Job Specification: Supervisor

Department: Operations

Position Grade: 7

Reports to: Provincial Operation Manager (POM)

No. of subordinates: Team Leaders/Deputy Team Leaders MAT/MTT
Working time %: 100%

Location: Quang Binh/ Quang Tri

MAG'’s Vision is a world in which everyone can live free from the enduring and devastating
consequences of armed violence, conflict and their legacy. People will live in communities where their
rights are upheld, with dignity and choice and free from fear from mines, explosive remnants of war (ERW) and
the impact of small arms and light weapons and ammunition.

MAG'’s Mission is to save lives, ease suffering and enable sustainable development by limiting the
causes and addressing the consequences of armed violence and conflict so people can live with dignity
and choice, free from fear. We will use our core skills and distinctive competence to save lives through the
removal of mines and ERW, and reduce the impact of small arms, light weapons and ammunition on people and
communities. How we do this is as important as what we do — we work primarily with and for communities, for us
‘it's all about people’.

MAG’s Values. Our values come to life through our actions, every day. How we act has an impact on others. As
someone who works at MAG, you can help to create a positive culture by demonstrating our values through
your own behaviour and actions. Everyone has a role to play in shaping our culture. Everyone should
understand our values and is encouraged to think how they are relevant to their individual role.

DETERMINED - we work with purpose

EXPERT - through excellence and expertise we build trust

INTEGRITY - we strive to do the right thing

COMPASSION - people come first in everything we do

INCLUSIVE - we are inclusive, and we value diversity

Job Purpose:
The Supervisor is responsible for the planning, coordinating, organizing and implementation of all BAC

clearance operations; EOD Spot Tasks and supporting elements in his/her area of operational responsibility,
in accordance with and adhering to Standard Operating Procedures and following the instructions of the
TFM/POM.

Job Description

General:

. Is fully conversant with Standard Operating Procedures (SOPs)

. Has good knowledge of landmines and Unexploded Ordnance (UXO) types known, or suspected to be
present in the area of operations

. Directly carry out disposing of bomb, mines and ERWs after clearance daily

. Ensure that Team Leaders and personnel under his/her control are correctly briefed, and understand
their duties and responsibilities.

. Shall ensure that discipline is maintained by all team members under his/her control and are operating

IAW/SOPs.




Shall ensure that the Team Leader effectively deploys technicians; Clearance Support teams (CST)
and/or Mechanical assets.

Shall ensure that all equipment and vehicles are clean and serviceable, any breakages, unserviceable
items or missing items are to be reported to the TFM within the same day.

Accurately complete a Technical Assessment and prepare a Clearance Plan.

Coordinates with the military observer, local authorities and land owners in relation to task start date;
expected days on site and handing over of Completion Certificates.

Plan future clearance tasks in advance in coordination with the TFM/POM

Responsible for the deployment and coordination of CST under direct control and request Mechanical
Assets as required.

Assists the TFM/POM in coordinating with the military observer and local authorities ahead of planned
bulk demolitions.

Submit consumable stores requests to the Logs Officer with two days advance notice.

Prepare and submit Incident Reports to Operations Translators (OT) as and when required.

Carry out any other operational/administrative duties as directed to meet operational requirements

Standards:

Shall ensure that site setup and safety distances are adhered to as described in SOPs. Any deviation of
this is to be recorded in the Amendments section of the Clearance Plan.

Shall ensure that the Task Dossier and site map are up to date and accurate.

Shall ensure that all explosives and accessories are issued and received daily from the military
explosives store and are accounted for on site.

Ensure that a technical assessment is conducted and a Clearance Plan is prepared ahead of
teams deploying to a task site.

Detectors are set up and used as per SOP and the settings are as described in the Clearance Plan or
the Clearance Plan Amendments sheet.

Ensure that all mechanical assets under his/her control are parked at a secure location outside of
operational hours

Verifies all Team Leader daily Log Sheets, prior to submitting the information to the Information
Management Assistants for entering into current software programme.

Confirm attendance of all personnel on site and compare this against the attendance register.

Plan and monitor the transportation of UXO to the CDS and coordinate with the military observers and
local authorities.

Carry out sampling of cleared areas to ensure that standards are maintained.

QA all technical activities and record your findings on the relevant QA forms.

Ensure that the team is briefed on the CASEVAC plan, and the plan is rehearsed on a regular basis.

Ensure that the Medics trauma bag is laid out correctly, all items are checked against the daily check
sheet and drugs are in date.

Computer literacy:

Ensure that you have a basic knowledge of Excel and Word to enable you to prepare reports.

Know how to send and receive e-mails.

Ensure that you are familiar with Survey 1,2,3 Dashboard and ARC/GIS so that you can monitor teams
under your control progress and complete electronic QA forms.

All staff are expected to undertake the following general duties:

Work within the framework of the Policy on Personal Conduct

Work within the framework of MAG’s core values, promoting its ethos and mission statement.

Work towards achieving programme and/or department business plan objectives

Ensure familiarity with and adhere to all MAG policies and procedures and keep informed of MAG
activities

Undertake and apply learning from appropriate training and development programs.

Undertake the role in a manner appropriate to the cultural context and within the local legal framework.




e Understand and uphold the standards outlined in MAG’s Safeguarding Framework, acting with due care
and attention to safeguard the wellbeing of anyone that comes into contact with MAG’s work and
reporting concerns if they do arise.

This is a non-contractual document that can be varied from time to time as circumstances dictate. This job
description is intended to summarize the main duties and responsibilities of the post; this is not intended to be a
full and exhaustive list of tasks. All MAG staff are expected to demonstrate flexibility and willingness to perform
appropriate tasks when the need arises.

Some Job Descriptions may be supplemented by specific Terms of Reference

Person Specification

Essential Qualifications
e EOD Level2
e Be in possession of a valid motorcycle driver’s licence.
Essential Experience
e Atleast one year’s experience working with MAG in a Team leader role or in a similar role.
e A proven track record, which demonstrates following procedures and delivering work of an acceptable
standard.
Essential Skills and Knowledge
¢ Ability to manage multiple MATs and/or MTTs
¢ Ability to plan and coordinate ahead for a number of concurrent BAC and EOD activities
o Effectively communicate with superiors, peers and subordinates.

By signing this document, | agree to undertake the above duties on behalf of MAG.

Post holder name Post holder signature Date

Accepted and Approved by Line Manager on behalf of MAG

Line manager Country Director Date




Chirc danh cong viéc: Giam sat, x& ly bom, min sau ra pha

Bo6 phan: Hoat dong

Bac lwong: 7

Bao cao cho: Quan ly Hoat dong tinh, x& ly bom, min sau ra pha (POM)
Nhan vién cap dwéi: Doi tredng/Boi pho, x&r ly bom, min sau ra pha

Thé&i gian lam viéc %: 100%

Dia diém lam viéc: Quang Binh/ Quang Tri

Tam nhin cta MAG la mét thé gi¢i ma moi ngwoi khéng phai chiu héu qua tan khéc va kéo dai cua bao
Iwe vii trang, xung doét va tan dw dé lai. Moi ngwdi song trong cac cong ddng noi ma quyén Iou cla ho duwgc
bao vé, noi ho dwoc tdn trong va c6 quyén lwa chon, noi khéng con ndi s¢ hai bom min, vat nd con sét lai sau
chién tranh, va khéng chiu su tac déng ctia cac loai vii khi hang nhe va dan duoc khac.

St ménh cua MAG la Gin glw cudc séng, xoa diu néi dau va thuc day phat trién bén vwng bang cach
giam thiéu tac nhan va giai quyét hau qua cta xung doét va bao lwc vii trang, dé moi ngwoi dworc sdng
v&i pham gla va quyen tw do Iwa chon ma khéng phai lo s¢'. Chung t6i sé st dung cac ky nang cbt 16i va
nang lwc ndi trdi cia minh dé gitr gin sw séng thong qua viéc thdo g& bom min, vat nd con sét lai sau chién
tranh, dong thoi giam thiéu tac déng cla cac loai vii khi hang nhe va dan dwoc khac déi véi con ngudi va cong
déng. Cach thirc chung t6i thwe hién cling quan trong nhw nhirng gi ching téi lam — wu tién clia ching téi la lam
viéc v&i cong ddng va vi cdng dong, véi chung t6i 'con ngudi la trén hét’

Gia tri cia MAG. Gia tri cua ching t6i mang lai thong qua cac hanh dong mdi mot ngay va cach chang téi tac
déng téi nhirng ngudi xung quanh. Tré thanh mét nhan vién tai MAG, bang cach thé hién cac gia tri ctia ching
t6i thong qua hanh vi va hoat déng cla riéng ban, ban cé thé gitp tao ra mét van héa héa lam viéc tich cuc )
théng qua hanh vi va (rng xt& cla chinh ban. Moi ngudi nén nhan thirc dwoc cac gia tri clia ching téi va khuyén
khich xem xét cach ap dung chung vao tirng vi tri cbng viéc

KIEN DINH - Chung téi lam viéc c6 muc dich.

CHUYEN NGHIEP - Chung t6i xay dwng niém tin thdng qua sw xuét s&c va chuyén nghiép.

CHINH TRUC - Chung toi nd lwc lam diéu dung dan.

DONG CAM - Con ngui la wu tién hang dau trong moi viéc ching téi lam.

HOA NHAP - Chung téi hda nhap va tén trong su da dang.

Muc dich cong viéc

Giam sat truc tiép xt Iy bom min vat liéu nd chiu trach nhiém lap ké hoach, diéu phéi, tb chirc va thyc hién
tat ca cac hoat dong ra khu vuc chién sw, X ly diém va cac cong tac hd tro khac trong pham vi trach nhiém
ctia minh theo Quy trinh hoat ddng chuan cla té chirc va theo chi dao cla Quan ly Ky thuat hién trudng trwc
tiép x& Iy bom min vat liéu nd (TFM)/Quan ly hoat dong tinh trwc tiép xd& Iy bom min vat liéu nd (POM).

M6 ta cong viéc

Tbng quan:

o Am hiéu Quy trinh hoat dong chuan (QTHBC)

. C6 kién thirc sau rong vé min va cac loai vat liéu chwa nd da biét hodc nghi ng® tdn tai trong khu vuc
hoat déng;

. Truc tiép thwe hién nhiém vu x& ly bom min, vat liéu nd sau ra pha hang ngay;

. Dam bado cac Poi trwdng va nhan vién cap duéi dwoc chi dao dung dén va hiéu dwoc nhiém vu va

trach nhiém cta ho;




Dam bao duy tri ky luat 1am viéc dbi véi tat cd cac nhan vién cac doi thudc quyén giam sat va hoat dong

theo QTHDC

. Dam bao cac Ddi trwdng phan cong va trién khai nhiém vy hiéu qua cho cac nhan vién ky thuat, doi hd
tror c&t ¢d (CST) va/hodc cac tai san may co gidi;

. Dam bao tat ca céac trang thiét bi va phwong tién déu sach sé va cé thé st dung dwoc, moi hw héng,
vat dung khéng thé s dung dwoc hodc vat dung bi thiéu déu phai dwoc bao cdo cho TFM trong cung
ngay.

Thwc hién Danh gia ky thuat chinh xac va chuan bi Ké hoach ra pha

Phdi hop véi quan sat viéen quan sw, chinh quyén dia phwong va chi s& hiru dat trén hién trwong ra
pha dé 1&n ké hoach ngay bat dau trién khai hoat dong, dw tinh ngay hoan thanh va ban giao Ching nhan
hoan thanh ra pha;

. Phéi hop véi POM/TFM I1én ké hoach trwéc cho cac nhiém vu ra pha trong two’ng lai

. Chiu trach nhiém trién khai va diéu phdi doi cat cd dwéi sy kiém soat truc tiép va yéu cdu may co gidi
néu can.

. Hb tro POM/TFM trong viéc phdi hop v&i quan sat vién quan sy va co quan chirc ndng dia phwong khi

thwe hién hay nd tap trung;

GWi yéu cau mua sam vat tw tiéu hao Ién can bd Hau can trwdce hai ngay

Chuén bj va givi cac Bao céo su cb cho Phién dich hién trwdng khi can

Thwc hién bat ky nhiém vu hién trwéng hodc hanh chinh nao khac theo chi dao dé dap (rng cac yéu cau
hoat déng;

Céc tiéu chuan:
. Dam bao thiét 1ap hién trong va duy tri cac khodng cach an toan theo Quy trinh hoat déng chuén. Bét
ky sy thay doi nao lién quan phai dwgc ghi chép lai trong phan Sira doi clia Ké hoach ra pha;
Dam bao hd so hién trwéng va ban dd hién trwérng cap nhat va chinh xac;
Dam bao toan bo thubc nd va phu kién di kém phai dwoc clp phat va giao nhan hang ngay tir kho
thudc né quan sy va duwgc str dung cho muc dich hay né trén hién trwong;
e Dam bdo tién hanh danh gia ky thuat va lap ké hoach ra pha truwéc khi trién khai doi thwe hién
nhiém vu trén hién tredng
. May ra dwoc cai dat va st dung theo QTHDC va cac cai dat phai dwgc mo ta trong ké hoach
ra pha hodc bang stra ddi k& hoach ra.

. Dam bdo toan bd cac may co gidi thudc trach nhiém giam sat cla ho dwoc dd tai khu vwe an toan khi
khéng phai lam viéc;

. Xac nhan vao cac bao cao Nhat trinh lam viéc cta Déi trwdng, triede khi ndp théng tin cho cac Tro ly
quan ly théng tin d& nhap vao phan mém hién dang s dung clia chwong trinh;

. X&c nhan cham céng cho toan bd nhan vién hién trwdng va dbi chiéu véi sé theo déi cham cong;

. Lap ké hoach va theo d6i viéc van chuyén vat liéu chwa nb dén bai hiy nb tap trung va lam viéc véi cac
quan sat vién quéan sy va chinh quyén dia phwong;

. Tién hanh kiém tra tai khi viec da ra d& dam bao duy tri chat lwong

. Kiém tra dam bao chét lwong tat ca cac hoat dong k§ thuat va ghi chép lai trong cac mau Dam bao chét

lwgng lién quan

e  Dam bdo cac ddi dwoc thong tin vé ké hoach chuyén thwong, va ké hoach chuyén thuwong
phai dwoc dién tap thwdng xuyén;

. Dam bdo céc tdi dung cu clru thwong y té duoc trang bi day dd, moi vat tw bén trong duwoc
kiém tra va ghi chép hang ngay, cac loai thubc con han s dung.

S& dung may tinh:

. Cé kién thirc co ban vé cac phan mém Word, Excel dé lap dwoc bao cao.

. Biét cach glri va nhan thw dién tor.

. Dam bao st dung thanh thao ng dung Survey 123 va ARC/GIS dé giam sat cac doi dudi
quyén quan ly cia minh va hoan thanh cac biéu mau Dam bao chat lwong dién tor.

Toan nhan vién cé nghia vu thwc hién cac nhiém vu chung sau day:




Lam viéc trong khuén khé Chinh sach vé ng xt¢ Ca nhan

Lam viéc trong khudn khé céac gia tri cbt 16i ciia MAG, quang ba gia tri va s&r ménh cla MAG.

Lam viéc vi muc tiéu k& hoach chién lwoc ctia bé phan va’hodc chwong trinh

Dam bdo am hiéu va tuan thud tt ca cac chinh sach va quy trinh ciia MAG va ludén cap nhat cac hoat

dong cia MAG.

Tham gia hoc hdi tlr cac chwong trinh ddo tao va phat trién phu hop

e Thwc hién vai tro trach nhiém sao cho phu hep véi bbi cdnh van hoa va trong khuén khd phap luat s&
tai.

e Hiéu va tuan tha cac tiéu chuan dwoc néu trong Chinh sach Bao vé cia MAG, ludn hanh dong voi sw

quan tdm cham séc cong tac bao vé phuc loi clia bat ky ai tiép xic véi cong viéc cia MAG va luén bao

cao cac mdi lo ngai néu co.

Day Ia tai liéu phi khé wéc, co thé duwoc thay ddi qua thoi gian, tiy thudc vao bdi canh. Ban md ta coéng viéc nay
nham tém t&t cac nhiém vu va trach nhiém chinh cta vi tri cong viéc; khéng phai la ban liét ké day da va toan
dién cac nhiém vu codng viéc. Tt ca nhan vién MAG dwoc ky vong thé hién sy linh hoat va sdn sang thuc hién
cac nhiém vu phu hop khi dwoc yéu ciu.

Mét s& Ban mo ta cong viéc c6 thé dwoc bd sung bdi Cac Diéu khodn tham chiéu cu thé

Yéu cau cu thé:
Bang cap:

e Bé&ng x& ly bom min vat liéu nd (EOD) cap d6 2
e Cb bang lai xe may hop 1&.

Kinh nghiém;
e Co it nhat 1 n&m kinh nghiém lam viéc véi MAG & vi tri doi trwdng hodc vi tri twong dwong
e Co6 hod so chirng minh viéc tuan tha cac quy trinh va thwe hién nhiém vu & mic tiéu chuén chap nhan
duorc;
Ki nang va Kién thirc:
e Co kha nang quan ly nhiéu doi MAT ra pha va/hodc MTT
e Co kha nang lap ké hoach va diéu phéi trudc cho mot sé hoat dong BAC va EOD dbéng thoi

e Co thé giao tiép hiéu qua véi cép trén, ddng nghiép va cap dudi

Bang viéc ky vao van ban nay, t6i ddng y ddm nhan cac nhiém vu néu trén cho MAG.

Ho va tén Nhan vién Chir ky nhan vién Ngay

Can bo Quan ly truc tiép va dai dién cho MAG chap thuan va phé duyét

Ngwoi quan ly Giam déc Quéc gia Ngay




