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                         RWANDA UNION OF THE BLIND

UNION RWANDAISE DES AVEUGLES



P.O. Box 1527 Kigali-Rwanda

Tel: (250)788 856 671 / (250) 788 304 490

E-mail: info@rub-ura.org, donakanimba@gmail.com
Website: www.rub-ura.org

Job announcement

Rwanda Union of the Blind (RUB) wishes to recruit an Executive Secretary for the new Organization, Rwanda Organization of People with Deafblindness (ROPDB).

Minimum Requirements 
· Rwandan nationality

· University degree in social sciences, community studies, education and business administration and other relevant field is essential.
· Demonstrated experience in project cycle management, advocacy mainstreaming approaches and public policy monitoring preferably in PDOs.

· Minimum of 3 years relevant working experience in PDOs capacity building or similar position

· Working experience in a similar role and experience in a non- profit organization 
· 1-3 years of experience implementing disability programs from People with Disabilities rights, capacity building and policy perspective.

· Demonstrated knowledge and skills in program design, monitoring and evaluation (theory and practice) desired, experience applying within a disability-based organization is also desirable.

· Demonstrated basic knowledge in Sign Language Interpretation (tactile) would be an added value. 

· People with Deafblindness’ rights sensitive  

Detailed Job description is available at ROPDB office located at RUB….

All interested candidates are invited to send their application letters, and their CV and degree by email: rubura1994@gmail.com and copy to info@rub-ura.org or to drop it at RUB office located in Muhima  at poids –lourd road.
Deadline for application is March 26th, 2021 at 12:00

Persons with disabilities candidates with the above profile are strongly encouraged to apply.  Within a period of 5 days from the deadline, only shortlisted candidates will be contacted.

Kigali, on March 5, 2021

Dr Donatilla Kanimba
Executive Director, RUB
Terms of Reference
Recruitment of the Executive Secretary of Rwanda Organization of People with Deafblindness (ROPDB)
I. Tittle: Executive Secretary

Starting date: April 1st,2021
Location: Kigali

Supervisor:ROPDB Board (President)
II. Background 
Rwanda Union of the Blind (RUB) in collaboration with the Rwanda National Union of the Deaf (RNUD) and Rwanda National Association of Deaf Women (RNADW) realized that in their work they come across people with the dual disability of Deafness and Blindness that led to the hard difficulties to serve them. People with deafblindness are habitually hidden and have no possibility to communicate. Since deafblindness is a rare disability, they live far from each other and scattered in the country, so few people have any idea on how to deal with their concerns.

After recognizing the issues of deafblindness, the three organizations RUB, RNUD and RNADW found it is necessary to combine their efforts in common action which aimed at developing knowledge on this disability and working towards reducing vulnerability of persons with deafblindness in Rwanda.With a support of partners from Sweden (MYRIGHT through partnership with FSDB), the three organizations took initiative to implement the project entitled’ Improving the situation of persons with deafblindness”.ROPDB as new organization has been established in November 2018 for advocating for recognition of Persons with deaf-blindness as distinct disability type. 
Mission: To serve as an organization of Persons with Deaf blindness for cooperating together, bring opinions together aiming in particular to promote and protect the rights of Persons with deafblindness

Vision: A situation where people with deafblindness access all rights, receive rehabilitation and basic education and promote their welfare as other citizens.  
III. Job Summary:

The Executive Secretary will coordinate, guide, and direct all activities of ROPDB to ensure that the programs and project’s objectives and results are achieved in a timely fashion and in accordance with ROPDB disability centered approach. 
IV. Specific responsibilities
Under the overall supervision of the ROPDB board members, the incumbent shall perform the following responsibilities.
· Lead on effective coordination of ROPDB.
· Coordinate annual operational planning processes and reporting.
· Ensure proper coordination mechanisms are established with different disability stakeholders and members for quality and timely support is provided to.
· Support and represent (when needed) the ROPDB president of the board for effective coordination with various stakeholders at different levels.
· Ensure ROPDB’s internal financial and administrative procedures are compatible with the country laws.
· Coordinate and execute the management of staff administration in accordance with ROPDB policies andcountry laws.
· Lead the implementation of ROPDB different funded projects including their implementation plans andensureprojects are managedin line with proposals, approved budgets, and timelines.
· Provide organizational technical and managerial support to ROPDB board and staff to deliver on their targets.
· Ensure timely and quality documentation and reporting of the different ROPDB projects interventions as per the requirements of the donor.
· Engage for development of new project concept notes and the subsequent development of proposals and budget related to. In line with ROPDB Strategic and operational plans, donor’s guidelines, and relevant concern strategies.
· Build the capacity of ROPDB members in different aspects according to their institutional capacity assessment.
· Guarantee the compliance of all donor’s norms for every project being executed.
· Ensure that projects, administrative and program processes are carried out in conformity with the agreed standards and policies.
· Oversee the overall financial management of the project and liaise with Financial Officer to ensure the accounting information of the projects is processed in accordance with donor/ plan standards.
· Facilitate information sharing and coordinate activities among ROPDB Members, board members, other stakeholders including the donors.
· Ensure ROPDB is fully registered as per Rwandan law regulating local NGO.
· Design new proposals and support ROPDB members in fund mobilization
· Encourage staff development through provision of appropriate training and mentoring, and objective setting and performance appraisal for direct reports.
V. Requirements
· Rwandan nationality
· University degree in social sciences, community studies, education and business administration is essential.
· Demonstrated experience in project cycle management, advocacy mainstreaming approaches and public policy monitoring preferably in PDOs.
· Minimum of 3 years relevant working experience in PDOs capacity building or similar position
· Working experience in a similar role and experience in a non- profit organization 
· 1-3 years of experience implementing disability programs from People with Disabilities rights, capacity building and policy perspective.
· Demonstrated knowledge and skills in program design, monitoring and evaluation (theory and practice) desired, experience applying within a disability-based organization is also desirable.
· Demonstrated basic knowledge in Sign Language Interpretation (tactile) would be an added value. 

· People with Deafblindness’ rights sensitive 
VI. Knowledge, technical skills, and competences 
· Ability to organize own work independently, take initiative and willingness to work beyond normal working hours.

· Good facilitation, training, capacity building, communication, interpersonal, analytical, negotiation, resource mobilization with good mentoring and coaching skills.

· Good capacity of strategic thinking, networking, and making sound judgement and recommendations.

· Demonstrated competences to assess priorities and manage a variety of activities in a time-sensitive environment and to meet deadlines with attention to details and quality.
· Experience or knowledge in policy and strategy development is an advantage.
· Excellent report skills and competencies in computer literacy.

· Ability to work on own initiative and as part of a team and under pressure often to strict deadlines.
· Proven knowledge of French, English and Kinyarwanda is a value added.


