SAVE THE CHILDREN INTERNATIONAL-West and Central Africa


	STAFFING REQUEST 

	This form must be completed before any Recruitment process of new and replacement roles commences.  The authoriser/approver will be the Country/Regional Director or budget holder.  
The Hiring Manager should complete type in Sections 1, 2 & 3.

	SECTION 1:  JOB OPENING REQUEST

	Title:


	Project Coordinator
	Country: 
	Liberia

	Location:


	Monrovia/ Liberia
	Planned Number of Hires: 
	1

	Vacancy Type:
	New
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	Replacement
	
	If a replacement, who was the previous post holder:
	

	Key position
	Yes
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	No
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	If a replacement, last date of work of the previous post holder
	

	Status Type:
	Permanent staff   
Internship/Volunteer
Consultant   
	Contract Length:
	I year 

	Post Status

	Vacant
	Reason for a fixed term
	The project will end in September 31,2025

	Grade of Post:
	3
	Additional Pay & Reward:
	Expensive 
Posting 
	Complexity 
Allowance 

	Job Profile (if New Please Attach):
	Attached
	Child Protection Level:
	3

	Job Advert Attached:
	
	Line Management Responsibility:
	Ashenafi Alemu 

	Budget allocated and available for:
	Employee Cost:  50 400                            USD

Recruitment Cost:    50                      USD
	Specialism:
	

	Funding approved:
	Yes
	
	No
	
	If not approved, please provide further details:
	

	Salary Budget Code:
	
	%
	Recruitment Budget Code:
	43000/99701308/ 4301035/99701308001
	%100

	SECTION 2:   RECRUITMENT STRATEGY

	Source of Candidates:
	External                  Internal  
Local              International
	Application portal ( email address and/or website):
	Email and website

	Agreed Strategy, e.g. further advertising requirements:
	Paid for Media/Online Advertising Details (e.g. Coord. Sud):
-
-

- 
-

	Free Media/online Advertising Details (e.g.acodev):
- 
- 
- 
- 


	Time Frames:

dd/mm/yyyy
	Advertise Date:

December 2, 2024
	Applicant Close Date: January 2, 2025
	Pre-screening Interviews date: 
January 2 to 6, 2025
	Shortlist Date:

January 6, 2025
	Interview Date:

January 10 to 17, 2024
	Anti1cipated Start:

February 01, 2025

	Other Selection Criteria:
	Test        Presentation       Pre-screening    
	Test, Presentation or Pre-screening  Details:
	

	SECTION 3:   PANEL

	Recruitment Team Member & Role:


	Name: Ashenafi Alemu 
	Role: Member Panel

	
	Name: Enerlida Liko 
	Role: Member Panel

	
	
	

	
	
	

	SECTION 4: RECRUITMENT APPROVAL TO BE DONE VIA TALEO



V2

