附件三：

合同编号： 09P04-0903
项目名称： 中国逐步淘汰白炽灯、加快推广节能灯项目

聘请职位： 项目办秘书（全职）

任职期限： 12个月

任务和职责：

设立该职位是为了在PILESLAMP项目执行过程中提供管理和行政服务。任务和职责的详细内容包括：

· 项目办接待工作；

· 技术和行政支持；
· 安排项目办会议，并准备有关材料；
· 管理项目办文件，并建立项目文件管理目录，包括对会议记录、相关报告和文件、交流信息和通讯录等进行分档管理；
· 负责项目办设备及其他办公用品的采购；
· 负责对外联系工作；
· 完成项目办主任交办的其它工作。
招聘条件：

· 拥有学士学位；

· 至少有1年工作经验；
· 具备能效和环境保护的相关知识；
· 熟悉电脑，协调能力强；
· 较好的中文和英语。
主要成果：

· 所有关于项目管理工作进展的中英文记录；

· 项目审核和评估所需的材料。

终止合同：

· 试用期为3个月，若未能履行合同要求或有明显失职，项目办有权终止合同；
· 合同期内，若未能通过绩效考核或在项目执行期间明显失职，项目办将给予不超过2个月的调整期。此后若仍未能通过考核，项目办则有权终止合同。
Attachment 3:

Subcontract No: 09P04-0903
Project Title  : Phasing-Out of Incandescent Lamps & Energy Saving Lamps Promotion Project

Post Title     : Full-Time Secretary of PMO

Duration     : 12 months 

Tasks and Responsibilities:

The overall objective of this position is to provide management and administration service to the implementation of PILESLAMP. The detailed tasks and responsibilities include：

· Responsible for reception work;

· Provide technical and administrative support;

· Arrange PMO meetings and prepare the relating materials;

· Manage PMO’s file documents, including the classified management of meeting records, relating reports and documents, communication messages, address list and etc., as well as formulate relating documents catalogues;

· Responsible for the purchase of office equipment and other office stationeries;

· Responsible for external contact;

· Undertake other obligations designated by the PMO director.

Required skills and competencies:

· Bachelors degree;

· At least one year’s working experience；

· Familiar with energy efficiency and environment protection;

· Proficiency in Microsoft Office Software and strong capability in communication;

· Good English and Chinese.

Main Outcomes:
· English record of any progress regarding the management work;

· Materials prepared for project review and assessment.
Termination Clause:

· During the 3 months probation, if the contract requirements could not be satisfied or the duty is conspicuously neglected, the PMO reserves the right to terminate the contract；

· During the contract term, if the performance evaluation could not be passed or the duty is conspicuously neglected, no more than 2 month’s period will be given for the adjustment. Hereafter, the PMO reserves the right to terminate the contract if the performance evaluation still could not be passed.
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