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Job Description
Human Resources

Field Assistants

Recruitment
HORAN FOUNDATION Terms of Reference
(ToR)
Job code: HF030720 Thursday, 2 July 2020
Job Title: Field Assistants

Duty station Idleb and Aleppo gov
Line Manager: project manager
Number of vacancies required: 4

About Horan Foundation

Horan Foundation (HF) is a non-governmental, non-profit making, national organization. It was
established in May, 2012 in response to the humanitarian needs resulting from the current situation
and the humanitarian crisis in Syria to alleviate the suffering of the Syrian. HF operates in different

sectors, implementing various projects and programs.

Job Details

Job Summary:

The project assistant will work under the direct supervision of the project field officer. The project assistant will
be primarily responsible for supporting the field officer and overseeing implementation of all project activities.
The project assistant will coordinate and communicate continuously with the beneficiaries targeted by the
institution in addition to the stakeholders in order to ensure the effective implementation of the project. It will also
coordinate with the other departments of the supporting organization such as: logistics, media, finance, and
human resources to ensure effective and orderly implementation in order to successfully achieve the project
goals.

Main Responsibilities and Tasks :

» Daily communication with the field official to ensure that all project activities are carried out in accordance with the
organization's policy

Support the field officer in the coordination process with local councils and other stakeholders.

» Continuous communication with the team for follow-up and evaluation to ensure all forms are properly completed and
followed up and completed in a timely manner.

* Work closely with SOs and other project personnel to ensure the maximum impact of project activities within the target
areas.

Ensuring community support for the program, and minimizing disputes over product distribution.

*» Tasks related to distribution as a holder of documents within the distribution sites and verify the identity, the beneficiary
card, confirm the amount of support allocated to each beneficiary and complete the distribution protocols correctly.
Close cooperation with the local councils and the follow-up and evaluation team in the absence of the beneficiaries and the
presence of alternatives.

* Ensure that the distribution plans, distribution updates and distribution control plans for the project are working well.

* Responsible for archiving all distribution papers / protocols, archiving images and other documents correctly as well as
sending the original hard copies to the Gaziantep office.

* Submit reports on completed tasks at the request of the supervisor.

» Commitment to protection standards and avoid gender-based violence during distributions and to report it directly.

* Other tasks required by the supervisor in accordance with the needs and context.



Qualifications / Technical Skills:

* Minimum Bachelor’s Degree in a relevant field (social science, Agriculture, public relations, Business
Administration... etc.);

* Experience in working within the humanitarian field;

* Familiarity with the humanitarian context affecting communities in Syria;

* Proficiency in Microsoft Office software, particularly MS Word, MS Excel and MS Outlook;

* Good level of English and experience of working for humanitarian organisations is desirable.

Interpersonal, Communication and Coordination Skills:

* Excellent negotiation and problem- solving skills;

* Ability to cope with a challenging and constantly-evolving humanitarian work environment, often
under pressure;

* Ability to establish and manage effective working relationships with colleagues, managers and
external partners, other INGOs, and community representatives;

* A strong commitment to humanitarian relief and disaster operations;

* Flexibility.



