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Job Description
Information and Documentation Manager, DMS Team 

Position Title 
:  
Information and Documentation Manager 
Team               
:  
Disaster Management Systems (DMS), ADPC
Work base   
:  
Phnom Penh, Cambodia/  Bangkok, Thailand
The Asian Disaster Preparedness Center (ADPC) is a non-profit organization supporting the advancement of safer communities and sustainable development, through implementing programs and projects that reduce the impact of disasters upon countries and communities in Asia and the Pacific, by: 

· developing and enhancing sustainable institutional disaster risk management capacities, frameworks and mechanisms, and supporting the development and implementation of government policies; 

· facilitating the dissemination and exchange of disaster risk management expertise, experience and information; and 

· raising awareness and enhancing disaster risk management knowledge and skills. 
Overview of DMS at ADPC
The Disaster Management Systems (DMS) Team in ADPC is pursuing the advancement of Disaster Risk Management through projects and programs in the following thematic areas:

· Building capacities of National, Provincial and District Disaster Management Systems in the South and South East Asian region;

· Supporting and strengthening the effectiveness of regional mechanisms; e.g. the ASEAN committee for Disaster Management, the ISDR Asia Partnership etc 

· Mainstreaming Disaster Risk Management in Development practice in member countries of the ADPC’s Regional Consultative Committee on Disaster Management (RCC);

· Mobilizing support from government departments and agencies for Community Based Disaster Risk Management (CBDRM) through interventions at policy, planning and implementation levels
ADPC, through its DMS Team, in collaboration with the Mekong River Commission Secretariat (MRCS), is implementing two projects: 
1. With funding from the Deutsche Gesellschaft für Technische Zusammenarbeit (GTZ) GmbH., ADPC is implementing the 2nd phase of the project Flood Emergency Management Strengthening (GTZ Phase 2), in Cambodia, Vietnam, Lao PDR and Thailand, with a duration of 2.5 years. 
2. With funding from the European Commission for Humanitarian Aid department (ECHO), ADPC is implementing the project Strengthen Implementation of Flood Preparedness Program at Provincial, District and Commune Levels in the Lower Mekong Basin (ECHO-IV), under the DIPECHO 6th Action Plan for South East Asia for 2008-2009 in Cambodia, Vietnam and Lao PDR.
These projects call for working with the National Disaster Management Offices, selected line ministries, local authorities, NGO partners, and other key stakeholders in order to promote the adoption and application of local and community based approaches to flood-related disaster risk reduction.
The position of Information and Documentation Manager is to be in either the ADPC field office in Phnom Penh, Cambodia or Bangkok Office, and the selected candidate would work under the supervision of overall supervision of the ADPC, DMS Director and Team Leader and the Program Manager/ Deputy Program Manager in consultation of the Country Project Managers. 
Duties and Responsibilities:
1. Be primarily responsible for the documentation, production, and dissemination of high quality project documents, reports, products, IEC and public awareness materials under the MRC FMMP Project being implemented by ADPC 
2. Be responsible for the production of good practice documents and other media to capture project experiences and lessons learnt.

3. Collect and set up a database of required disaster related national and regional data and information for use in the project planning and implementation.

4. Prepare and update a national and regional inventory of IEC materials produced by MRC, ADPC, concerned national and regional institutions, NGO partners, international organizations, donors, and other relevant organizations.
5. Enhance partnership with NDMOs, line agencies, NGOs, international organization, private sectors, and other relevant organizations to make full use of existing materials and adapt to the local context through an IEC working group and other existing platforms. 

6. Facilitate and assist local authorities in preparing public awareness materials and conducting campaigns, while also promoting partnerships between national and local authorities and private/commercial sectors.

7. Take part in the monitoring and evaluation of project progress and outcomes using the RBM  approaches for the GTZ Phase 2 and ECHO-IV projects being developed by MRC and GTZ . 
8. Be responsible for producing regular updates of the projects’ progress, in collaboration with MRC and ADPC communications officer.

9. Travel to the MRC member countries and target areas as required.
10. Perform other related duties as assigned by the supervisors.
The position would require travel to project implementation riparian countries, and the target areas in these countries. 
Required Qualifications: 
1. University degree with proven record in information and documentation management. Further specializations in flood-related disaster risk reduction or development studies will be viewed as an added advantage.

2. Ability to design and prepare high quality reports and meeting/workshop/conference proceedings; proven ability to design, produce, and ensure delivery of context-specific public awareness and IEC materials related to disaster management
3. Experience of more than five years in information and documentation management and working experience in Asia and Pacific region will be preferred. 
4. Work experience with Disaster Management organization,  (I)NGOs, IOs, UN agencies, and other disaster management-related institutions 
5. Excellent computer skills especially in word-processing, spreadsheets, database and presentation and graphic design software.

6. Excellent command of English, in written and spoken and ability to write reports and proposals.
7. Proven ability to plan and organize work independently.

8. Practical experience working in a multi-cultural team and ability to work independently and for long hours and under pressure.
9. Willingness and availability to travel periodically under sometimes adverse conditions.
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