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7. VOLUNTEER TASK ASSIGNMENTS

1. DUTY OF CARE & SAFETY AND SECURITY

MEASURES 8. IDENTIFICATION AND SELECTION OF
2. EQUAL OPPORTUNITIES AND NON- CANDIDATE VOLUNTEERS
DISCRIMINATION 9. LEARNING AND DEVELOPMENT PLAN

3. SAFEGUARDING CHILDREN AND 30, PROCEDURES FOR PRE-DEPLOYMENT

ZLIjLEQE%B&LE AAFDEL;\L(TS 11. APPRENTICESHIP PLACEMENTS
M 12. PERFORMANCE MANAGEMEN
13. LIVING CONDITIONS

o 14. WORKING CONDITIONS
15. CONTRACT WITH THE EU AID
VOLUNTEER

16. INTEGRITY AND CODE OF CONDUCT
17. DEBRIEFING

0. PARTNERSHIPS



NO ATRASANAS

L I D Z * Ka jums Skiet -

cik laiku aiznem

NOSUTISANAI*

kopuma?



PARTNERIBA

PROJEKTA
IZSTRADE

VAKANCES
PUBLICESANA

VIETEJIE ) BIEDRIBAS )
MEDIJI PLATFORMAS

PLAKATI) BIJUSIE >

BUKLETI BRIVPRATIGIE

PUBLISK] )ORGANIZACIJAS )

PASAKUM] PARTNERI

Sagatavot adekvatu vakancu aprakstu, kas ir pievilcigs un saprotams
potencialajiem brivpratigajiem un satur detalizétu aprakstu par iniciativu,
specifisko projektu, brivpratigo pienakumiem un atlases procesu.

Jaidentificé vakances izplatiSanas kanali, jarada pieejama pieteikuma forma,
ka ari japielago kandidata sevis novértéjuma forma atkariba no specifiska
projekta un udevumiem. EUAVprojektos tas jasaskano ar agentru.

Jasagatavo sistéma kura pietiekumi tiks apkopoti, uzglabati un
izvertéeti ka art kanali pienacigal komunikacijal ar kandidatiem.

Pé&c publicésanas vakancei jabat atvertai pietiekami ilgi, lai sasniegtu
kandidatus. EUAV gadijuma tas ir vismaz ménesi un tas publicétas kopéja
platforma, tacu ieteicams to izplatit caur dazadiem kanaliem.



VAKANCES
PUBLICESANA

KANDIDATU
IZVELE

Brivpratigo izvéles process sastav no vairakiem posmiem un taja vajadzétu
blt vismaz vienai interviju kartal. Pirmaja atlase veicama nemot véra
atbilstibu prasibam ka art kandidata pasvéertéjumu.

Pirmo atlasi veic nosutitajorganizacija balstoties uz saviem standartiem,
taCu uz intervijam atlasito kandidatu saraksts tiek saskanots ar
uznémejorganizaciju. Sazina ar neizvélétajiem kandidatiem.

Interviju procesam jabuat labi dokumentétam péc vienotas formas, tacu var tikt
izmantoti dazadi citi testi. Labi, ja no organizacijas piedalas vairak ka viens
Intervétajs. Kandidatam jasniedz informacija saistiba ar organizaciju un projektu.

EU Aid Volunteers projektos galéjo kandidatu izvéli veic
uznémejorganizacija, tapéc ieteicams to iesaistit intervijas. Tapat uz katru
poziciju jaizveélas vairak ka viens brivpratigais, kuru apmactt.



KANDIDATU
IZVELE

e Sagatavo agentdra

< TIESSAISTEL - 2- 3 nedélas garas (20-30 h)

e Teorija (DRD, resiliance, humanit.)

EUAV
APMACIBAS

e Ri1ko tresas organizacijas
L WINTENSIVAS| - 12 dienu garas
e Teorija, simulacijas, izvertéjums

* R1ko nosutitajorganizacija
o Tikal finala kandidatiem
o leklausanas organizacija, projekta

< PIRMS-
MISIJAS




GALEJA
. BBRIVPRATIGO
ATLASISANA

PIRMS-
MISIJAS
APMACIBAS

TAM PARALELI:

e MEDICINISKA
PARBAUDE

o APDROSINASANA

e VIZA

e VIENOSANAS

e TRANSPORTS




PIRMS-
MISIJAS
APMACIBAS

KOMPETENCES UN
MACISANAS PLANS

VISPARIGAS SPECIFISKAS TEHNISKAS

Macisanas un attistibas planu kopa veido nosdatitajorganizacija,
uznémeéjorganizacija nemot vera brivpratigo un projektu. Lai sekotu macisanas
progresam, sasniegtais tiek vértéts vairakas reizes projekta garuma.

Kameér visparigas un specifiskas prasmes dazados projektos bus lidzigas -
tehniskas atskirsies. Svariga plana dala ir sagaidamie projekta rezultati dazados
projekta posmos un apgutas kopetences.

Visu veidu kompetences spélé svarigu lomu visa brivpratigo vadisanas cikla
sakot ar projekta mérkiem un beidzot ar atgrieSanas izvértésanu. Taja pasa
laikd macibu mérki un apgustamas kompetences var mainities projekta gaita.






PIENAKUMU APRAKSTS

OFFICE ADMIN SUPPORT

- OFFICE ADMIN DOCUMENTATION ARCHIVE

- DATA ENTRY IN OFFICE ADMIN SYSTEM

- COLLABORATING IN UPDATING THE ADMINISTRATIVE-FINANCIAL MANUAL

PROJECT FINANCIAL FOLLOW UP

- REVIEW OF PROJECT FINANCIAL DOCUMENTATION

- COMPILATION OF DOCUMENTATION OF PROCUREMENTS WITHIN THE PROJECT

- COMPILATION OF FINANCIAL JUSTIFICATION SOURCES OF VERIFICATION

- VISITING LOCAL PARTNERS TO PREPARE THE FINANCIAL DOCUMENTS AND REPORTS
- REVIEW OF CONTRACTS, EXPENSES AND OTHER FINANCIAL DOCUMENTS OF ALIANZA AND ITS
PARTNERS IN PALESTINE

- DRAFTING FINANCIAL REPORTS
CAPACITY BUILDING

- COLLABORATE PROVIDING CAPACITY BUILDING TO LOCAL IMPLEMENTING PARTNERS AS TO DONOR
REQUIREMENTS

COMMUNICATION AND RAISING AWARENESS

A. DRAFT AND PUBLISH ARTICLES DESCRIBING VOLUNTEER'S EXPERIENCE IN THE FIELD.

B. GATHER AUDIO-VISUAL MATERIALS TO BE USED IN A PUBLIC AWARENESS ACTIVITY CONDUCTED BY THE
VOLUNTEERS COMMUNITY IN EUROPE.

C. IN COORDINATION WITH THE PARTNER NGOS IN THE PROJECT, ORGANIZE AND EXECUTE A PUBLIC
AWARENESS ACTIVITY ONCE BACK IN EUROPE.



PRASIBAS NO
VAKANCES

-DEGREE IN BUSINESS ADMINISTRATION AND/OR ACCOUNTING/FINANCE OR EQUIVALENT STUDIES THAT
INCLUDE FINANCIAL AND ADMINISTRATIVE TOPICS.

EXPERIENCE:

- EXCELLENT COMMAND OF EXCEL AND FULL MICROSOFT OFFICE PACKAGE. EXPERIENCE:

- DESIRABLE PREVIOUS EXPERIENCE IN DEVELOPING COUNTRIES AND/OR IN VOLUNTEERING ACTIVITIES
LANGUAGES:

- ENGLISH C1

- SPANISH B2

- ARABIC WILL BE AN ASSET.

OTHER SKILLS:

- GOOD INTERPERSONAL AND COMMUNICATION SKILLS.

- ADAPTABILITY, SELF-AWARENESS AND INTER-PERSONAL SKILLS TO ADAPT TO DIFFERENT WORKING
STYLES AND CULTURAL CONTEXTS.

- ABILITY TO WORK COLLABORATIVELY AND TRAIN OTHERS.

- INTERCULTURAL AWARENESS AND RESPECTFUL ATTITUDE TOWARDS OTHER CUSTOMS AND
TRADITIONS.

- MOTIVATION FOR PROMOTING LOCAL AND SOCIAL DEVELOPMENT.



GATAVI
DOTIES
PROJEKTA!

Paldies par dalibu.




