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CAREER OPPORTUNITIES

Germes Engineering

000
Training Center

Position: Office Manager
Representative of International Company
Salary: 500-700 AZN (NET)

Key Responsibilities
Use a range of office software, including email, spreadsheets and databases;

» Manage filing systems;

» Develop and implement new administrative systems, such as record management;

» Recording office expenditure and manage the budget;
Organize the office layout and maintaining supplies of stationery and equipment;

» Maintain the condition of the office and arrange for necessary repairs;

» Organize and chair meetings with staff - in lower paid roles this may include typing the agenda and
taking minutes

» Ensure adequate staff levels to cover for absences and peaks in workload, often by using temping
agencies;

» Carry out staff appraisals, manage performance and disciplining staff;

» Delegate work to staff and manage their workload and output;

» Write reports for senior management and deliver presentations;

» Respond to customer enquiries and complaints;

» Review and update health and safety policies and ensure they are observed;

» Arrange regular testing for electrical equipment and safety devices;

» Prepare tender documentation, perform tender administration process

» Compile Tender specifications for suppliers and clients

* Review tender requirements with management

* Review all documentation based on Tender requirements and complete tender package

Requirements:
* Minimum 3 years of Office management experience;

» Bachelor's Degree

» Excellent command of, Azerbaijan, English and Russian languages
» Excellent Knowledge in MS Office Tools (Word and Excel).

» Knowledge in track recording and filing

» Demonstrated ability to handle multiple tasks simultaneously.

» Exceptional organizational skills and ability
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Interested applicants please submit your application with CV in English and photograph to
germescenter@inbox.ru and indicate the name of the position you are applying for in the subject line
of the email.
Deadline: June 1, 2014
Position: Commercial and Market Intelligence Specialist
Salary: 1200-1600 AZN (NET)

Main tasks and responsibilities:
» Collation, analyzing, preparation and maintenance of commercial (market and business) data and

assuring regular reporting

» Maintaining statistics, data and providing analytical support

» Conducting, analyzing and presenting regularly market research and benchmarking (market, price
and competitor reports)

 ldentifies issues in the market and business data and suggest corrective actions in order to support
business decisions

* Run/supports the strategic projects related to market development

» Timely preparation of all specific reports to Commercial Department.

Requirements:
» Degree or professional qualification in Business or Marketing (or extensive relevant experience of

same)
e Minimum 1 year relevant work experience
» Excellent written and verbal skills in English and Azerbaijani, Russian is preferrable.
» Advanced knowledge on MS Office applications
» Excellent communication, inter-personal and problem solving skills
» Excellent analytical and numerical skill
» Good commercial and financial awareness
Deadline: June 1, 2014

Interested applicants please submit your application with CV in English and photograph to
germescenter@inbox.ru and indicate the name of the position you are applying for in the subject line
of the email.

Position: Sales Engineer
Salary: 1000-1500 AZN (NET)

Requirements

» University degree, preferably in Economics/Marketing /Engineering
» Sale skills, Communications and presentation skillls

* Minimum 3 years experience in related field

» Advanced MS Office user, Fluent Azeri, English and Russian

» Excellent knowledge of Azeri and English

» Use of MS Office applications at a high level

e Good organizational skills


https://e.mail.ru/cgi-bin/sentmsg?compose&To=germescenter@inbox.ru
https://e.mail.ru/cgi-bin/sentmsg?compose&To=germescenter@inbox.ru

Weekly Newsletter on Career and Academic Opportunities

» Teamwork and leadership skills, cooperative and supportive by nature
» Excellent written and verbal communication skills

 Interpersonal skills are essential along with sensible attitude.

* Ability to work within deadlines

» Flexible and quick in responding within short notice period

» Self-motivated and determined

« Ability to work in a high performing work environment

Main Responsibilities:
» Keeps in touch with retailers and distributors on a regular basis
e Monitors retailers and distributors’ busi nes
» Follows up contracts with the retailers
» Follows up and get information on retailer credit risk
» Collects and report market intelligence
» Collects feedback on products and service satisfaction level on regular basis.
» Monitors market and acquire new retailers, distributors and customers.
» Mitigates risks diversifying retailers and distributors base.
» Presents to the prospective customers new products and solutions.
» Keeps current and prospective customers informed on Company success and key milestones.
» Keeps in touch with corporate customers on a regular basis.
e Monitors corporate customers
» Follows up and get information on customer credit risk
» Follows up contracts with the customers
* Monitors market and acquire new corporate customers.
» Mitigates risks diversifying customer base.
» Attracts new customers
» Presents to the prospective corporate customers new products and solutions.

business perfo

Deadline: June 1, 2014

Interested applicants please submit your application with CV in English and photograph to
germescenter@inbox.ru and indicate the name of the position you are applying for in the subject line
of the email.

Position: Electrical Engineer
International Construction Project
Salary: 800-1200 (NET) Depends on the qualifications

The primary responsibility of the Electrical Engineer — Construction is jobs related to surveying of
construction sites and design of structures.

The Electrical Engineer — Construction manages the design, construction and maintenance of various
electrical systems and components in buildings and structures; ensures compliance with relevant building
codes and safety regulations.

Job Description:
Degree in Electrical Engineering
Azeri & English —Professional Level
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» Designs, tests, installs, and maintains large-scale electronic equipment or machinery for use in
manufacturing or power generation or transmission.

* May use computer-assisted engineering and design software and equipment to perform assignments.

» Applies principles and techniques of electrical engineering to accomplish goals.

» Requires a bachelor's degree in engineering and 2-4 years of experience in the field or in a related
area.

» Familiar with standard concepts, practices, and procedures within a particular field.

* Relies on experience and judgment to plan and accomplish goals.

» Performs a variety of tasks.

» Works under general supervision; typically reports to a supervisor or manager.

» A certain degree of creativity and latitude is required.

Organizational Role

The Electrical Engineer — Construction typically serves as member of team leadership and is considered a
technical professional within the organization. As such, the Electrical Engineer — Construction provides
difficult technical tasks. The organization will depend on this person's implementation experience. The
Electrical Engineer — Construction generally is responsible for self-sufficiency. As such, the Electrical
Engineer — Construction provides small project responsibility. The organization will depend on this person's
technical supervision.

Electrical Engineer i Construction Job Responsibilities
The Electrical Engineer — Construction generally has the following responsibilities:

» Uses various equipment and tools to manage the design, construction and maintenance of various
electrical systems and components, including power distribution and telecommunications, in
buildings and structures.

» Performs the evaluation and inspection of electrical engineering projects to ensure that standards and
requirements are met.

» Prepares, maintains and reviews technical documentation, such as drawings and specifications, for
electrical engineering projects.

» Follows applicable building codes and safety regulations in electrical engineering.

Electrical Engineer i Construction Competencies

The complete Electrical Engineer — Construction Manager's Guide includes the 31 key competencies
expected of Electrical Engineer — Construction. The report defines each Competency in detail. The report
also explains what level of proficiency Electrical Engineer — Construction should have in that Competency,
as well as how important that Competency is to performing the role well.

Among the 31 Competencies for Electrical Engineer — Construction is...

Building Code Compliance
You may observe several behaviors in a person that could be strong indicators of his or her capabilities in

the Building Code Compliance competency. The Electrical Engineer — Construction is expected to
demonstrate Extensive experience in the Building Code Compliance competency. To demonstrate Extensive
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experience in the Building Code Compliance competency, one should demonstrate knowledge of national
and local building regulations

This person should have the ability to comply with regulations on all construction activities.
» Advises on complex or the latest building standards.

» Trains others how to effectively detect building code construction issues, and address them
appropriately.

» Consults on the application of building policies in organizational environments.

» Recommends effective solutions for building code violations.

» Interprets building standards to main stakeholders (ex: designers, contractors) and anticipates any
issues.

» Monitors the practice of complying with building codes in competing organizations.

Deadline: June 1, 2014

Interested applicants please submit your application with CV in English and photograph to
germescenter@inbox.ru and indicate the name of the position you are applying for in the subject line
of the email.

Position: Secretary of the Protocol Department
Salary: 750-800 AZN (NET)

Requirements:
Female 24-35

» University degree-Business Administration /Finance

» 1-3 years of experience in only in the bank, at the Embassy, Ministry of Foreign Affairs in this
position

* Fluent Azeri (native speaker), English(Fluent), Russian (Good)

» Strong inter-personal skills
Team Player

» Good Communication Skills

» Excellent written and verbal communication skills

» Use of MS Office applications at a high level

» Good organizational skills

» Teamwork and leadership skills, cooperative and supportive by nature

* Must have an understanding about office dress code

Responsibility :
» Shall keep the minutes of all meetings
» Archives documents in according of legislation requirements
» Organize treaty-signing ceremonies.

Deadline: June 1, 2014

Interested applicants please submit your application with CV in English and photograph to
germescenter@inbox.ru and indicate the name of the position you are applying for in the subject line
of the email.
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Position: Tender Officer

Salary: 1500-2000 AZN

Main tasks and responsibilities:
» Manage the proposal process for multiple proposals to stay on schedule and present them to the

management for review and approval prior to final publishing.

» Coordinates and communicates proposal document delivery and costing requirements to the key
support functions to meet proposal due dates while raising, tracking and documenting issues.

» Ensures all relevant documentation for bid proposals is complete and accurate.

» Ensure all technical, commercial and contractual correspondence with Suppliers/Vendors are
efficiently addressed and closed out.

» Prepares reports for the management such as summary schedules, proposal overviews, competitive
overviews and cost/price summaries, evaluation reports, annual plans.

» Responsible for internal and external interfaces during tender execution

» Extratasks as per Line Manager request in case of company need

Requirements:
e Bachelor’”s Degree in Business, Engineering o

* Good understanding of Tender / Project Management Process

» Experience in Production support, scheduling, engineering or projects.

» 3-4 years of relevant working experience in Tender / Project Management

» Excellent communication and negotiation skills in both written and spoken (English &
Azeri),Russian is optional.

» PC skills including spreadsheet, presentations, word processing, relational database, project
management scheduling software and SAP or similar mainframe experience.

Deadline: June 1, 2014

Interested applicants please submit your application with CV in English and photograph to
germescenter@inbox.ru and indicate the name of the position you are applying for in the subject line
of the email.

Position: Bayer
Salary: 800 -1200 AZN (NET)

Responsibilities:

» Purchases materials, equipment. Reviews and analyzes purchase requisitions, investigates and
develops sources of supplies, prepares bid specifications, issues bid requests and reviews quotations.
This position requires the use of initiative and independent judgment. Duties

» Identifies and selects vendor to procure requisitioned commaodities, meeting criteria such as price,
quantity, quality and delivery date and places orders.

» Writes and distributes complex and technical bid invitations or requests for proposals; receives and
analyzes bids, quotes, and proposals.

» Conduct purchasing negotiations between department and vendor, prepares Purchase orders for
vendor and Invoices for accounting department.

» Working with Tender documentation
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Requirement:
Female
Age: 24-35
» Degree in Finance or MBA/Engineering
* Knowledge of English, Russian and Azerbaijani languages
o Computer literacy (MS Word; Excel; Internet)
» Ability to understand technical materials, products, and the commodity market of industrial area.
« Skill in preparing and analyzing complex technical specifications and bids.
» Skill in both verbal and written communication.
» Skill in establishing and maintaining effective working relationships.
» Ability to work in a team. Personal requirements: Ability to work quickly and accurately. Applicant
must have accuracy in working with various documents, should manage the deadlines in timeline.
Deadline: June 1, 2014

Interested applicants please submit your application with CV in English and photograph to
germescenter@inbox.ru and indicate the name of the position you are applying for in the subject line
of the email.

Position: Commercial Department Assistant
Salary: 600 AZN (Net)+Food allowance +medical insurance
Requirements
» College, Secretarial courses
e Minimum 3 years experience in related field
» Knowledge of Azeri, Russian and English
» Use of MS Office applications at a high level
» Good organizational skills
» Teamwork and cooperative and supportive by nature
» Excellent written and verbal communication skills
» Interpersonal skills are essential along with sensible attitude
» Ability to work within deadlines
» Flexible and quick in responding within short notice period
» Self-motivated and determined
» Ability to work in a high performing work environment

Main Responsibilities:

» Welcomes visitors and guests of the company, helps them and directs

» Receives all phone calls in the appropriate manner, directs and records as required

» Clerical work, organizing and storing documents and data sent through computer

» Entry of contracts, agreements and other transactions, as well as other legal documents into an
electronic database, and storage of these documents

* Registration of incoming letters, delivery of the copies to corresponding personnel

» Registration of all official outgoing letters and sending them to the appropriate addresses

e Fax sending

* Registration of contracts and transfer to the related employees of the company
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* Regularly monitor the printer, scanner, fax and other office equipment
» Serve the participants and set the tea table at the meetings, seminars, presentations and other events
Deadline: June 1, 2014

Interested applicants please submit your application with CV in English and photograph to
germescenter@inbox.ru and indicate the name of the position you are applying for in the subject line
of the email.

Position: AutoCad Engineer (Construction Project)

Salary: 1000-1200 AZN (NET) (Depends of Candidate)
Male: 30-45

Skills

Degree in Engineering (Construction/Mechanical)
English (fluent) /Azeri/Russian Professional Level
Auto CAD Professional user

Personal skills:
» cLeadership Skills

» Time Management Skills

» Management Skills

» Excellent Communication Skills

» High level business Ethics

» Ability to manage a large project

» Written and oral communication skills is required and can work with minimum supervision and
work under pressure.

« Manual and computer drawing talents is necessary and conceptualize skills required

» Knowledge in preparation of detailed drawings using latest version (CAD software) and standard
system of Auto CAD

» Has good design mindset with a strong technical construction details knowledge base

o Computer Skills MS Office

* Planning & Organizing/Target Oriented

Job Description
» This position is responsible for preliminary and final drawings of civil, architectural and mechanical

projects.

» Responsible for creating drawings and specifications based on equations, calculations and written
instructions provided by engineers to a specific project.

» Itentails fine-tuning and revising plans to meet Client/Project requirements.

Deadline: June 1, 2014

Interested applicants please submit your application with CV in English and photograph to
germescenter@inbox.ru and indicate the name of the position you are applying for in the subject line
of the email.
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Position: Junior Logistics specialist

Salary: 500-700 AZN (NET)

Requirements:
» Higher Degree

* Female/Male 22-30

» English, Azeri, Russian — Professional Level
» Experience 1-2 years

* Inco terms

Working knowledge of International customs and regulations
» Experience managing improvement initiatives; Lean experience preferred

» International experience preferred
» International Medical Device logistics preferred
» CPM and/or APICS certification preferred
» Knowledge of Microsoft Office applications required
» Excellent interpersonal, negotiation, and customer service skills
» Strong written, verbal, and presentational communication skills
Personal Skills:
e accuracy,
* punctuality,
 stress resistance,
 ability to work with clients
Job Description:
» Manage daily shipper and carrier coordination
» Accurately and timely track freight in transit to ensure on-time delivery
» Negotiate profitable rates with shippers and carriers
» Work effective as part of a team
Logistics Management i 100%
a. Develop processes and/or process improvements related to logistics management for all shipments, both
incoming and outgoing, domestic and international
b. Make recommendations for vendor negotiations and complete negotiations as appropriate, ensuring terms
and conditions provide adequate protection for shipping interests
c. Analyze shipping trends to identify opportunities for cost savings and program improvements
d. Provide support and expertise to the business units on logistics best practices
e. Work with vendors and providers to integrate processes and thereby drive efficiencies and cost reduction
f. Develop improvements for tracking information and ensuring visibility
Reporting & Auditing
a. Develop and distribute monthly freight reports
b. Audit freight charges and ensure compliance by vendors and internal stakeholders
c. Meet with internal customers to identify opportunities and/or issues
d. Partner with Finance to drive increased accountability

Deadline: June 1, 2014

Interested applicants please submit your application with CV in English and photograph to
germescenter@inbox.ru and indicate the name of the position you are applying for in the subject line
of the email.
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Position: Construction Engineer (Quantity Surveyor/Cost Engineer - Civil Works)
Salary: Depends of Candidate

Quialifications:
The candidate must have a University Degree in Construction/Oil Gas with 5+ years minimum work
relevant experience

Job Description:

» The candidate must be well versed in the Design and Build of Oil and gas Projects with specific
focus on civil engineering work, including elements of bulk earthworks, piling, drainage,
infrastructure, concrete and Building works.

» Experience within the Structural, Electrical and Instrumentation disciplines would be advantageous
as would a general knowledge of Norwegian Oil & Gas industry related HSE practices and
regulations.

» Reporting to the Project Estimator / Quantity Surveyor, a solid understanding of surveying principles
and a good grounding in construction knowledge are essential.

Responsibilities:
e Obtain and verify EPC Cont r a cstteaneasursmentsmans/oral | e d
surveys.
» Quantity take-offs from drawings to accomplish the reporting of field quantities in accordance with
construction planning.
» Prepare and maintain the established project quantity management program on site and prepares
appropriate reports.
» Establish and maintain quantity files on each activity of work performed on the project.
» Attend and contribute information during team meetings with regards to current / outstanding issues.
» Assist the Project Controls team on any required in-depth quantity studies, and interpretation of the
field quantities as applied to scheduling activities.
» Assisting in preparing quantity comparisons for Progress and Performance Reports.
» Collaborate with other functions to enhance project success on an as needed basis required by the
Progress/Schedule Lead.
» Interface and provide on-going technical support to construction team.
» Contribute to baseline quantity updates including verification of estimate maturity.
» Contribute to the evaluation of allowances and contingency levels where appropriate.
 Participate in the reconciliation of installed quantities.
» Contribute to keep project within sanctioned Scope of Work, budget and schedule.
» Monitor and control progress measurement of contractors on site(s).
» Support the project team in reviewing and costing project changes / variations.
» Other QS / progress management duties as assigned.
Workplace:
» Baku, Construction Site
Interested applicants please submit your application with CV in English and photograph to
germescenter@inbox.ru and indicate the name of the position you are applying for in the subject line of
the email. Deadline: 15.01.2014
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Position: Civil & Structural Engineer i Estimator (Oil & Gas Project)
Salary: Depends of Candidate 2000 & more

This is an opportunity for a competent and motivated Civil/Structural Engineer to join a thriving practice,
providing structural design engineering services to the Group on projects, as directed by the Projects
Development & Construction Director.

This role is offered on a permanent basis meaning that career progression up and across the organization
will be a very real possibility. The right candidate will have civil & structural estimating experience in the
one or more of the following sectors:

» Petrochemical

« Utilities

« Oil and Gas

e Chemical Plants

* Process Plants

» Civil Engineering degree or equivalent

» Heavy civil engineering project experience, highways or structures preferred

» Strong communication skills

Your responsibilities will include but not limited to:
» Manage team of engineers

» Ensuring the project is running within the programme and within budget

» Planning and implementing section of the works

» Ensuring health, safety, environmental and quality are up to the highest standards

» Quality inspection test plans

« Liaising with the client

» Ensure works are planned, method statements signed off and risk assessment has been completed

» Undertake detailed engineering design.

» Prepare technical schedules.

* Plan and help manage CAD documentation of design work.

» Ensure service and project work are carried out within agreed deadlines and within budget.

» Ensure that appropriate service/design decisions are met.

» Ensure senior staff is kept informed of important and relevant service/design decisions and the
objectives of the company and the client are achieved.

You will be working with the project bids and tender documents up to the value of 10 Million AZN.
This is a fantastic opportunity to get on board with a well established name in engineering and construction
on a permanent basis meaning an exciting, secure and rewarding career for the right candidate.

Interested applicants please submit your application with CV in English and photograph to
germescenter@inbox.ru and indicate the name of the position you are applying for in the subject line of
the email.

Deadline: 15 June, 2014
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ADA University

T 2 .

Position: Research Assistant in Renewable Energy and Environment
Caspian Center for Energy and Environment (CCEE)

Responsibilities
» Present facts and figures about the geothermal infrastructure in an informed manner;
» Place this presentation within the context of ADA's green initiatives and similar things happening in
Azerbaijan and the world;
» Know and present ADA for prospective applicants to our programs in an attractive manner;
» Be able to contribute to the research agenda of the energy center in written form and otherwise.

Requirements
» University degree is required,;
» Knowledge about environment, renewable energy issues and ecology;
» At least 2 years experience in the related field;
» Excellent writing skills, including the ability to summarize complex information clearly;
» Excellent knowledge of English, Azeri and Russian languages;
» Excellent communication skills;
» Ability to work under pressure.

Interested candidates are requested to submit, preferably in Word or PDF format, attached to an e-mail
message: (1) a letter of interest specifying particular suitability for the position, when available and
minimum expected salary (in AZN), (2) a current resume and (3) the names, email and business addresses
of at least 3 references.

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only
shortlisted candidates will be contacted. The cut-off date for application is May 31, 2014.

ADA University offers a competitive remuneration package and attractive conditions of employment of
high standard. For more information about ADA University, please visit www.ada.edu.az.

Position: Senior Specialist, Personnel Administration (PA)
Department: Human Resources

Job Summary

Senior Specialist, PA will provide administrative and general HR support to both the HR Team and
employees of ADA University. Responsible for a wide range of personnel administration activities
including payroll, organizational staffing issues, and employer-employee relations duties.
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Duties & Responsibilities
» Administer the Personnel Management, Payroll, Leave Process and Organization Management areas

in HR software;

» Review and manage new starter and leaver processes, including conducting exit interviews for all
employees;

» Develop contract/employment terms for new hires, promotions, transfers and contracted resources;

» Keep the personnel files updated and maintain electronic and paper files;

» Maintain the development and implementation of PA policies and procedures;

» Responsible for providing PA Reports as per Government requirement;

* Recommend employee relations practices necessary to establish a positive employer-employee
relationship and promote a high level of employee morale and motivation;

* Work closely with HR Manager to ensure achievement and alignment of the HR strategy.

Minimum Qualifications:
» University degree in business, human resources, or related field;

« Minimum 3 years of relevant experience at the national or international level in providing HR
services;

» Excellent knowledge of the current labor legislation and other documents regulating HR filing
procedure;

« Strong familiarity with employee relations, as well as knowledge of legal requirements and
government reporting requirements and regulations affecting human resources;

» Strong organizational, time management skills and comfortable taking initiative and handling
multiple projects simultaneously;

* Fluency in English and Azeri. Good command of Russian language;

» Strong proficiency in MS office products including Word, Excel and PowerPoint;

» Experience working with HRM software tools, SAP experience a plus;

» Good interpersonal and communication skills, can communicate effectively with all levels of people;

» Proven success in managing, organizing and/or completing multiple tasks and priorities;

» Ability to maintain strict confidentiality at all times.

Interested candidates are requested to submit, preferably in Word or PDF format, attached to an e-mail
message: (1) a letter of interest specifying particular suitability for the position, when available and
minimum expected salary (in AZN), (2) a current resume and (3) the names, email and business addresses
of at least 3 references.

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only
shortlisted candidates will be contacted. The cut-off date for application is May 31, 2014.

ADA University offers a competitive remuneration package and attractive conditions of employment of
high standard. For more information about ADA University, please visit www.ada.edu.az

Position: Receptionist (Facilities Management)
Position Summary
The Receptionist will be responsible for operating ADA University switchboard and operating multi-line

telephone system to answer incoming calls, direct callers to appropriate personnel and complete a variety of
administrative duties.
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Responsibilities

» Operate switchboard in an efficient and timely manner;

» Relay incoming and outgoing calls in a courteous, professional, and efficient manner;

» Answer routine caller inquiries and refers to proper department, takes messages only when
appropriate;

» Greet and register all visitors and direct them to the proper department or person;

» Liaise with other building receptionists and FM personneltoco-or di nat e arri val s
important guests;

» Check meeting room availability and book meeting rooms for staff when requested;

» Liaise with transport and parking supervisor to ensure visitor parking and in-house driver bookings
are effectively coordinated,;

* Book taxis for visitors when requested;

» Keep switchboard area clean and neat at all times.

» Such other duties as may be assigned.

Requirements
* Minimum of 1-2 years experience in a similar role;

» Working on a University campus or similar environment;

» Experience of working in a team environment;

o Computer skills;

» Communication Skills both oral and written;

» Customer focused;

» Knowledge of English, Azeri languages and Russian is an asset;

» Although the office days/time is Monday to Friday 9am to 6pm (min of 40hrs/week), additional time
and weekend working will be required in order to successfully fulfill the role.

Interested candidates are requested to submit, preferably in Word or PDF format, attached to an e-mail
message: (1) a letter of interest specifying particular suitability for the position, when available and
minimum expected salary (in AZN), (2) a current resume and (3) the names, email and business addresses
of at least 3 references.

Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only
shortlisted candidates will be contacted. The cut-off date for application is May 31, 2014.

ADA University offers a competitive remuneration package and attractive conditions of employment of
high standard. For more information about ADA University, please visit www.ada.edu.az

Position: Senior Specialist, Planning, Recruitment and Selection
Human Resources

Job Summary

The HR Senior Specialist will be responsible for the planning, co-ordination and execution of the
Recruitment and Selection process at ADA University. She/he will work closely and effectively with HR
Manager to define recruitment requirements and agree on recruitment plans and strategies. The position
coordinates his/her work with all the departments of ADA University and directly reports to the HR
Manager.
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Duties & Responsibilities

Assist in the manpower planning process;

Study availability of recruitment sources and design recruitment action plans for vacant positions;
Administer recruitment budget and monitor expenditure and ensure compliance;

Coordinate recruiting, selection and employment process (e.g. writing/editing job descriptions,
advertising, processing applications, preparing screening criteria, administering/evaluating tests,
scheduling interviews, etc.);

Work closely with all managers to assess appropriate background and skill set for open job
requisitions;

Ensure all vacancies are filled with the suitable candidates within the set time frame;

Coordinate recruitment emailing system and be responsible for resume filing system;

Interview candidates up to supervisory level, prepare assessment sheets and coordinate with HR
Manager;

Ensure consistency in process including establishment of interview panels, collection of forms,
check and maintenance of documentation and references;

Perform reference and background checks on applicants;

Develop test questions, case studies and rating standards within established selection procedures and
guidelines (e.g. supplemental questionnaires, oral exam questions and rating dimensions) subject to
final review;

Assist with new employee orientation processes as needed and/or assigned for the purpose of
ensuring employees are knowledgeable of current practices and administrative processes;

Issue the recruitment reports and metrics in a timely manner;

Develop ability to work as a team player not only within the areas of Recruitment and Selection but
among all areas of HR;

Perform other related duties incidental to the work described herein.

Minimum Qualifications:

Minimum of Bachelor's degree and minimum three years of equivalent recruiting or Human
Resources experience;

Excellent listening, written and verbal communication skills necessary to communicate effectively
with all levels of employees and management;

Deep experience with behavioral interviewing, Internet sourcing and use of applicant tracking
systems;

Excellent customer service, communication and strong interpersonal skills to interview, assess,
persuade and negotiate with candidates;

Fluency in English and Azeri. Good command of Russian language;

Strong proficiency in MS office products including Word, Excel and PowerPoint;

Strong organizational skills, time management skills and comfortable taking initiative and handling
multiple projects simultaneously.

Interested candidates are requested to submit, preferably in Word or PDF format, attached to an e-mail
message: (1) a letter of interest specifying particular suitability for the position, when available and
minimum expected salary (in AZN), (2) a current resume and (3) the names, email and business addresses
of at least 3 references.
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Send materials via e-mail to recruitment@ada.edu.az specifying the Job Title in the subject line. Only
shortlisted candidates will be contacted. The cut-off date for application is June 5, 2014.

ADA University offers a competitive remuneration package and attractive conditions of employment of
high standard. For more information about ADA University, please visit www.ada.edu.az

Sinteks Group of Companies

SINTEKS MMC

Position: Marketing Manager Assistant

Sinteks Group of Companies is the Fashion/Jewelry/Food&Beverage Retailer in Caucasus with more than

500 brands in it’s portfolio in t he-ARengYatemino, Gu c
Chaumet, Gloria Jeans Coffee and others.

Currently we are recruiting for a Marketing Manager Assistant who will assist to the line manager in

development and execution of marketing strategy.

Reports to: Marketing Account Manager

Location: Baku, Azerbaijan

Main duties:
» Assisting the marketing manager in daily work and supporting with marketing activities.

» Negotiate with suppliers, finding best proposals and conditions according brief

» Assisting with the production of marketing materials.

» Coordinating the production of a wide range of marketing communications

» providing support for marketing events as required

» Assist with the collation of information for marketing needs.

» Updating and maintaining the marketing department's documentation and databases.
» Managing events, booking venues and ordering marketing materials.

e Take part in MP development

» Prepare marketing reports

» Assist in generating briefs, project plans and proposals

Requirements:
» High school graduate (ideally Marketing or Business)

» Experience in marketing or event organization min or in International company - 1 year
* Fluent written and oral in Azerbaijani and Russia, advance level of English

» Microsoft Office, graphic programs, internet oriented

» Organizational, Time management, Critical thinking skills

* Budget management knowledge

* Result oriented, Punctual, Self-starting/self-motivated, Team player

Contact Information:
To be considered for this position, please email your resume to career@sinteks.com with reference
AMar ket i ng ManAAAeintheArsad subgedt lane t

Deadline is May 31, 2014
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The U.S. Embassy in Baku

Position VVacancy: Temporary Program Coordinator

OPEN TO: All Interested Candidates
POSITION: Program Coordinator, #TDTRAO01
GRADE: FSN-9; FP-5 (Steps 1 through 4)
OPENING DATE: May 14, 2014

CLOSING DATE: June 02, 2014

WORK HOURS: Full time; 40 hours/week

Salary: *Not-Ordinarily Resident (NOR): US$50,544 p.a. (Starting gross salary)
(Position Grade: FP-5 (Steps 1 through 4) to be confirmed by Washington)

*Ordinarily Resident (OR): US$34,866 p.a. (Starting gross salary)
(Position Grade: FSN-9)

Type of Appointment: Temporary - not to exceed March 1, 2015 with possible extension
ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix A) MUST HAVE THE
REQUIRED WORK AND/OR RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION.

The U.S. Embassy in Baku is seeking an individual for the position of Program Coordinator in the
Defense Threat Reduction Office.

Basic Function of The Position
Thisposition” s pr of essi onal responsibilities include
(DTRO) operation, meetings, and events in Azerbaijan. The incumbent also tracks high-level official

documents, requests, and agreements with Government of Azerbaijan ministry-level contacts and acts as

a liaison for programs designated by the DTRO-Baku Chief.

A copy of the complete position description listing all duties and responsibilities is available in the
Human Resources Office. Contact ext. 3860.

Quialifications Required

NOTE: All applicants must address each selection criterion detailed below with specific and
comprehensive information supporting each item.

1. EDUCATION: A university degree in International Relations, Language Studies, Economics,
Business, Law, or Management is required.


http://azerbaijan.usembassy.gov/resources/gipa-masters-in-journalism-program.html

Weekly Newsletter on Career and Academic Opportunities

2. EXPERIENCE: 3 years of experience in a basic project management environment is required.
3. LANGUAGE: Level 1V English, Azerbaijani, and Russian (fluent) speaking/reading/writing is required.

Selection Process:

When fully qualified, U.S. Citizen Eligible Family Members (USEFMs) and U.S. Veterans are given
preference. Therefore, it is essential that the candidate specifically address the required qualifications
above in the application. Tests to further determine qualification levels may be administered.

Additional Selection Criteria:

1. Management will consider nepotism/conflict of interest, budget, and residency status in determining
successful candidacy.

2. Current employees serving a probationary period are not eligible to apply.

3. Current Ordinarily Resident employees with an Overall Summary Rating of Needs Improvement or
Unsatisfactory on their most recent Employee Performance Report are not eligible to apply.

4. Currently employed U.S. Citizen EFMs who hold a Family Member Appointment (FMA) are
ineligible to apply for advertised positions within the first 90 calendar days of their employment.

5. Currently employed NORs hired under a Personal Services Agreement (PSA) are ineligible to apply
for advertised positions within the first 90 calendar days of their employment unless currently hired into
a position with a When Actually Employed (WAE) work schedule.

To Apply

Interested candidates for this position must submit the following for consideration of the application:

1. Universal Application for Employment as a Locally Employed Staff or Family Member (DS-174); or
2. A current resume or curriculum vitae that provides the same information found on the UAE (see
Appendix B); or

3. A combination of both; i.e. Sections1-24 of t he UAE along with a | is
experience attached as a separate sheet; plus

4. Candidates who claim U.S. Veterans preference must provide a copy of their Form DD-214 with
their application. Candidates who claim conditional U.S. Veterans preference must submit
documentation confirming eligibility for a conditional preference in hiring with their application.

5. Any other documentation (e.g., essays, certificates, awards) that addresses the qualification
requirements of the position as listed above.

Submit Application to

Hard copies:

Human Resources Office

Address: 111 Azadlig Prospecty,
Baku AZ1007, Azerbaijan

Or electronic copies:

E-mail: BakuHRMailbox@state.gov

Point of Contact

HR Office

Telephone: 488-33-00
http://azerbaijan.usembassy.gov

Closing Date for This Position: June 02, 2014.
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Greencard Azerbaijan
¢

GREENCARD /% AZERBAIJAN

»

Position: Programs Coordinator
Job Summary

Greencard Azerbaijan is a service provider company of various programs to live, work and study in the
USA and Canada.

The programs coordinator will be responsible for coordinating various programs of the company e.g. giving
information about the programs, administering clients, tracking the application process of the clients,
marketing process of the programs, communication with partner companies in the USA and Canada etc.

The existing programs of the company for the USA and Canada can be found in our website
www.greencard.az

Requirements
» Good interpersonal, communication, social, networking skills

» Fluency in English, Azeri and Russian

» Proficiency in Microsoft office programs, Internet

* Proven activity in social Medias

* Random visits to the USA and Canada can be required

We welcome candidates with any educational and work background; however the preferences will be
given to:
o USA alumni

» Candidates who are fast learner, creative and have strong initiative and marketing, PR, sales and
business management knowledge

» Candidates who are excited about the USA and Canada

» Candidates with programs officer, coordinator experience

» Candidates with good network in Azerbaijan

The employment will be contract based. The salary will change based on the experience of the candidate
and decent bonuses will be offered.

To apply:

Please, mentioning Programs Coordinator in the subject line, send your CV with picture to
info@greencard.az together with the letter of interest specifying your suitability for this position,
mentioning your expected minimum salary.

The start date is ASAP, so please hurry up or feel free to share this announcement with your contacts who
you think can fit.

Deadline: June 2, 2014


http://www.greencard.az/
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Pasha Bank

NP2 PASHA
‘un'. Bank

Position: Administrative Coordinator
Administration & Procurement Department

PASHA Bank is pleased to announce an opening for the position of Administrative Coordinator.

PASHA Bank seeks an experienced administrative or purchasing specialist to fill in a position within the
Administration and Procurement Department of the Bank. The incumbent will assume functions of proper
allocation and control over administrative resources within a team of business support.

Main job responsibilities
e Assessment of suppliers bids based on the
» Provision of all Bank divisions by the equipment and supplies;
» Vehicles fleet management;
» Management of the technical support team;
» Preparing reports and other relevant documentation for various purposes.

Key Requirements:

This is essentially a general business support role, and an ideal candidate should have a completed
coursework in the administration or procurement, and have an adequate work-experience in Azerbaijan or
abroad.

« At |l east a bachelor’”s degree in economics
renowned university;

» Understanding of impact of administrative and procurement issues on the business activities.

» International qualification in administration or procurement is a strong advantage.

» Excellent oral and written communication skills in Azerbaijani and English accompanied by high
proficiency in Russian.

» Experience in report writing and delivering oral presentations.

» Ability to work under high pressure and meet tight deadlines.

 Initiative taker with strong problem-solving, networking and teamwork skills.

PASHA Bank as business organization is committed to the highest standards of ethical and responsible
behavior. Personal honesty and integrity are the qualities we value most of all in our people.
Please apply with a resume and cover letter.

Applicants can fill in their CVs at http://www.pashabank.az/career/lang,en/
Deadline: 12.06.2014

b


http://www.pashabank.az/career/lang,en/
http://www.pashabank.az/career/vacancies,23/lang,en/
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Azercell Telecom LLC

=
< Azercell

Position: ICT/Enterprise IT/IT support engineer

IT Support unit
IT Support being one of the units of Enterprise IT section in Information Communication Technologies,
provides technical support for other IT groups.

Note:
» Work schedule: Monday - Friday, 09:00 - 18:00. Saturday and Sunday, national holidays and

mourning day are non-working days.
* Work location: Azercell head office (Azercell Plaza)

Key Responsibilities
» Support and maintenance of Azercell Windows platform workstations
» Conduct of IT requests sent by ServiceDesk

Required Skills and Experience
» University degree (Computer Sciences, Computer networks, System analysis majors are preferable)

* Knowledge on MCSA level

» Good knowledge of PABX

» 1 years of work experience in IT Support

» Language skills: Azerbaijani or Russian - fluent, English - upper intermediate

Your Application
This recruitment is managed by Azercell's recruitment team and Enterprise IT group management. We
kindly ask you to submit your application no later than the date mentioned in the right column of this page.

Note:

If you are an Azercell employee, please inform your line manager about your application to this vacancy.
For more information, please contact Azercell's recruitment team at recruitment@azercell.com address.
Please do not send your applications, CVs and required documents directly to recruitment@azercell.com e-
mail address. All applications must be submitted via "Send application™ link at the bottom of this page.

Application deadline: 2014-06-01

Expected Start Date: 2014-05-21


mailto:recruitment@azercell.com
mailto:recruitment@azercell.com
http://ts.easycruit.com/intranet/azercell/vacancy/1197667/106169?iso=gb
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BP Azerbaijan

bp{:}

Job Title: Business Ethics Manager

About BP

Our business is the exploration, production, refining, trading and distribution of energy. This is what we do,
and we do it on a truly global scale. With a workforce of 80,000 employees, BP operates with business
activities and customers in more than 80 countries across six continents. Every day, we serve millions of
customers around the world. We are continually looking for talented, committed and ambitious people to
help us shape the face of energy for the future.

Key accountabilities

Understand and dissect complex cases, use innovative thinking and determine the most effective and
efficient way to manage and investigate allegations and provide clear, concise, legally compliant and
ethical guidance to AGTR Senior BP management on these cases.

Simultaneously manage multiple projects/cases across multiple locations within AGTR.

Lead, manage and coach a team of ethics & compliance officers and investigators.

Develop investigation capability in the AGT region (in support of FMI initiatives).

Work with the stakeholder functions to establish a sustainable investigation model for the region.
Manage issues that are time-sensitive, highly confidential and pose significant financial, legal and
reputational risk to the BP Group.

Summarize complex cases and issues in a clear and concise manner

Provide accurate and timely advice for business stakeholders so that they are informed and are able
to make a right decisions in an ethical and compliant manner

Develop of E&C Risk Action Plans

Support of High Risk Agents (HRA) /Non Operated Joint Ventures (NOJV) risk as needed.
Implement the Group Fraud and Misconduct Reporting Standard in AGTR and establish a
sustainable investigation model for the region. Contribute to the continuous development of the
processes and standards.

Undertake case management of incidents from receipt of the allegations through to conclusion of
investigations

Provide oversight and guidance on investigations.

Brief AGTR Senior Management and Central Fraud and Misconduct Investigation team on the
findings, including root causes, and

Provide strategic advice and guidance on the outcomes in order to aid lessons learned across the
AGTR.

Liaise and co-ordinate Central Fraud and Misconduct Investigation Team, Human Resources, Legal,
Group Compliance & Ethics, Security, PSCM compliance team and Internal Audit to enhance
teamwork and cooperation.
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» Contribute to the content and co-facilitate fraud awareness training for the AGTR.
Essential Education

* University Degree

* Investigation Training Course or similar by Approved provider

» Interviewing skills course by Approved provider (Advanced skills desirable)

Essential experience and job requirements
e Minimum 7 years’' experience i n m@aabAuddr ea of

» Experience in the assessment of complex issues and recommendation of approach/strategy

» Ability to brief senior management and provide concise and professional advice

» Investigation experience with large global companies desirable

» Exemplary and unquestionable personal integrity and moral compass

» Excellent active listening skills.

» Excellent analytical skills, with significant attention to detail.

» Strong strategic and political awareness.

» Ability to work with others at all levels within BP, to manage conflicts and conduct difficult

discussions and close matters in a timely manner.

» Self-confidence to take a firm stand and energetic persistence in seeking solutions to complex issues.

» Strong work ethics and created ability to achieve identified goals.

» Strong communication and presentation skills.

» Demonstrated ability to work with senior management and external parties, as required
For more additional info please visit:
https://careers.bpglobal.com/2057/ASP/TG/cim_jobdetail.asp?SID="Lx2ksdq7absDK8XkOdEG3fu9K9j5p
z55LRmMDB/GvQrfPQCbhTHQgiS0laknCe_slp_rhc_84N&jobld=67433&type=search&JobRegl ang=140&re
cordstart=1&JobSiteld=5012&JobSiteInfo=67433_5012&GQId=2006

Removal Date
19-Jun-2014

Job Title: HSE Manager

About BP

Our business is the exploration, production, refining, trading and distribution of energy. This is what we do,
and we do it on a truly global scale. With a workforce of 80,000 employees, BP operates with business
activities and customers in more than 80 countries across six continents. Every day, we serve millions of
customers around the world. We are continually looking for talented, committed and ambitious people to
help us shape the face of energy for the future.

Key accountabilities
» Work with Project Leadership and line management to develop risk strategies and tactics to identify,

assess and mitigate HSE risks;

» Coach and challenge line management in support of delivery of project HSE and safety goals and
targets;

» Coordinate all BP HSE related activities and support the delivery teams by providing technical
inputs for satisfying regulatory compliance requirements and meeting BP Group requirements;

* Manage the reporting of all HSE incidents, track project HSE performance and make
recommendations to improve performance whenever necessary;

» Engage contractors and effectively communicate BP HSE expectations and provide input into the
contractor safety leadership forum;
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» Verify that the fabrication & construction Contractors are executing work in conformance to BP
Requirements;

« Maintain incident response capability for incident investigation and incident reporting and verify
quality of incident investigations resulting in corrective actions;

» Develop a budget for the HSE team and ensure that HSE team activities are conducted within the
constraints of the budget;

» Ensure that appropriate HSE resources are available to support project fabrication, construction,
marine and onshore export pipeline activities across SD2 scope specific sites;

« Recommend HSE organizational structures, positions, deployment, promotions, ratings and
development across SD2 project and GPO HSE;

» Promote organizational learning and continuous improvement.

Essential Education
» Degree in Engineering, Science or HSE

Essential experience and job requirements
» Over 15 years experience in HSE with major projects.

» Proven team leader of large distributed organizations.

» Proven track record of strong safety leadership (culture and systems).

» Strong interpersonal, communication (oral and written), engagement, team-working and influence
skills.

» Proven ability to develop clear plans when dealing with complex and uncertain situations.

» Good understanding of regulatory requirements and how to incorporate into an overall safety
management system.

» Self-motivated, with capability to work with minimum supervision and accustomed to being in
positions of responsibility and accountability; proactive; able to work well under sustained pressure
and have the ability and desire to take the lead on project HSSE issues.

For more additional info please visit:
https://careers.bpglobal.com/2057/ASP/TG/cim_jobdetail.asp?SID="gAEC2VmFJKGROtojL7/zcf69SorpQ
Cs_slp_rhc_If1SGbNjmP99vrPsOVIiFUtCHTI4CrjCF&jobld=66815&type=search&JobReqlLang=140&rec
ordstart=1&JobSiteld=5012&JobSiteInfo=66815 5012&GQI1d=2006

Removal Date

16-Aug-2014

Job Title: Process Engineer

About BP

Our business is the exploration, production, refining, trading and distribution of energy. This is what we do,
and we do it on a truly global scale. With a workforce of 80,000 employees, BP operates with business
activities and customers in more than 80 countries across six continents. Every day, we serve millions of
customers around the world. We are continually looking for talented, committed and ambitious people to
help us shape the face of energy for the future.

Key accountabilities

Process Engineers in Area Teams'’ responsibiliti
» Provide day-to-day discipline technical support tosite/installation. Respond to formal technical
queries.

» Lead improvements in plant reliability and optimisation
» Steward key engineering technical documents. Responsible for managing updates/revisions.
» Support Risk Management Process, chair risk assessment meetings.


https://careers.bpglobal.com/2057/ASP/TG/cim_jobdetail.asp?SID=%5egAEC2VmFJkGR0tojL7/zcf69SorpQCs_slp_rhc_lf1SGbNjmP99vrPsOViFUtCHTI4CrjCF&jobId=66815&type=search&JobReqLang=140&recordstart=1&JobSiteId=5012&JobSiteInfo=66815_5012&GQId=2006
https://careers.bpglobal.com/2057/ASP/TG/cim_jobdetail.asp?SID=%5egAEC2VmFJkGR0tojL7/zcf69SorpQCs_slp_rhc_lf1SGbNjmP99vrPsOViFUtCHTI4CrjCF&jobId=66815&type=search&JobReqLang=140&recordstart=1&JobSiteId=5012&JobSiteInfo=66815_5012&GQId=2006
https://careers.bpglobal.com/2057/ASP/TG/cim_jobdetail.asp?SID=%5egAEC2VmFJkGR0tojL7/zcf69SorpQCs_slp_rhc_lf1SGbNjmP99vrPsOViFUtCHTI4CrjCF&jobId=66815&type=search&JobReqLang=140&recordstart=1&JobSiteId=5012&JobSiteInfo=66815_5012&GQId=2006
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Process Engineers in Discipline Endpisomearalliohtge T e ¢
following:

» Provide specialized discipline design and operating support to other teams such as Area Teams and

Projects and Modifications

» Cross Region Discipline engineering in support of technical standards, and priority projects

» Conduct Root Cause Failure Analysis and defect elimination across region

» Identify process safety risks

» Review engineering work-packs for construction activities.

» Provide discipline engineering expertise to incident investigation

Essential Education
Atleasta Bachel or’s degree in Process, Chemical eng
Essential experience and job requirements

» 3+ years technical work experience in chemical or petrochemical industry, including engineering

design or operations functions
» Holds expertise in process simulation and other models
» Practical experience in Engineering design for oil/gas industry and pipelines..
» Experience in the applicable of industry codes and standards
» Strong health, safety and environmental focus and commitment
» Azerbaijani citizenship is required.

For more additional info please visit:
https://careers.bpglobal.com/2057/ASP/TG/cim_jobdetail.asp?SID="FizSMfN_slp rhc_t1iCGEuynth08yl
WSSONyzt21QrvxbgXVu/CAoMwobxgBUIVSOMSVHNW&jobld=67165&type=search&JobReqlLang=140
&recordstart=1&JobSiteld=5012&JobSitelnfo=67165 5012&GQ1d=2006

Removal Date
24-Aug-2014

Job Title: Corrosion Engineer

About BP

Our business is the exploration, production, refining, trading and distribution of energy. This is what we do,
and we do it on a truly global scale. With a workforce of 80,000 employees, BP operates with business
activities and customers in more than 80 countries across six continents. Every day, we serve millions of
customers around the world. We are continually looking for talented, committed and ambitious people to
help us shape the face of energy for the future.

Key accountabilities
Corrosion Engineers in Discipline Engineering
following:
» Provide discipline engineering resource in support of Projects, IM, Area Engineering Support Team
(AEST) and Turn-around (TAR) activities including specialist input into design reviews.
» Own discipline engineering strategy (efficient business delivery / manpower planning / resource
allocation / technology / R&D development)
» Provide review / verification to complex engineering work-packs
* Provide discipline engineering expertise to incident investigation
» Review Corrosion Risk Assessment, Risk Based assessment, Root Caused Failure Assessment
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conducted in the Region

» Provide discipline engineering support to Life-of-Field work within the region

» Provide discipline engineering support to delivery of Area performance standards

» Analyse corrosion monitoring, inspection and mitigation data for all systems and recommend
appropriate corrosion prevention strategies

» Support development of the specifications and standards (site technical practices) for the Region for
corrosion monitoring and mitigation, materials selection and corrosion inhibitor programs

» Perform weekly corrosion monitoring exception process

» Develop and sustain close working relationships with operations and corrosion control execution

team
Essential Education
At | east a Bac helenbin Cosrosiah,eMpterial eMetallurgy, €Clopmicalveagineering or

Electrochemistry.
Essential experience and job requirements
» 3+ year practical experience in Engineering

Experience in oil/gas industry and pipelines.
» Understanding of applicable industry codes

» Strong health, safety and environmental focus and commitment

» Azerbaijani citizenship is required
For more additional info please visit:
https://careers.bpglobal.com/2057/ASP/TG/cim_jobdetail.asp?SID="JvCPxpzZWREsxrBa0Zlo3IOWSeqy
Vhul0IRi6glbdDYphdrs7viKVbf9j/44Hc1l&jobld=67161&type=search&JobRegl ang=140&recordstart=1
&JobSiteld=5012&JobSiteInfo=67161 5012&GQId=2006
Removal Date
24-Aug-2014

Find out more about vacancies at BP here:
https://careers.bpglobal.com/2057/ASP/TG/cim searchresults.asp?Partnerld=25078&Siteld=5012&Functio
n=LinkQuery&Linkld=416
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Bakcell LTD
K bakcell

Position: Call Center Agent
Responsibility for providing full and appropriate service to the customers by phone; providing the initial
response regarding the technical operation of services / operation of the loading card by phone; checking
customer’s financi al inquiries by phone; perfor
for closing every issue for every customer.

Knowledge of Azeri and Russian —at mother tongue level

Ability to work under pressure, service orientation, ability to solve mathematical tasks, customer problems
and make quick and appropriate to level decisions during the interaction with customers, ability to work
under pressure and with a heavy work load; initiative and creativity; flexible thinking and ability to
improvise, assertiveness, patience and authority; high level inter-personal skills; self education ability

For more info please visit: http://www.bakcell.com/az/jobs/call-center-agent-2
Deadline: 01.04.2015

Position: Payroll Accountant

Manage workflow to ensure all payroll transactions are processed accurately and timely every payroll cycle;
Perform timely and accurate preparation of payroll for the company via the 1C payroll system; Ensuring
employees are paid in compliance with labor laws and company policies; Payroll calculations and
preparation of payroll associated reports; Handle and resolve all queries/issues related to salaries; Develop

and document payroll reporting tools, best practices and processes; Maintain strict confidentiality of
sensitive employee and company information at all times; Assist with other HR operations functions as
required by supervisor; Calculate payroll, prepare and submit quarterly and annual reports to State Social

Fund; Tax reporting in accordance with local requirements, by using e-ma i | reporting pro
Of fice) and “B3Editor” ( Smsatisdchl regorts fodthe gosemment Anz e r
monthly, quarterly, annual basis

For more info please visit: http://www.bakcell.com/az/jobs/payroll-accountant
Deadline: 01.07.2014

Position: Revenue Assurance Analyst (Finance department)

Key resposibilities

» Control revenue streams to assure timely, complete and correct charging for the services provided

» Define, analyse, follow up material incidents, revenue leakage, minimize loss and prevent their
occurance in the future

* Provide an independent reporting on revenue assurance

» Assist in developing revenue assurance processes and control activities in the following business
areas:

* Network and Usage


http://www.bakcell.com/az/jobs/call-center-agent-2
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» Rating and Billing

* Product and Offer Management

» Order management and provisioning
* Partner management

Work terms
» Work place: Baku, Azerbaijan

* Occupation: Full time

Requirements
» Education: Bachelor degree in Finance, IT or Engineering

e CISA, ORACLE or CISCO certification is advantage

» Work experience: 2 years in relevant area

» Languages: Azeri and English —advance

* Russian - intermediate

» Computer skills: Word, Excel, Outlook, SQL, Oracle

» Knowledge in IT Networking and IT principles (TCP/IP and Database Management) is advantage

For more info please visit: http://www.bakcell.com/az/jobs/revenue-assurance-analyst-finance-department
Deadline: 01.07.2014

Position: HSE Coordinator

Develop and implement HSE management system, ensure the company HSE rules and documentation meets
the requirements of International standards and Azerbaijan legislation, develop and implement the
Emergency Response and Evacuation procedures, policies and monitor compliance to them, organize and
coordinate emergency drills, monitor, inspect and audit the company premises and to ensure that HSE rules
and procedures are followed and undertake all actions to eliminate problems.

For more info please visit: http://www.bakcell.com/az/jobs/hse-coordinator
Deadline: 01.07.2014

Position: HSE Engineer

Conduct site inspections and report all shortcomings to HSE Coordinator, PPE Inspect , regular inspection
of exit routes and fire-fighting equipment, routine inspection of company cars to ensure they are provided
with first aid kits, fire extinguishers, assist in conducting accident/incident investigations, accomplish
additional tasks defined by HSE Coordinator

For more info please visit: http://www.bakcell.com/az/jobs/hse-engineer
Deadline: 01.07.2014

Position: Senior Financial Reporting Accountant

Timely closing of GL module; Timely and accurate provision of monthly accruals and closing entries - cut-
off reporting; Preparation of monthly reporting package (PL, Balance sheet etc); Calculation of financial
and operational ratios on a monthly basis; Assistance in elaboration of new reports based on  management
request; Reconciliation of GAAP and Statutory GLs

For more info please visit: http://www.bakcell.com/en/jobs/senior-financial-reporting-accountant
Deadline: 01.07.2014
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Position: Head of B2B Marketing Sub Unit
Product department / Marketing

Key resposibilities
» Develop and execute products to achieve objectives regarding active base, revenue and profitability
for corporate market (under Gold sub brand)
» Develop M2M segment
» Develop and execute segmented offers for Gold corporate base
» Develop and execute promotions specific for corporate market
» Understand competitive activity and develop proactive strategies against competition.

Work terms
» Work place: Baku, Azerbaijan

* Occupation: Full time

Requirements
» Education: Bachelor degree

» Work experience: 3 years in relevant area
» Languages: Azeri, Russian and English
o Computer skills: MS Office

For more info please visit: http://www.bakcell.com/az/jobs/head-of-b2b-marketing-sub-unit-product-
department-marketing
Deadline: 01.06.2014

Position: Technical Account Manager
Technology / Program Management department

Key resposibilities
» Control customer technical account management and escalation of technical issues
» Work with existing dissatisfied customers and move them to a more positive satisfaction level
» Coordinate with different units within the company to maintain communication strategy
* Work and build strong partnerships to ensure that technical issues are handled quickly and
appropriately
* Log communication on corporate complaints
» Provide work analysis and recommendations on improvement of customer management
e Support new sales opportunities
» Analyse performance and quality network reports
e Submit project reports

Work terms
* Work place: Baku, Azerbaijan

» Occupation: Full time
Requirements
» Education: Bachelor degree in Telecommunications, IT, Electronic Engineering or Business
Administration

* Work experience: 2 years in Telecommunications
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» Languages: Azerbaijani, English and Russian
o Computer skills: MS Office

For more info please visit: http://www.bakcell.com/en/jobs/technical-account-manager-technology-
program-management-department
Deadline: 01.06.2014

Position: Planning Engineer
Technology/New Technologies and Quality Assurance Department

Key resposibilities
» Coordinate traffic inputs preparation for network planning purposes
» Plan Technology budget, periodical revision and reporting
* Prepare annual operation plan and monthly revision& correction
» Plan, coordinate and support implementation of network related rollout activities, new technologies
management, trials and capacity dimensioning

Work terms
» Work place: Baku, Azerbaijan

* Occupation: Full time

Requirements
» Education: University degree in Telecommunications and Information Technologies

» Work experience: 2-5 years in relevant area
» Languages: Azeri, Russian and English
o Computer skills: MS Office, XML

For more info please visit: http://www.bakcell.com/en/jobs/planning-engineer-technologynew-
technologies-and-quality-assurance-department
Deadline: 01.06.2014

Position: Pre-sales Engineer

e Themainrolei s t o be an interface between Bakcell

» To full fill the pre-sales plan given and presented by management.

» To monitor supervision clients. Timely answering to all technical issues/requests of clients sent via
e-mail, calls and forwarded from Sales Representatives (Hunters) and direct management.

» Follow up sales contacts In order to be sure all technical issues are covered.

» To achieve the monthly targets set by management.

e To start and develop M2M, Lease lines, Fix GSM, Fix Lines, Corporate Vas, TV apps, IP and cloud
solutions legal agreements/annexes/documentation for the corporate and private clients and ensure
their further signing and Implementing (Full technical start-to-end project management)

» To provide reports / presentation regarding weekly/monthly activities.

For more info please visit: http://www.bakcell.com/en/jobs/pre-sales-engineer

Deadline: 01.06.2014
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Position: PS Core and QOS Development engineer

Responsible for planning, development, management, configuration, optimization of the main PS Core
Network elements and their subordinates together with associated systems with full end-to-end QOS of
service implementation, To plan and integrate products from different vendors, handling of product
upgrades, product acceptance testing, To configure, support, optimize the QOS on mobile network and
associated network and applications, To analyze requirements document, finding gaps with respect to
relevant industry standards, i.e. specifications, design, development and maintenance of software for PS
Core network and associated products and services, To work together in the team of PS Core Network
Development engineers in daily task and activities related to planning, designing and development activities
on related systems and equipment, Takes leading participation in all activities for achieving corporate plans
and target.

For more info please visit: http://www.bakcell.com/en/jobs/ps-core-and-gos-development-engineer

Deadline: 01.06.2014

Procter & Gamble

Position: Financial Analyst

Description

Procter & Gamble Finance & Accounting offers you the opportunity to experience a breadth of assignments
as well as the flexibility to meet your individual career objectives as we work together to build our
businesses. Finance & Accounting is unique within Procter & Gamble since we work across every area of
the business, both domestically and globally. Our role within P&G is to provide leadership to business
decision making as well as manage the Company's financial and accounting affairs to maximize long-term
profits, cash flow, and total shareholder return.

Our assignments offer you the opportunity to make an immediate impact on the business, while you
continue to build your analytical, technical, and leadership skills.

Qualifications

We are interested in analytical innovators who combine an entrepreneurial mindset with a determination to
deliver and drive the business. Typically, starting with this position one may spend 12-18 months on
successive assignments, gaining first-hand insights into every aspect of the business. Everyone starts with
equal opportunity - it's up to a candidate to plot his or her own career by tailoring assignments according to
personal aspirations, interests and strengths. With this in mind, after gaining some initial experience, an
employee is offered a number of different career paths - some more technical and specialist, others more
stable in location and building deeper business understanding in one area, and others offering more global
and broader skills and experiences.
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Further career development areas include a plant, a centralized corporate finance function, and regional or
global Headquarters.

» Azeri citizenship

» Graduate students

* Fluent English

» Abilities of strong leadership, analytical thinking and problem solving; creativity; initiative;
communication and priority setting.

How to apply to P&G?

» Go to www.experiencepg.com

» Click on Search Jobs

- Select “Azerbaijan”

e Click on “Apply Online”
I f you have quest i gustamdvea®pgticomtoresi t ate t o contact
call +99412 598 07 11
http://jobs-pg.com/az/azerbaijan/finance-%EF%B9%A0-accounting/jobid3822245-category-financial-
analyst-baku-jobs
For more information:_http://www.vakansiya.net/job/823/financial-analyst-at-procter-gamble/

Deloitte

Deloitte
About Advisory jobs

With a job as an Advi sory pnisloHasedsagproachntaimprodng ouD e | o
clients’ performance and operating efficiency.
Finance, Assurance Services, Auditing, Internal Audit, and Mergers and Acquisitions. Deloitte provides

audit, tax, consulting, and financial advisory services to public and private clients spanning multiple
industries. With a globally connected network of member firms, Deloitte brings world-class capabilities and

deep local expertise to help clients succeed wherever they operate.

Position: Audit Assistant (entry level)

Job Location: Baku, Baku, Azerbaijan
University degree/expected degree
» Basic knowledge of audit and accounting (Azerbaijan and international standards)

» Good knowledge of English
» Proficiency in using office applications: (MS Excel, MS Word, MS Power Point, Outlook)
»  Willingness to travel
» Ability to work as a part of a team
Job ID: 3491070

For more information: http://jobs.deloitte.com/az/baku/advisory/jobid5205950-audit-assistant-(entry-
level)-jobs
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About Risk Management jobs

With a job as a Risk Management profes si on al at Del oitte, you’ I
organizations identify and manage risks and opportunities. Job focus areas within Risk Management include
Finance Operations and Controls Transformation, Governance Regulatory and Risk Strategies, and Internal
Audit. Deloitte provides audit, tax, consulting, and financial advisory services to public and private clients
spanning multiple industries. With a globally connected network of member firms, Deloitte brings world-
class capabilities and deep local expertise to help clients succeed wherever they operate.

Position: ERS Consultant i Business (entry level)
Job Location: Baku, Baku, Azerbaijan

This position provides the following opportunities:
» Work as part of the experienced team on complex projects for major Azerbaijani and multinational

companies

» Rapid development of project and time management, interviewing and presentation skills.

» Expertise in functional strategies, information technologies, business-processes, organizational
design, KPI's, performance management

» Extensive experience in IT management practices and knowledge of current industry trends.

» Continuous professional education and recognized international professional certifications

» Completed degree in Economics, Finance, Business, Information Technology, or Applied
Mathematics

» Understanding of fundamental principles of financial and management accounting, information
technologies

« Attention to details and strong analytical skills

» Ability to work in a team and manage multiple tasks

» High degree of self-motivation and strong career aspirations

» Ability to meet tight deadlines and high quality standards

» Strong communication skills

» Advanced written and spoken Azeri, Russian and English

Job ID: 3466639
For more information: http://jobs.deloitte.com/az/baku/risk-management/jobid4822648-ers-consultant-
%E2%80%93-business-(entry-level)-jobs

Position: ERS Consultant Technology Risk (entry Level)
Job Location: Baku, Baku, Azerbaijan

The Technology Risk service area is comprised of professionals with a broad range of information
technology and management consulting skills in the areas of Risk and Compliance, Security and Privacy.
These professionals perform assessments, remediation, implementation and integration of solutions in these
two areas. Technology Risk professionals focus on information systems and technology that manage risk
and/or drive operational, financial and regulatory compliance processes; as well as solutions that manage the
risk associated with information technology itself.

» Asa Technology Risk Consultant, you identify IT security risks of clients and you help them

implement relevant controls.
* You work together with your colleagues on engagements in the field of information
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assurance/security (applications, database, operating systems, network, and physical) from a
technical as well as from an organizational perspective.

Required Skills:
» Bachelor or Master degree (information technology, engineering, computer science or related field)

» Basic understanding of the following areas: server technology and computer networking,
information security, identity and access management and application security.

»  Willingness to travel

» Ability to work in a team and manage multiple tasks

» High degree of self-motivation and strong career aspirations

» Ability to meet tight deadlines and high quality standards

» Advanced written and spoken Azeri, Russian and English

» Readiness to take on responsibilities and work independently

« Strong technical, analytical and communication skills

Job ID: 3467711
For more information: http://jobs.deloitte.com/az/baku/risk-management/jobid4825034-ers-consultant-
technology-risk-(entry-level)-jobs

About Tax jobs

With a job as a Tax professional at D eonsolting ande ,
compliance opportunities. Job focus areas within Tax include Tax Consultants, Lead Tax Services,
International Tax, Banking Tax, Securities Tax and Hedge Fund Tax. Deloitte provides audit, tax,
consulting, and financial advisory services to public and private clients spanning multiple industries. With a
globally connected network of member firms, Deloitte brings world-class capabilities and deep local
expertise to help clients succeed wherever they operate.

Position: Tax Consultant\Advisory group (entry level)
Job Location: Baku, Baku, Azerbaijan

Responsibilities:

* As atax consultant working in the tax advisory group, you will be engaged in the following
activities:

» Providing tax advice on corporate and indirect taxes, oil and gas taxation, mergers and acquisitions
and international tax structuring;

» Preparing tax policies and tax strategy papers for the clients

» Reviewing tax liabilities of the major international and national companies operating in Azerbaijan;

» Conducting tax due diligence of the major international and national companies;

» Providing tax support to audit projects;

» Fulfilling any other tasks to help the clients comply with the applicable legislative requirements and
achieve their business objectives.

Requirements:
» High degree of self-motivation and strong career aspirations

» Degree in Law, Economics, Finance and Accounting with academic excellence

» Advanced written and spoken Azeri and English

» Ability to thrive in an environment of pressing deadlines and dynamic conditions

» Proven creativity, the ability to develop and present new ideas and conceptualize new approaches
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and solutions

» Ability to focus on client service and strive to exceed clients' expectations while remaining
committed to Deloitte vision and objectives

» Proven analytical skills with the ability to tackle problems systematically to determine causes and
produce effective solutions

Assets:

» Knowledge of Azerbaijan taxation, accounting standards

» Postgraduate degree from a US or leading European University

» Advanced written and spoken Russian

Job ID: 3482239

For more information: http://jobs.deloitte.com/az/baku/tax/jobid4978466-tax-consultant advisory-group-
(entry-level)-jobs

Position: Tax consultant/Compliance group (entry level)
Job Location: Baku, Baku, Azerbaijan

Job description:

Deloitte, one of Azerbaijan's leading professional services firms, provides audit, tax and legal, consulting
and financial advisory services to many Azerbaijani as well as global clients.

Want to be part of a dedicated, energetic team? Want to work with professionals from tax, law and
economics backgrounds whose goal is to offer comprehensive solutions to our clients? Take a look at the
Deloitte Tax & Legal team.

There is a tax implication for almost every transaction a company undertakes, from trading to acquisition of
business. Even the most sophisticated global companies often struggle with balancing compliance details
and a long-term tax strategy. The tax specialists of Deloitte have the perspective to help companies
understand both local and international tax structures and align the tax function with business objectives.

As a member of the Deloitte Tax & Legal team, you will assist experienced professionals in researching
legislation, drafting advice to clients, calculating taxes, preparing tax returns and fulfilling any other tasks to
help the clients comply with the applicable legislative requirements and achieve their business objectives.

Requirements:
» High degree of self-motivation and strong career aspirations

Degree in Law with academic excellence

Advanced written and spoken Azeri and English

Ability to thrive in an environment of pressing deadlines and dynamic conditions

Proven creativity, the ability to develop and present new ideas and conceptualize new approaches
and solutions

Ability to focus on client service and strive to exceed clients' expectations while remaining
committed to Deloitte vision and objectives

Proven analytical skills with the ability to tackle problems systematically to determine causes and
produce effective solutions

Assets:
» Knowledge of Azerbaijan legal system

» Experience in corporate, tax law or other fields of law


http://jobs.deloitte.com/az/baku/tax/jobid4978466-tax-consultant_advisory-group-(entry-level)-jobs
http://jobs.deloitte.com/az/baku/tax/jobid4978466-tax-consultant_advisory-group-(entry-level)-jobs

Page 37 Weekly Newsletter on Career and Academic Opportunities

» Postgraduate degree from a US or leading European University
Job ID: 3476011

For more information: http://jobs.deloitte.com/az/baku/tax/jobid4822578-tax-consultant compliance-
group-(entry-level)-jobs

INTERNSHIP PROGRAMS

British American Tobacco

Summer Internship (Procurement)
Location: Baku, Azerbaijan

Executing tactical sourcing projects & transactional procurement activities for BAT Caucasus in line with
the Company policies.

Principal Accountabilities
» To execute tactical sourcing in line with procurement policy & procedures
» To follow up on status of the orders
e To assist in strategic sourcing and above market activities
» To execute transactional procurement part
e To maintain internal / external (with suppliers) document workflow
» To support the customer (internal & external) relationship and all aspects of procurement related
customer service
Knowledge, Skill & Experience
» Strong interpersonal and communication skills
* Proven negotiation and influencing skills
e Strong numerical ability and analytical thinking
e Ability to work independently and lead the projects
e Ability to develop and maintain effective partnership working internally and externally
e Focus on continuous delivery of high results
» Educated to Bachelors degree level or equivalent in a relevant business discipline
e Fluency in English & Russian (both written and oral)
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» Experience of sourcing at a local market level

» Advanced Excel & PowerPoint User
In case if you are interested in the vacant role please kindly send through your resume to
azcareer@bat.com

Azercell Telecom LLC

=
< Azercell

Internship Program 2014-Marketing/Social Media

The Social Media Specialist assists the Social Marketing team to meet the business goals of Azercell and its
clients through the use and implementation of social & digital platforms. The Social Media Specialist is
responsible for working with the team to create social programs, as well as content and messaging via Social
Media Networks, blogs and new digital media platforms, as well as reporting on the performance of those
efforts.

Note:

» Work schedule: Monday - Friday, 09:00 - 18:00. Saturday and Sunday, national holidays and
mourning day are non-working days

- Work | ocation: Venice Plaza (istiglaliyyet

Main Responsibilities:

» Author creative and effective social communications for clients in multiple formats

» Create, implement and monitor comprehensive social media strategies and platforms for clients

» Make content recommendations based on in-market and social and/or cultural trends and campaign
performance

» Process information supplied by clients and client management teams in order to translate input into
effective social strategy and tactics to generate viral buzz, engagement, community growth

* Manage, monitor and engage in social media/internet communities with minute-by-minute
participation in conversations that surround content and brand, answer comments, and mediate on
behalf of the client

« Community engagement for different brands, verticals and products/service

» Forecast, measure and analyze performance and results for multiple clients (advertising and
platform)

» Proofread all communications and ensure information accuracy

» Have the ability to think like the client and see the big picture

e Maintain client brand guidelines and copy standards

Required Skills and Knowledge:
» High education

» Extensive working knowledge of major social media channels (Facebook, Twitter, LinkedIn,
YouTube, Google+, Pinterest, Instagram)

» Successful experience developing social media strategies and campaigns for business

» Excellent written and verbal skills
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Internship Mentors:

Marketing/Corporate and Digital Advertising specialist

Note: The internship period is 3 months (in urgent case can be prolonged up to 6 months period). The
internshippr ogr am wi | | be conducted at Azercell s Ven

Note: For more information, please contact Azercell's recruitment team at internship@azercell.com address.
Please do not send your applications, CVs and required documents directly

to internship@azercell.com and recruitment@azercell.com e-mail addresses. All applications must be
submitted via "Send application” link at the bottom of this page.

Application deadline: 04.06.2014

ACADEMIC OPPORTUNITIES
IPDIHSIEEHIE Jor Peace & Dialogue

Trust, Act & Achieve

Institute for Peace and Dialogue, IPD
2nd International Summer Academy on Peacebuilding & Intercultural Dialogue
17-27 August 2014 Baar, Switzerland

Project Introduction

IPD is very glad to announce its next International Summer Academy in Peace-building & Intercultural
Dialogue, which is going to be held in Switzerland 2014. Its image as one of the most favorable places for
traveling has made it more interesting to offer an exited and comprehensive program for our participants.
Our experts, who are professionals in their fields, will contribute to this event, with many years of
experience in peace and conflict studies.

Nowadays unfortunately several frozen or ongoing conflicts between or within states still exist. Conflicts
are different and if we look to the world mankind, how they are facing many new challenges, coupled with
new dangerous situations, i.e. terrorist acts, non-legal arming of conflict sides, re-determination of borders,
establishing new countries in the world map, non-providing territorial integrity, trafficking of arms, drugs
and human; disputes on the implementation of transnational energy projects, democratization and false
elections, revolution and internal political conflicts, armed guerrilla movements, violation and
discrimination by nationalists, world economic crisis, climate change and unsafely biodiversity etc.
Unfortunately the list is long. Conflicts are related and an integral part of human beings, as conflicts cause
violation of human rights.

Existing conflicts weaken every kind of cooperation between nations and states. Without mutual
cooperation and understanding, the future prosperity of the region would remain only as a good dream.
Taking into consideration of peaceful behavior and engagements, we can make a decision on the strict
belief, that opportunities for solving conflicts are feasible. Because in every conflict situation and tension
forms we consequently face the below mentioned common situations:

1. Desperate situation and non-solving problems are not eternal;

2. It is possible to make common decision which both sides;

3. We can find common values, traditions and similar situation among conflict parties;
4. Protracted conflicts on the same time endanger regional development and prosperity;
5. Any mediation and negotiation actions are better than nothing.
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Main Goal

The main goal of the summer academy is to support institutional academic peace education and strengthen
peace-building skills and intercultural dialogue of the international society.

Methodology

Within the international summer academy we plan to include different workshops, lectures, presentations,
interactive group works, brainstorming on conflict places, mediation operations and peace negotiation
activities as well as case studies on ongoing-fragile conflicts in the world (depends experts availability).
Participants will acquire knowledge and skills from lecturers/experts who are working on peace building,
mediation, negotiation, conflict transformation, intercultural dialogue and non-violence and other
correspond fields at the research centers, universities, INGOs and state organs.

In the training, both visual/dynamic methods will be used, such as schedules, tests, surveys, direct
interviews, distribution of questionnaires and other methods of observation. Every expert will take 3 days
for his lecture and workshops. We will send educational materials and daily programs of the summer
academy to the selected participants.

Beside the academic-educational side a huge cultural programme every day after the courses is planned. As
an opportunity to learn the international atmosphere better, an international evening will

be organized, where a cultural presentation with several traditional foods, meals, drinks, fruit/dry fruit,
sweets, national songs, souvenirs, traditional dress etc. of different countries is thought.

Important Dates & Times of Daily Program

» Arriving & Registration: 17w of August, 2014 (Hotel registration starts after 12:00am)
» Opening Ceremony & Program Beginning: 18w of August, 2014

» Breakfast Time: 07:00am - 09:00am

» Morning Workshops Period: 09:00am - 12:30am

» First Break Time: 10:30 am - 11:00am

» Lunch Time: 12:30am - 14:00pm

» Afternoon Workshops Period: 14:00pm - 17:00pm

» Second Break Time: 15:30pm - 16:00pm

» Dinner Time: 19:00pm - 20:30pm

» Certification of Participants: 26w of August, 2014

» Departure of Participants: 27t of August, 2014 (Hotel departure till the 12:00am)

Summer School Language
The International Summer Academy will be held in English.
Potential Participants

A broad range of interested Participants can apply for the International Summer Academy on Peace building
& Intercultural Dialogue; such as representatives of governmental organs, INGOs, 10s, freelance
researchers, diplomats, political parties, independent mediators, PhD students, NGO leaders and peace
workers/activists who want to develop their academic knowledge and capacities; who have intention to join
missions in conflict regions, who work and live in countries with ongoing tensions and who's research areas
are mediation, negotiation and peace building.

Depending from city-tours and visit to peace institutions, the daily program can change during the days and
we will update you on final changes on time.

Participation & Deadline
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There are no age or country limits for the application. Requested documents (see below) for application has

to be sent till the 30 June 2014 to fhuseynli@ipdinstitute.ch

Please send your application in WORD format with your CV, Passport Page (Only photo page) and

name the documentsasi NAMEO A SURNAMEO ACOUNTRYO ADOCUMENTS

Payment of Participation Fee

Bank Account

Post finance AG

Account Number: 25-100224-4
IBAN: CH62 0900 0000 2510 0224 4
SWIFT: POFICHBEXXX

NOTE: After evaluation of your application we will send you the conditional invitation to start the payment
of the participation fee. Unconditional invitation to the participants we will send by email and by fax to the
relevant embassy which you mentioned in your filled application form.

Participation Fee

Participation fee is 1.600 Euro (date of receipt is determining)
What is included in the program fee?

- Accommodation (Double Room)
- Full pension & 2 times coffee-break
- Internet connection

What is not included in the program fee?

International travel and travel related expenses (visa and insurance) is not included in the participation fee.
After evaluation of your application we will send you the conditional invitation to start the payment of the
participation fee and later after the unconditional letter by email and by fax to the relevant embassy.

For transfer of participation fee:

Bank Account

Post finance AG

Account Number: 25-100224-4

IBAN: CH62 0900 0000 2510 0224 4

SWIFT: POFICHBEXXX

Cancellation

Please note that in case of a participation cancellation after submission till the 15th July 2014 the charge
will be 2 5 Qwithout bank transfer costs) will be deducted from your participation fee for administrative
charges. For cancellations till the 31st of July 2014 the charge will be 4 O Qwathout bank transfer costs)
and for cancellations after the 17th of August 2014, no refund will be possible.

Accommodation

Participants will stay at a double room in the 'Eckstein’ Meeting and Education Centre, located in Baar,
close to Zurich. You can reach the place directly by train from Zurich main train station.

For more information please visit the webpage of 'Eckstein' Meeting and Education Centre:

Call for experts
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We are looking for experts, who are professionals in peace and conflict studies, negotiation mediation,
reconciliation and related fields. Interested applicants can send wus their application to
fhuseynli@ipdinstitute.ch

For more information please visit the http://www.ipdinstitute.ch/Call-for-Experts/

Support us

We all know that organizing such kind of international training programs are quite expensive, so to help in
this matter, we invite state organs, foundations, think tank Institutes, universities, embassies, companies,
business leaders, individual and philanthropies for their contribution and to invest capital to the institutional
development of academic peace education. Your donation will give financial help in form of scholarships to
motivated participants from the most needed areas of the world to apply their acquired knowledge in peace
building in their countries to pave the way for a better future.

Organizer

Institute for Peace and Dialogue (IPD) is an independent, international non-profit and non-religious institute
located in Lucerne, Switzerland where it dedicates itself in the promotion of the prevention of conflicts
between and within states by strengthening institutional dialogue between civil societies, international
peace- and state institutions. To achieve its purpose, IPD can provide its beneficiaries with institutional
broad research-survey outputs, publication of educational materials, implementation of academic-scientific
programs, carrying out mediation, negotiation, reconciliation initiatives as well as reports.

IPD invites state actors, policymakers, think tank centers, peace builders, researchers, media and interested
public actors for the cooperation and implementation of creative-innovative, effective and sustainable
initiatives for the sake of empowering constructive intercultural dialogue, global governance, peaceful
conflict transformation, active world citizenship, human security and responsible leadership.

Contact Person for any Questions

Fakhrinur Huseynli

Director

Institute for Peace & Dialogue, IPD
Zahringerstrasse 24,

6003 Lucerne, Switzerland

E: fhuseynli@ipdinstitute.ch
www.ipdinstitute.ch
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Georgian Institute of Public Affairs
GIPA

oM,
SRo vinee,
N S %,

5" OO

Gl PA Masteros in Journalism Pr

The U.S. Embassy is pleased to announce that the Georgian Institute of Public Affairs (GIPA) is soliciting
applications from Azer ba ipjogtamiin joormalism ancenredia ménagemena  ma
offered by the Caucasus School of Journalism and Media Management and taught by instructors from the

United States, European Union member states, Georgia, and Azerbaijan. The program is funded by the U.S.
Department of State. The overall goal of the program is to strengthen the media in the emerging democratic
societies of the Caucasus.

Five Azerbaijani students will be selected for the program, which will be offered in four semesters from
September 2014 to May 2016. The first and fourth semesters of the program will be held in Baku, in
cooperation with a local university and other media organizations. Students will study in Georgia from
January-December 2015 and return there for the defense of a thesis/ final project in May 2016. While
resident at GIPA, students will have access to computer, audio and video equipment, the Internet, and a
journalism library. The program will produce a student newspaper, Brosse Street Journal, in print and
electronic versions and air reports to Radio GIPA FM.

The program curriculum provides a hands-on, experiential approach to learning the latest techniques of fact-
based, professional reporting and writing in both print and broadcast media. Management techniques and
key knowledge fields, such as economics and the judiciary, are also stressed. Faculty and curriculum for the
School will be provided in cooperation with IREX Georgia in the framework of the four-year USAID-
funded G-MEDIA (Georgian Media Enhance Democracy, Informed Citizenry and Accountability) program,
and the University of South Carolina.

All applicants should have a University degree. Strong English language skills, as demonstrated by a written
exam and at an oral interview, are required.

The U.S. Embassy in Baku provides tuition support and financial assistance for the duration of studies in
Georgia to students who demonstrate financial need. The U.S. Embassy also may provide financial
assistance to students from Azerbaijani regions who need it during their study in Baku.

Entrance procedures are
English language testing, essay writing (in English) and an interview (in English-language) with an
Azerbaijani-American admissions committee in Baku.

Application Form

Deadline for application: May 31, 2014.

For more information and for submitting applications, contact:

Mehdi Huseynguliyev, recruitment coordinator, at huseynguliyevmm@state.gov or by phone: 488 33 00.
Or: Caucasus School of Journalism and Media Management at

Georgian Institute of Public Affairs
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Address: 2 Brosse Street, Thilisi, Georgia
Tel/fax: 99532 93-14-66, cell: 99599 50-24-46
E-mail: jschool@gipa.ge web: http://www.gipa.ge/csimm/cert _en.php

The U.S. Embassy in Baku

The U.S. Embassy in Baku, Azerbaijan is announcing Training of Trainers on
Entrepreneurship for Project Mentors for U.S.G. Program Alumni, August 2014,
Georgia.
Description

The U.S. Embassy in Baku offers 4-day training on Entrepreneurship. Professional trainers from Azerbaijan
and U.S. will train the selected alumni. Active Azerbaijani alumni will be trained to teach regional youth the
basics of entrepreneurship and mentor them on projects, motivating a sector of youth who may have few
opportunities for higher education but can use the skills gained to increase their economic standing and/or
that of their community.

The training in Georgia will be two-fold: the first part would focus on how to be a trainer (methods and
tactics of training, presentation skills, time management, classroom management, working with youth, etc.)
and the second part would focus on principles and basics of entrepreneurship (start-ups, public-private
partnerships, incubators, basic theory of small business and how it contributes to the economics and
financial health of a region or town, marketing, finance, etc.).

The selected participants will be invited to a location in Georgia where they will join alumni from Georgia
and Armenia. The locations and the detailed schedule of the training will be announced to the finalists at a
later date. The lectures will take place on August 18-21th (tentative).

The language of training is English.

Who Can Apply

U.S.G. Exchange Program alumni with advanced English skills who are interested in entrepreneurship or
have entrepreneurship skills. All participants have to commit to fully participating in the training and after
the completion train the regional youth and mentor them on the projects.

How To Apply

Please fill out the online application (available here http://azerbaijan.usembassy.gov/resources/alumni-
outreach/training-of-trainers-on-entrepreneurship-for-project-mentors.html) and submit it to us by Friday,

May 30, 6:00 pm. For more details you may contact Ramina Murshudova, Alumni Outreach Coordinator
at murshudovar@state.gov.
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British American Tobacco

BAT Scholarship on Economics and Business Administration at Bremen University

BRITISH AMERICAN
TOBACCO

British American Tobacco (BAT) offers scholarship for 3 Azerbaijani students at Bremen University in
Germany. Granted scholarship is 700 EUR per month per student and covers accommodation, meals,
transport and tuition fees of 1 Academic Year (10 months):

Semester I: October i February;
Semester 1I: April i August.

St ud e némi achiewementd and gained credits during Semester | will determine the funding of

Semester | 1. |l .e., minimum 30 credits and “ Good
Eligibility criteria:

In order to apply, students must be currentlyenr ol | ed i n the | ast (4th) ye
year | evel of Master’s degree in economics and

Students must obtain German language knowledge certificate on B1 level and English language knowledge
certificate on B2 level, specified as follows:

English language knowledge Certificate B2 =

IELTS from 5.0 to 6.5 (5.0 is borderline between B1 and B2)

TOEFL (Internet-Based Test) from 87 to 109

TOEFL ITP (Paper-based Test) 543

TOEFL Junior Standard 290-300 (listening), 280-300 (language form), 280-300 (reading)

German language knowledge Certificate B1 =
Goethe-Institut Zertifikat Deutsch

Registration is possible by filling out an online application form: http://www.uni-
bremen.de/en/studies/application-enrolment/master.html. Duration of online application is about 20 - 25
minutes.

Before starting to fill in online application form, students must have gathered the following
information:
» Personal data (name, date of birth, address...)

» School education (date of graduation, grade...)
» University education (name of university, degree...)
» Scanned version (pdf) of all documents.

After completing and submitting online application form, students must print, sign and submit it to
American Chamber of Commerce in Azerbaijan (AmCham) together with following documents:


http://www.bat.com/
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e« CV with student’s phot o;
» Transcript for last 3.5 or 4 years of study with minimum GPA of 3.0.

Selection of students for BAT scholarship will be based on panel interviews with representatives of the
Ministry of Education of Azerbaijan, American Chamber of Commerce in Azerbaijan and British American
Tobacco in June 2014.

BAT scholarship does not cover expenses related to the following:
» Passport issuance;

e Health insurance;

e Visa,
* Travel to/from Germany; —
e All Other Documentation/Certificate Fees = @
* Accommodation/tuition of 2 months, March and L x
September (holidays). Tl A\
Deadline for registration: 31 May 2014 @J) Universitat Bremen*

For further information please contact: Scholarship Project

. - 2014
Turab Teymurov, Member Services Specialist

American Chamber of Commerce in Azerbaijan
96 Nizami street, Landmark, 2nd floor
Tel: 012 4971333 e —

Fax: 012 4971091
Email: projects@amchamaz.org
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2015-2016 Hubert H. Humphrey
Fellowships Program

The Hubert H. Humphrey Fellowship Program

A Program for Mid-Career Professionals Sponsored by the U.S. Department of State

Deadline: July 14, 2014

The US Embassy in Azerbaijan is pleased to announce the annual competition for the Hubert H. Humphrey
Fellowship Program. This is a one-year non-degree program that brings accomplished professionals from
designated countries around the world to the United States at a midpoint in their careers for a year of
graduate-level academic course work and professional development activities. The Humphrey Program was
initiated in 1978 to honor the memory and accomplishments of the late Senator and Vice President, Hubert
H. Humphrey.

Eligible Fields/Sectors
Fellowships are granted competitively to both public and private sector candidates with strong leadership
potential and a commitment to public service in the fields of:

» Agricultural and rural development
¢ Communications/journalism
» Economic development
» Educational administration, planning and policy
» Higher Education Administration
» Finance and banking
« HIV/AIDS policy and prevention
e Human resource management
e Law and human rights
» Natural resources, environmental policy, and climate change
» Public health policy and management
» Public policy analysis and public administration
» Substance abuse education, treatment, and prevention
» Teaching of English as a foreign language
» Technology policy and management
» Trafficking in persons policy and prevention
e Urban and regional planning
For brief description of each field please click here

To be eligible for a Humphrey Fellowship, applicants must have:
» Azerbaijani citizenship

« Bachelor’”s degree

» At least five years of full-time progressive professional experience

» Demonstrated leadership qualities and a record of public service

» English language ability (TOEFL score of 525 of paper-based or 71 internet-based or IELTS of 6.0-
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7.0 range)

Long Term English component

In addition to the pre-academic language training traditionally available, the Humphrey Program is offering
a Long-Term English (LTE) language training opportunity to facilitate the participation of candidates who
may be excellent candidates but are lacking the necessary language skills. LTE participants will be brought
to the U.S. for an intensive 20-25 week pre-academic program to improve their language skills before
transitioning to their academic-year Humphrey campuses. Candidates for LTE typically have TOEFL scores
in the 440-500 range (paper-based test) or 42-61 (internet based test).

Terms and Conditions

The Humphrey Fellowship provides international travel, tuition and university fees, accident/sickness
coverage, monthly maintenance allowance and funding for books and professional activities. The Humphrey
Program does not provide financial support for accompanying dependents.

Applications
All applications must be submitted online and must include the following documents:
» Completed application (Bio-sheet A, bio-sheet B, Program Plan, Personal Statement A, Personal

Statement B)
o 1st Letter of Reference from current employer
* 2nd Letter of Reference
* Curriculum Vitae
» Copy of University degree(s)
Online application is available at https://apply.embark.com/student/humphrey/fellowship/
The deadline for submission of applications is July 14, 2014

For comprehensive information about the program
official website at http://humphreyfellowship.org/ and facebook page:
https://www.facebook.com/HumphreyFellowship

For more information please contact the U.S. Embassy:
Address: 111, Azadlig street, Baku Azerbaijan

Phone: 4883300

Email: bakuEducation@state.gov
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