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Job Description
Title of Post: Project Officer
Duty Station: NHRC HQ or as per the Commission requirements
Nature of Service: Service contract for project period
Line Manager: Joint Secretary, NHRC

The National Human Rights Commission (NHRC) was established in 2057 under Human Rights
Commission Act, 2053 as an independent and autonomous national level human rights institution. It
was further elevated as a constitutional body by the Interim Constitution of Nepal of 2063. The Present
Constitution of Nepal of 2072 also has the provision of NHRC in Part 25 of the Constitution. NHRC
has the primary responsibility to protect and promote human rights countrywide.

Protection and promotion of human rights are the two major functions of the National Human Rights
Commission (NHRC). To effectively carry out these functions the NHRC is implementing
“Enhancing the Capacity and Contribution of the National Human Rights Commission of Nepal
(ECNHRC)-2” project funded by European Union to contribute to ensuring protection and
promotion of human rights through the enhanced effectiveness of NHRC. This post is created to assist
to the Commission in ensuring proper planning, implementation and monitoring of the project to
achieve the project goals.

S/he reports to the Secretary, NHRC.

The responsibilities are as follows:

1. Prepare annual, quarterly, monthly plan of the project.

2. Initiate implementation of the project activities.

3. Regular monitoring of the project activities.

4. Prepare necessary reports for the donor purpose.

5. Be familiar with the Constitutional Provision of NHRC, NHRC Act, Strategic Plan, and project
work plan,

6. Keep track of project work plan on a daily basis and draw attention of parties responsible to

carry out the tasks in order to complete the tasks as scheduled.

7. Assist the Line Manager to review/update/prepare work plans and consolidate project
implementation plan for all the regions. This includes assisting the Line Manager in ensuring
proper implementation of policies and procedures of project activities.
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Collaborate with various Departments/Divisions/Provincial Offices/Provincial Branch Offices
of NHRC to ensure timely delivery of backstopping services necessary for effective
implementation of the project activities.

Recommend appropriate actions on project matters to the Line Manager and propose necessary
policies for attainment of project objectives.

Assist the Line Manager in assessing the adequacy of budget, and other administrative and
technical requirements and take the necessary steps as advised by the Line Manager for the
fulfilment of the needs.

Ensure that the project resources are being used in a cost-effective and proper manner.

Keep track of budget and expenditure to ensure financial transactions of the project are within
the approved allocation and in accordance with rules and regulations of NHRC and/or Project.
It includes, working with the Administration Division, Financial Management Division and
other concerned Departments, Divisions, Provincial and Provincial branch offices to ensure
adherence to the controls, systems, and procedures of NHRC.

Prepare necessary correspondence in Nepali and English on project matters.

Follow-up with the field offices for timely submission of progress reports.

Drafting concise and effective central level reports to be submitted to NHRC, the Donor in line
with program vs. Proposal and Budget against expenditure.

Assist the Line Manager in the following tasks:

a. closely monitoring the work of the project activities,

b. removing operational bottlenecks,

c. suggesting new systems or improvising the existing ones to effective implementation
of the project activities,

d. arranging periodic review of work progress,

In addition to the above, the incumbent will be required to carry out any other NHRC’s work related
duties as required by the Line Manager and Secretary of NHRC.

Qualifications Required:

Academic Background: Bachelor Degree from a recognized academic institution.

Language Skills: Excellent command of spoken and written Nepali and English.

Other Essential Attributes:  High degree of integrity and initiative, commitment towards completing

assignments efficiently, and attention to detail. Hard working and able
to write quality progress reports. Be an initiator, motivator, able to work
independently as well as a cooperatively with a diverse range of people,
highly proficient in Word, Excel, PowerPoint, Internet and e-mail use.

Remuneration will be provided as per the allocation in the Budget sheet of Project document
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Job Description
Title of Post: Admin and Account Assistant
Duty Station: NHRC HQ or as per the Commission’s requirement
Nature of Service: Service contract for project period
Line Manager: Project Officer, ECNHRC-2 Project

The National Human Rights Commission (NHRC) was established in 2057 under Human Rights
Commission Act, 2053 as an independent and autonomous national level human rights institution. It
was further elevated as a constitutional body by the Interim Constitution of Nepal of 2063. The Present
Constitution of Nepal of 2072 also has the provision of NHRC in Part 25 of the Constitution. It has the
primary responsibility to protect and promote human rights countrywide.

The post of Admin and Account Assistant is created to assist “Enhancing the Capacity and
Contribution of the National Human Rights Commission of Nepal (ECNHRC)-2” funded by
European Union in ensuring effective management of the project activities through proper adherence
to the financial and administrative rules and procedures. The incumbent is required to be an initiator,
communicator, proactive, team player, good learner and willing to travel to field on official duties.

The incumbent is expected to demonstrate highest level of professional integrity and ability to enforce
and adhere to the existing rules and regulations.

Responsibilities:

Under the supervision of the Project Officer the incumbent will carry out the following duties:

1. Prepare vouchers and cheques for approval by the authorized officials.

2. Maintain bank book and assist in bank reconciliation task.

3. Ledger posting.

4. Inform the Administration Section to advise vendors to collect the payment.

5. Check financial claims to ensure that they are in order and that required supporting documents
are available, and accurate.

6. Prepare income and expenditure statement of the project.
7. Assist to Project Officer in development and updating of annual and periodic budget of the
project.

8. Assist in preparation of annual and periodic work plan of the project.
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9. Assist in monitoring of expenses against the approved Annual Budget and in maintaining a
budgetary control procedure for expenditures occurred specifically under the Enhancing the
Capacity of National Human Rights Commission Project (ECNHRC)-2

10.  Assist in preparation of periodic financial statement to concern departments, divisions and the
donor in line with budget against expenditure.

11. Ensure security of financial records and custody of paid vouchers, cashbooks, and counterfoils
of check books, checks, and bank statements and bank reconciliation.

12.  Process the claims promptly to ensure payments are disbursed promptly in accordance with the
guidelines, and follow up on cash advances for prompt settlement by the staff and other parties.

13.  Assist in GoN sanctioned audit or audits of donors, and in following up on audit comments and
irregularities for resolution.

14.  Work in coordination with the Financial Administration Division regarding the necessary
financial rules and operation

In addition to the above, the incumbent will be required to carry out any other work related duties as
required by the Line Manager.

The incumbent should be ready to show flexibility to work beyond official working hours/days.

Qualifications Required:

Education: Proficiency Certificate Level in Management majoring in accounting
from a recognized academic institution.

Language Skills: Good command of spoken and written Nepali and English.
Other Essential Attributes:  S/he should be an initiator and motivator. Ability to drive motorbike or
willing to acquire the skill for official purposes. Good practical

knowledge of MS Word and Excel are needed.

Remuneration will be provided as per the allocation in the Budget sheet of Project document
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Enhancing the Capacity and Contribution of National Human Rights
Commission of Nepal Project (ECNHRC)-2

Syllabus for the competitive examinations for the post of Project Officer

Paper Subject Full No. of questions and Time
Marks | weightage

Concept Paper, Project 15 1 Concept Paper

Academic Management and

Qualification, Financial

Experience Management

Written Human Rights Subjective answers: 1.30
and Management | 40 2x15=30 hrs.

1x 10 =10 (Theoretical
and problem solving
questions)

Presentation Human Rights 15 1 Presentation
and Management

Interview 30

1. Management Concepts and Practice
-Managerial Skills
- Leadership
- Planning
- Organizing
- Motivation
- Supervision and Controlling
- Project Management and Reporting
- Project Cycle
- Research Knowledge
- Communication and Coordination Skills
-Financial Reporting and Auditing

2. Professional Ethics and Behaviors
- Code of Conduct
- Integrity, Impartiality, Compassion, Neutrality, Objectivity, Dedication,
Empathy, Tolerance, Spirituality
- Monitoring and evaluation
- Grievances handling
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3. Human Rights Mechanism
- Constitutional and legal provisions relating to human rights
- Role of NHRC on the promotion and protection of human rights
- NHRC’s current strategic plan
-Monitoring and investigation of human rights issues
-Human Rights based Reporting
-International Human Rights Instruments
-UN Human Rights Mechanism

4. Human Rights in Development Context and Major Human Rights Issues

-Concept of right to development, Concept of human rights based approach to
development Business and human rights,

- Human Rights Education

- Coordination with all the three tiers government of Nepal on various Human
Rights issues.

- Engagement with civil society for the protection and promotion of human rights

-Empowerment of women and disadvantaged groups

-Human rights and good governance

-Trafficking in human persons

-Discrimination and unequal treatment

-Impunity

-Climate Justice

-Digital rights
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Enhancing the Capacity and Contribution of National Human Rights
Commission of Nepal Project (ECNHRC)-2

Syllabus for the competitive examinations for the post of Admin and Account

Assistant
Paper Subject Full No. of questions and Time
Marks | weightage
Concept Paper, Project 15 1 Concept Paper
Academic Management and
Qualification, Financial
Experience Management
Written Human Rights Subjective answers: 1.30
and Management | 40 2x15=30 hrs.
Ix 10 =10 (Theoretical
and problem solving
questions)
Presentation Human Rights 15 1 Presentation
and Management
Interview 30

2. Management Concepts and Practice
-Managerial Skills

- Leadership
- Planning

- Organizing
- Motivation

- Supervision and Controlling
- Project Management and Reporting Skills
- Project Cycle

- Research Knowledge
- Communication and Coordination Skills

2. Professional Ethics and Behaviors
- Code of Conduct

- Integrity, Impartiality, Compassion, Neutrality, Objectivity, Dedication,

Empathy,

Tolerance, Spirituality

- Monitoring and evaluation
- Grievances handling
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3. Human Rights Mechanism
- Constitutional and legal provisions relating to human rights
- Role of NHRC on the promotion and protection of human rights
- NHRC’s current strategic plan
-Monitoring and investigation of human rights issues
-Human Rights based Reporting
-International Human Rights Instruments
-UN Human Rights Mechanism

4. Human Rights in Development Context and Major Human Rights Issues

-Concept of right to development, Concept of human rights based approach to
development Business and human rights,

- Human Rights Education

- Coordination with all the three tiers government of Nepal on various Human
Rights issues.

- Engagement with civil society for the protection and promotion of human rights

-Empowerment of women and disadvantaged groups

-Human rights and good governance

-Trafficking in human persons

-Discrimination and unequal treatment

-Impunity

-Climate Justice

-Digital rights

5. Government Accounting system
-Preparing vouchers, bank book and ledgers
-Knowledge about the internal and final audit
-Knowledge about Procurement process
-Knowledge on the preparation of income and expenditure statement
-Financial Reporting
-CGAS and Electronic Fund transfer
-Financial Procedures and Fiscal Accountability Act, 2076 and Rules, 2077
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