i MDH

MASAGHMINT UKD DFRILOMMINT FOR HEALTR

Manngementand Development for Health (MDH) is a non-profit. non-governmental erganization whese primary aim is to contribute 1o address public health priorities of the people of Tanzania and the world
at large, These pricrties include: communicable diseases such as HIVIAIDS, Tuberculosis and Malaria; Reproductive, Maternal, New-bom and Child health (RMMCH); Mutrition; Non-Communicable

Diseases of public health

significance; as well as Health System Strengthening. MDH strongly bebeves in and works in parinership with vanious local and global institutions, Ministry of Health, Community

Development, Gender, Elderly and cnmn EMOHCDGECI. Pmsms Ollic.e Hogmal Authaorities and Local Government (PORALG); donor agencies; academic and non-academic institutions;
. . i h

pariners;

Location
Reparts to

Duties and Responsibilities.
The following are the major responsitsiities and duties ol the Distict Clrical and Stralegic information
Manager:

A GL"ICILSER\IK;ES SUPPORT:
Under the technical suparvision of the DPM. the DCSI manager provides the strategic information

MDH seeks 1o recruit qualified individuals: to fill the below vacancies:

wiit abstracts, pastiees manuscripts, and polty briofs 1o widely disseminate Endings.

+ To implement and mmage B robust capacity Dullamg program, |I:( PMTGI' EID Paediatric ART and
RMNCH HCPs: ) in Bne with national
guidelines

program staft In herfhis respecth il

= To actively participate in writing tachnical program documants including project proposals, work-plans,
repors, best practices, lessons leamed and other relevant documants, as required by the RPM.

= To support and advise the RPM on all PMTCT, EID, Paediatric ART and AMNCH kssues and parform othar
relevant duties as assigned by the RPM

leadership 1o the supporied programs including PMTCT, CAT, TBHIV Cuality
Early Infart Diagnosss, Laboratory Support, Supply C i and Ci B
assigned district,

+ Coordnates, manages and bulds capacity of distict CHMTs in program management including
manitoring and evaluaton.

+ Tho DCS] managar will act as the focal parson for stratogic infarmatin focusing on cinical sendces

work experience and skills
* Modical Doctor degres with curment registration from the Medical Council of Tanzania
+ Master's degrea in Public Health or related field is an added advantage.

+ Alloast 3 yoars of experience working in public health programs! services

Inchucing TEVHIV intagration, care PMTCT and EID
assunes that related activities ano implemantod &5 por MDH and district work plan;

+ DG5S manager shall support the District Propact Manager foe the timely development of afficient work
plans for the districts and the monitering of the progress of planned targels, budgals and activities 1o
emmmusmmpw\eﬂmelremwe economic and efficiant manner.

. ion of the

and support provided
hrmwndlslnn rdw-qmmhmbmnwﬂmwmmnw ship
+ Work with existing and polential implemanting pasters in PMTCT, HIVIAIDS Care and Treatment

sarvices
= Work with senior leaders, managers and grants 1eam in developing and reviewing district sub-grantees”
allocatian

proposals on target setting, financial budgat managament and adequate of resources;

B, STIIM'EGK: INFORMATION SUPPORT:
+ Strongly related 1o assuring the technical performanca, unﬁerlrummsmmovsuln qued
Manager, the DCSI manager shall wark closely with MAE and strategic

+ Al loast 3 years of axp in design, and MAE of PMTCT, EID.
Paediatric ART, AMNCH o« redated chrical and pur.i:heulh pfogramsam SBNCES

. 1 using COIL PHE and OR

. E:permnwmngalmm manuscripls, proposals and repors

» d of Swiahili and English k i writien and oral

. &8 MS Woed, Excal, Power point and intemet
. mwhmmrmsﬂllmdllmmmdn#m

SALAAM
Reporting SENIOR PROGRAM ADMINISTRATION MANAGER

Job summary: This posdion & responsible far managing fronl desk operations, stores, administraticn and
managing incoming visiors, communication in & professional manner and portraying the image of the
organization.

‘assuing data capturing, recording, storage, usage, data quality and reporting quality and in using Maﬁ
for etiective pmgram management

program g and reporting activiias for Care ATreatmant, TBHIV,

Pravention, Oolwmrw ImkagemPM'lCT ptogrnmsny disiricts al sile vl

* Provide techrical assistance in strangthening the national and destiict MEE system for both care and
weatment, TBHIV, Community based care and PMTCT

+ Build capacity of site stafl and detrict clinical mon®ors 1o set a functional groundwork for eficiant data
callection, compiliation, use and tmely roporting al site and district level

+ Suppor the implemantation of the SOP for how data for each indicalor are 10 be collected, managed,
warified and used at oach level of the health intormation System,

+ Cooedinate district and site laved reporting activities dusing reporting period.

= Perform a final review and verification of the quality and completeness of the quantitative manthly,
quarterly, semi-annual and annual reparts from respactive district and sées.

« Facileate utiization of reports B site level and mstrict laved for program planning, management,
menitoring and evabsation

* In collaboration with the sirategic Information depanment, paricpate in perodc dala quality

. for publcation.
e um.gmnwe\ummdnnmummm.mqmnlmmmmwm
= Performing any othes work related duty assigned by supanvisor,

REQUIREMENTS:

* Medical Doclor

* Master of Public Health or Epidemiclogy or its equivalant,

+ Treee or more years of expedience working in HIVIAIDS care and treatment programs

*+ Loadership skils o plan, coordinate, arganize, interact and daliver bast rosults to achiove targots on HIV
cascade and TB cascade

+ Expetience working with CHMT

. MI»M&EWNMMH\W

¥ i i .uma»dcala..-—-

- Experience i roading, snalyzing and roportinsg dta 1o assist in detormining progross and decision making

PrOCESSAs.
+ Expenence in working, supporing and building capacity of data coordinators and data clerks

HAL MATERNAL AND CHILD H

) MANAGER -1 p

Location GEITA
Reports to REGIONAL PROJECT MANAGER (RPM)

Duties and Responsibilities
+ To kead and overses planning, implamentation, MAE and reporting of PMTCT. EID, Pasdlm.hRT and
relevant AMNCH services under the Atya Kwanza project, in her!his respactive cou
+ Tolead i b0 address program, dnmrmdnimnal
e - sa.cnasmHNmnng Option B+, male involvement, tracking of mother-indant pairs,
follow-up of EID resulis and accel children’s troatment (ACT) = in line with national guidalings.
+ To provide TA 1o the DMO, DACC, DRCHCo, CHMT and HFs in planning, implementation, MAE and
roporting of PMTCT, EID, Pasdiatric ART and refated AMNCH programs and senices
To conduct needs assessmant, on PMTCT, EID, Paedatric ART & AMNCH peograms and sarvices. in
herihis councilis), and organize eforts 1o address these needs -; including capacity buldng and health
systam strangthaning - in collaboration with the RPM, DACC and DACHCo
+ To ensure timaly collection and submission of PMTCT, EID, Pasdiatric ART and RMNCH data — as well as

+ Answer &l incoming calts and handla caller's inquiries accordingly as well as directing them to respective
officers

. i ecaive ving org abtain all necessary information from them and diract
them ia agpropiate destinaton.

and gther dinective

. meemywummmmmmunuwmmm

. Pmmemmnwperusear mindful of ]

= Perorm genaral clevical ing but not limited to

= Setup siaff travel and sccommodaion arangaments as required

= Meaintain the general
Receive materials from outside suppliers

= Arrange, issue and distribute materials 1o various sites and intermal users,

= Maintain siores records and prapare vanous slones report.

= Make sure b slofe is clean and arranged propery.

+ Assist in recaiving ke torider

= Coordinate ihe distribution of materals to internal users,

= Coordinale the distribusion of maberials 1o various sites supportod by MDH

+ Coordinate tha inspaction team for the incoming matarials from supplers before accapting them o the
store,

* Updating siores procedures,

* Periorm secretarial general administrative and clerical support activities

. Hamb!mmmngmdmudngmﬁsandmmwpmpmnum

= Assistin meelngs,

« Assist with the registration of participants attending MOH meatings and work with finance depariment 1o
make sure the participants are rembursed teir transport allowance when required.

* Build up a strong and wall ceganized rogistry

» Tide up and maintain the recaption area

= Pertarm any othar job refated dubes as given by suparvisor.

faxing. typing

. invitation for

v

Required qualifications
+ Degree in Business Administration or Certificate/diploma in secretarial duties woukd be an added
advantage

+ Aminimum of 3 years' n p activities
* Excelient English Language skills.
* Basic fraining on telaphone operations
» Imermediate knowledge of compuiers and Microsolt Office software apphcations i.e. Wond and Excel
* Strong organizational and planning
+ Atmanition to detail and the abilty o work well under peessure in an open work environmen.
= Strong writhon and verbal communication skills
. of administrative and clerical processes and procedures.
* Must be articulate and professional in manner and appearance and be able 1o maintain a high lovel of
confidentiality.
Must have, or quickly develop, & o ol i and it
order to effectively dinect visitors and callers to the appropriate person to handia their request.
= Willing 10 work exira hours when required,

and stall in

TO APPLY:
MHMWMHMNMNWIMWMWWﬂHM.
detniled copy of their CV, and names and contact
numbers) of three work related referses,

suppart g of the related MAE syst with the MAE team
* Leanmmmmmu}ysemmmmm EID, Paediatric ART and RMNCH data 1o il p
priorites and resowrce allocation and write roports, best practices and kessons leamed For widar

dissemination
*+ To lead efforts to idontify gaps in PMTCT, EID, Paediatric ART and AMNCH; design and implemant
operational research (OR), PHE, secondary data analysas and COI initiatves to address thesa gaps; and
=%

should be by Monday 14th April, 2019, to the Human Resource Manager
theough e-mail hr@mdh-tz.0rg or drapped by hand at the MOH Head Offica in Mikochen, alang Mwai
Kibsaki Rioad, Plot No. 802,

Kindly note that only will b
a—




