Vacancy Announcement
Complaint Management Assistant
The Reform Support Unit (RSU) of the Government of Sindh Education and Literacy Department is looking to hire an assistant to help with the management of stakeholder complaints and grievances related to the Merit- and Needs-based Teacher Recruitment subprogram under the Sindh Education Sector Reform Program (SERP). 
Position:  Complaint Management Assistant
Nature of Position: Fixed-term 
Period of Assignment: One year, subject to regular performance evaluations.
Reporting to: RSU Deputy Program Manager (DPM) for Teacher Recruitment. The entire Teacher Recruitment team reports to the Chief Program Manager, RSU. 
The Complaint Management Assistant will carry out the following job responsibilities related to the Merit- and Needs-based Teacher Recruitment subprogram in the SERP.
· Assist the DPM in recording complaints and complaint redressal communications and actions in an accurate, adequate, and timely manner
· Maintain and update a well-organized database of complaints and complaint redressal communications and actions
· Maintain and update a well-organized system of documentation related to complaints and redressal of complaints
· Assist the DPM in communications and actions related to complaint collection and redressal 

· Assist the DPM in preparing documents (such as letters, reports, presentations) related to complaint collection and complaint redressal

· Ensure confidentiality of data and information related to all complaints.
Minimum Qualifications:
B.A.\B.Sc. graduate from a reputable school
2 years of relevant professional experience

I.T. skills in MS Office
Proficiency in English (speaking, writing, reading)
Salary: Negotiable subject to qualification, experience and competence 

Source of Funding: World Bank TA (Incremental Staffing) under the Sindh Education Sector Project
Candidates may send their CVs to the RSU at rsu.procurement@gmail.com. The deadline for application is 25-02-2011
