Road, |
Tel, (855-23) 423 353 Fax (%55-33} 425 363 0. Box 6101, Vicnaane, Lo PDR I

Tel: (836-2172635 263, Fax: (B36-21) 263 264

FACSIMILE

REF FAX NO: MK- OSV412/10 Date: 9 December 2010 - | ;
To: Facsimile Ne.: 662-298 6605 Number of pags(s): 5 } [

Bangkok, Thailand (inchuding this page) _ [ [
Dear Sir, !

Subject: Vacancy announcement for IT Systems Manazement Officer

Ths MRC Secretariat would like to recruit an I Systems Management Officer, attached to the
Firance and Administration Section. We would therefore like to forward to you the vacancy i
announcemenl and the job description for the above-mentioned position for your kind |

consideration and action, . |

Thz vacancy will soon be advertizsed in The Nation newspaper. In order to access a larger pool of |
candidates, the Secretariat will post the vacaney on well-known national Jjob-listing websites '

. |
including www.jobsdb.com, www jobthai.com, MRCS Recruitment Channels Network, and will ’
obiain the applications of potential candidates from head-hunting companies. We would be lr
grateful if you could widely and actively distribute this vacancy to relevant ministries and line

agencies.

The clesing date for all applications is 4 January 2011. We would appreciate it if you could
forward the applications to the MRCS by 18 January 2011 so that the recruitment can be

prceessed according to its timeline.

Thank you for your continued support.

Yours sincercly ' |

|
T |
- |

Jeremy Bird i
Chluef Executive Officer
MRC Secretariat

Permanent Sceretary

Thai National Mekong Committee

Department of Water Resources —_— ,
180/3 Rama 6 Road, Soi Phibul Watana Building T :
Phayathai, Bangkok 10400 Thailand v 350 5, i
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Vice-Chairman of Thai National Mekong Commuttee fTouwe. A, |

Member of the MRC Joint Committee for Thailand j} Brn ;
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JOB DESCRIPTION
Updated: 5 November 2010
Post title: IT Systems Management Officer
Division: Finance & Administration Section (FAS)
Level: M-11' (Riparian Professional staff)

Laocation: MRC Sceretariat, Vientiane, Lao PDR
Reporting to: Chiet, FAS

1. THE MEKONG RIVER COMMISSION AND MRC SECRETA RIAT

The Mekong River Commission (MRC) was established by the 1995 Mekong Agreement between the
governments of Cambodia, Laos, Thailand and Viernam. The role of the MRC is to co-ordinate and
promote co-operation in all fields of sustainable development, utilisation, management: and
conservation of the water and refated resources of the Mekong River Basin. The mission of the MRC
is to promete and coordinate sustajnable management and development of water and related resources

for the countries’ mutual benefit and the people’s well-being.

The MRC Secretariat is the operatiopal arm of the MRC. It provides technical and administrative
services to the JC and the Council to achicve the MRCs mission.

Since July 2010, the MRC Secretariat has been operating under co-hosted location under which
meachanism there is one Officer of the Secretariat in Vientiane, Lao PDR (O8V) and one Office of the

Secretariat in Phnom Penh, Cambodia (OSP)
2. ROLE OF THE FINANCE AND ADMINISTRATION SECTION

‘To provide the secretariat and operational programmes with modern and highly CfﬂCiEﬂt_ﬁr}?g}Cial,
administrative, logistical, facilities management, information technolopy and comiunication -51‘?@150“1

The section is also responsible for interacting, effectively on such matters with the National -;ka‘?‘ng

Committees, riparian nationa) agencies, international agencies and donor communities.

3. JOB SUMMARY

Under the direct supervision of Chief of Finance and Administration Section, the incumbent is
respensible for the day-to-day function of the hardware, software and LAN infrastructure in both
offices of the MRUS  The incumbent also participates in the activities in MRC related to information

technology such as web intranet and database development.

4. KEY TASKS

The incumbent performs the following tasks:
- Fnsure the proper functioning of the information technology hardware/software and application
sofrware in MRC, which includes: e
¢ Nctwork Administration LAN/WAN: N
»  MRC Email system adminisiration (Microseft); M
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The role of MRGC is ta co-ordinate and promaote co-operation in all fields of sustainable development,
utilization, management and censervation of the water and related resources of the Mekong Basin.

MRC Secretariat is iooking for a dynamic professional to fill the foliowing position:

IT Systems Management Officer
Finance and Administration Section
Post level: M-11
Annuat hase salary exempt from tax by locai authorities, in a range staring at USH 26,580
plus othar attractive benefits

Tha position is based at the Office of the Sacretanat in Vientiane, Lao PDR. The job description and other
information can be obtzined at MRC website http://iwww mromekong.ord. Women are encouraged to apply.

Only short-fisted candidates will be notified,

Closing date for applications: 4 JANUARY 2071

Only nationals of Cambodia, | ac FOR, Thailand and Viet Nam are eligible to apply. 1he application should
include a cover letter outlining clearly how the candidate meets the requirements of the pasition. The post titie
needs to be indicated in lication letter. tn addition to the cover letter, the applicant should include
hig/her detailed CV and MRC Personal Histary Form and send to the Mational Mekong Committce in the

applicant’s home country.

Cambaodia National Mekong Commitice Lao National Mekong Committee

P.0.Box 623, 364 Manivong Bivd,, Prime Minister's Office, Vientiane, Lao PDOR
Sangkat Phsar Dosrm Thkouv, Khan Chamkar Tel. (856-21) 260 §81-3 Fax. (856-21) 260 984
Mon, Phnom Penh, Cambodia E-mail. Inmc@Inmc.gov.ia

Tel. (855-23) 216 514 Fax, {855-23) 218 506

E-mail: ou sophanna@cnme gov.kh

Thai Mationai Mekong Committee Viet Nam National Mekong Committas
Department of Water Resources 23 tlang Tre, Ha Noi, Viet Nam

1803 Rama 6 Road, Soi Phibul Watana Building Tel (B4-4) 825 4785 Fax. (84 4) 825 6929
Phayathai, Bangkok 10400 Thailand E-mail: vnme.personpel@gmail.com

Tel. (66-2) 271 8185, 271 6620
Fax. (66-2) 298 6605

CARUS




* MRC Web server administration;

» Solomon systemn Administration;

*  MRC [ntranet administration;

* Keep MRCS software licenses up to date

Ensure that all IT systems and application function properly and take immediate steps 1o
remedy problems encountered meluding performing error detection tests;

- Keep abreast of the development with in hardware and software and wtroduce upgrade and hew
development where feasible. Moreover, monitor and recommend system and hardware to, gnsure
state-of-the-art information technology environment in MRCS, maintain the established
standards of hardware and software in MRCS, i
Moniter the physical presence of all hardware and software. Recommend disposal\' and/or
upgrade in line with the established policies within MRC.

Monitor telecommunication network 1o ensure smooth operations in both offices

Participate in the development of the Document Management System in MRCS and be _
responsible for maintaining the system once it is in operation. Train MRCS end-users when

required.
- DBeresponsible for I'T budgeting and associated procurement plan

- Contribute to the definition, implementation and management of IT policies and proceduires
Ensurcs that the IT policies and procedures established in MRC. Revise these policiesand
procedures if and when necessary.

- Assists m the identification of the needs, and the development of in-house application $uch as
financial monitoning system and database; Tahe

- Upgrade and develop existing in-house software ag required; RIS

- Produce technical, management and user oriented documentation . .

- Performs other duties related duties as may be assigned by the chief, Finance & Admiuisﬁﬁtion

and /or CEQ.

5. 8COPE OF AUTHORITY

1) Snpervision requirements: The incumbent supervises 2 MRC staff members in OSV as well as
any ICT consultants. He/She is responsible for there work, on-the-job training, and their performance
appraisal, to be carried out in line with MR pelicy. In addition, the incurnbent will be expected to
work closcly with the Senior IT Assistant in OSP on ICT technical related matters, s

b) Level of autonomy: Most major decisions are recommendatory, except for those make clearly in

line with MRC policies.
¢} Level of problem solving required: the position is involves technical and administrative protﬂlém

solving. The incumbent should display a certain level of creativi ty and initiative.
d) Level and type of communications required: Communications arc generally limited to within

MRC Writtan communication is requircd.

6. COMPETENCE REQUIREMENTS
Core Values: Integrity. Professionahism and Respect for Diversity

Core Competencies: Communication, Teamwork, Planning & Organizing, Accountability, Creativity,
Client Oricntation, Commitrment 10 Continuous Leaming, and Technological Awareness,

Managerial Competencies: Vision, Ieader ship. Empowering Others, Building Trust, Managing -
Performance, and Judgment/Dccision—making .
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7. POST-SPECIFIC QUALIFICATIONS

Advenced degree in computer science or equivalent and ar least 10 years relevant working experience
with network administzator, and 5 vears documented in operation and maintenance of Microsofi

Windows server and / or Unix Operation Svstem.
Experience with Microsoft SQL Server and other following application software:

Operation System: Microsoft Windows (Windows XP professional, Vista, 2003 Server, 2003
R2 server and 2008 Server) and Linux Open source (RedHat or CentOS or SuSe);

Microseft Office: Ms Office 2003 and 2007, Ms Project;
- Microsott Exchange mail server, 1S, Apache, Squid proxy, DNS and network firewall security
ware; :

- Antivirus software; _
Knowledge of Microsoft Dynamic SL (Solomon IV database, Accounting System), Seagate .
Crysial report and RFx report write; o
Knowledge of database and programmiing, such as Microsoft Access, Visual Basic, SQL |

Server, HTML, ASP.Net, XMT,, eic:
- Demonstrate application ability;
- Fluency in English, both written and spoken;
Working knowledge ot more than one riparian language desirable.

Incnmbent: _ DPate:

Chief of FAS: Diate;

' Brief information on remuneration

The remuneration package, subject to change, includes (i) annual net base salary exempt from
tax by Laos authorities, starting at US$ 26 580.00 {M-11, step 1); (i) Monthly fluctuation and
removable Devaluation Allowance (10% of basic salary for the month of Dec 2010); (ili) MRC's
contribution to staff member's Provident Fund of 14% of basie salary upon completion of 3 years
in service: (iv) Contribution of MRC to Health and Accident insurances (on shared basis with
employee), (v) other entittements and benefits such as dependency allowance, 6 weeks' annual
vacation; sick leave, maternity leave efc.

Non-resident staff members receive an additional (i) 7% of basic salary for Post Adjustment
allovrance; (i) 7% of basic salary for Hardship allowance: {iii) Rental subsidy of 40% of the rent
rate up to maximum of US$ 6,000 annually; (iv) Education Grant of 75% of max. Expense of t)S3%

13,000; (v} Trave! cost and Shipment expenscs on assignment and upon separation; {vi) othar
entitlernents and benefits such as Relocation Grant allowance, Home Leave Travel, Eduecation

Grant Travel, sto.

The duration of the assignment of MRC Riparian Professional Staff is up to maximum 6 ygars
aceording to 7995 Mekong Agreemont and Procedural Rules. rLE

THE MRCS RESERVES [HE RIGHT TO APPOINT A CANDIDATE AT A LCVEL LOWER THAN
THE ADVERTIZED LEVEL OF THE POST. -



