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Vacancy Announcement

Vacancy Notice No.: GPH-EVA-15-2079-80

International Nepal Fellowship (Nepal) is a Non-Government Organization established in
1952 and serves the poor and disadvantaged people of Nepal to enable life to its fullness
through health and development services. INF Nepal is currently working in health and
community development services in the Gandaki, Lumbini, Karnali, and Sudurpashchim
Provinces of Nepal.

INF Nepal, Green Pasture Hospital and Rehabilitation Center is 100 bedded hospital, serving
people with specialized treatment and rehabilitation services in leprosy, spinal cord injuries &
other neglected trauma, ear care, and palliative care, is looking for qualified, skilled, service-
oriented, and committed Nepali citizens who can lead the following role and share our vision,
mission, and value.

1. Position: Hospital Administrator Location: Pokhara

Purpose of the Job:

The job holder, under the guidance of the Medical Services Director, is responsible for
overseeing and leading the administrative team at Green Pastures Hospital to provide all
administrative services for the smooth operation of the Hospital. This includes:

+ Ensuring the smooth operation of Green Pastures Hospital through effective administrative
support for the whole hospital while adhering to local and national legislation and regulations.

+ To provide HR support for effective HR Management.

+ To ensure the financial management and performance

+ To ensure the security, maintenance, and management of all assets and buildings of GPH.

+ To explore marketing and fundraising opportunities and monitor the implementation of projects
at the hospital.

+ To ensure liaison and networking with Government authorities, units, relevant stakeholders,
and like-minded organizations.

Required Qualifications, Skills, and Knowledge:

+ Master's qualification in management or any relevant discipline with a minimum of five years
of experience in Hospital Administration or health care management at a senior level. A
Master's degree in health care management is an advantage.

» Excellent communication and writing skills as well as negotiation skills with proven skills in
project management and operation. Excellent analytical and conceptual skills in administrative
issues.

« Ability to see the big picture and how multiple departments and project components work

together in the achievement of larger goals.

Good human resource management, leadership, and cross-cultural skills.

Ability to coach, mentor, and develop team members. Willing to take on leadership and

opportunities for improvement and can influence positive change within the organization.

Excellent skills in facilitation, liaison, and networking skills between INF Hospitals, the

community, and Government.

Proven ability to multi-task, work independently, be flexible, and be adaptable.

Good English language skills (written and spoken) and good numeracy skills, as well as good

computer skills in Word and Excel.

High level of personal and professional integrity and demonstrates a high regard for

organizational policies and regulations.

Be Able to be an example of excellent work ethic and behavior.

Special requirement: Willingness to be available beyond regular working hours to ensure the

smooth running of the hospital.

Mature, able to ensure and demonstrate INF Values in one work and in diverse areas and

localities of work.

All eligible and interested candidates who meet the above criteria can send their
application stating the post applied for in the subject line along with their CV to the following

email by 31st January 2023.

Required No: 1

-

INF Nepal, Pokhara
Email: recruitment@nepal.inf.org
Only shortlisted candidates will be contacted to participate in further assessment and selection process.
INF Nepal encourages applications from persons with disabilities, disadvantaged and vulnerable groups.
INF Nepal reserves the right to hold partial or whole applications process at any time without
giving any reason whatsoever. Any effort by the candidates to influence the selection process
may result in disqualification.
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Kantipur Media Group (KMG) is the leading media group
in the country. With the mission of enhancing Nepalese

ij:pur TP|PV!“!OI"I and I\antrpur Foundat:on are the
companies under KMG's umbrella.

EXECUTIVE - GENERAL ADMINISTRATION

@ Maintaining customer and the vendor
relations.

Job Summary

@ Managing travel, meeting and events in
coordination with the supervisor.

@ Handle and manage admin staffs within
the office and work well with all levels of
internal management and staff, outside
clients and vendors.

@ Supervise clerical and administrative
personnel by communicating job
expectations, appraising job results, and
disciplining employees.

@ Coordinate with the regional offices for all
administrative and logistics support.

@ Processing of work orders, supplier
invoices, purchase orders, expenses,
expenses claims, account payment.

@ Maintaining an organized and comfortable
office environment, ordering office
supplies, and updating inventory.

® Coordinate with the banks, tax offices and
other government offices for the renewal
of documents of the organization.

@ Maintain records of business costs (labor,
material etc.) and check invoices for
inaccuracies.

@ Check invoice processing, daily
bookkeeping records, billing and
tracking business expenses.

@ Prepare the necessary documentation
including monthly, quarterly and annual
reports and maintain all administrative
paper files.

Qualifications and Requirements:

® Bachelor Degree in finance, business
administration, or a similar field.

@ A minimum of 3 years experience working
as an admin Officer.

® Able to work under pressure, self-
motivated, recognizing a result-oriented
evaluation principle.

@ Good Communication Skill both in English
and Nepali.

@ Build, create and maintain reliable
customer / partner relationships

® Good Knowledge of MS office (Especially
Excel and Word).

@ High levels of integrity and ability to handle
confidential information.

References: Please provide 2 professional
references and their contact details in your
application.

Application Process:

Send a Cover letter Along With CV mentioning
position applied for to hrd@kmg.com.np no
later than 27th January, 2023. Kantipur Media
Group reserves the right to cancel, postpone
or modify the whole recruitment process and
reject any application without specifying any
reasons whatsoever.
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