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The Devel opnent Reaourcee Centre

RO. Box 6079, Johannesburg, 2000, South Africa Longsbank Building (15th Fl oor)

"3 011 558 7504 ' - fax 011 855 6510 187 Bree Street (cnr Kissik), Johannesburg

i- ., ...al J)-1I

|

I

To: Col | eagues

From David Bonbri ght

Date: 18 Decenber 1992

Subject: Staff Recruitnment at the DRC

Greetings and Best Wshes for the holiday season! Please excuse this "round robin" letter
format.

| amwiting to share the encl osed advertisement of positions that we are currently tryin
gto fell

at the DRC. If you know of possible candidates, | would appreciate it if you would draw t
he

availability of these posts to their attention.

| very nuch | ook forward toworking with you in 1993. The Centre’ and WrkNet will be

[ aunchi ng SANGONet, the nonprofit information and conmuni eati ons network, on 1 March

1993, and you will be hearing nore about that in the new year!
Si ncerely,
w

Trustees: M Moum wana (Chairperson), M Moeki, J Sarmuel, N Haysom 5 Moulder, 5 Nyoni. F W
il eon.
D Bonbri ght (Executive Director)



THE DEVELOPMENT RESOURCES CENTRE is a one-year old nonprofit

devel opnent agency that provides information-related services to conmunity-based

organi sati ons and NGOs seeking to transformsociety in favour of the poor. Information

servi ces incl ude:

' a LI BRARY SERVI CE specialising in devel opment managenent, fund raising, people

centred devel opnent, and networKki ng;

0 a conprehensive on-line data base of "who's who in devel opment" in South Africa;

" the I ndependent Study into an Enabling Environment for NGOS;

- the South African NGO Network (SANGONet), a nonproE t electronic information and
comuni ' eati ons networKk.

The Centre is currently seeking applications for the follow ng positions:

HEAD OF ADM NI STRATI ON

An experienced administrator is required to manage and oversee all aspects of organisatio
na

adm ni stration. Applicants should have five years of administration experience and a stro
ng

background i n personnel relations and in designing and nanagi ng adm nistrative systens Th
e

successful applicant will supervise three admnistrative support staff and be part of the
Centre’'s

seni or managenent team

SENI OR LI BRARI AN

A senior librarian is sought to take responsibility for the day to day running of the Cen

tre's

library and documentation centre and for devel opi hg and mai ntiani ng an outreach informati
on

di ssem nati on progranme. The successful applicant will have at |least five years of exper
ence

in the informati on and docunetation centre, a first degree plus a HDp. Lib or B.Bfol. (
or

equi val ent professional experience); the ability to supervise staff and experience in wor
ki ng

with conmputerised data bases. An interest in and understandi ng of devel opnent issues is a
I so

an inportant qualihcation.

NETWORKER/ PUBLI CATI ONS OFFI CER

The | ndependent Study into an Enabling Environnent for NGOs is seeking a notivated person

wi th social science research and policy skills to service the growi ng national network of
organi sations involved in the Independent Study. This will involve collecting and

di ssem nating information relevant to the work of the Independent Study at international
nati onal, and locallevels. Wrd processing skills are required and desk top publishing
preferred. The successful candidate will have a social science graduate degree.



Devel opnment Resources Centre
| NFORMATI ON SERVI CES OFFI CERS
Under the general supervision of the SANGONet Editorial Collective, these two persons w |
I
assist in editing and managi ng SANGONet’'s online library of information. Duties and
responsibilities will include all aspects of collecting, reviewi ng, editing, abstracting,

drafting,
and organi sing i nformati on on SANGONet. The work entails both the production and
adaptation of resource materials on the topic of devel opnent managment (such as salary an
d
benefits surveys of the nonprofit NGO sector) and |iaison with organisations and individu
als
acting as "information providers" on SANGONet. The successful applicants will have
know edge of:
- the principles and nmet hods of organizi ng, managi ng and presenting infomation
' general social justice issues and the work of nonproEt and human service organi zati ons;
0 word processing;

correct English |language granmar and style, editing principles, and techni ques of prepa
ring
conpl ete and concise witten maten’ al s;
- know edge of conputer data bases and networking, uses, functions and capabilities
preferred, but not required.
The successful applicants will have skill in:
0 word processing at a rate of at |east 40 words per mnute;
- learning new conputer applications and gaining proficiency in a short period of tine;
- acquiring, witing, reviewi ng, editing, sumrarizing and organi zi ng various informtion
for
inclusion in an online informati on service;
" comunicating infornmation clearly and concisely, both orally and in witing;
OFFI CE MANAGER
A person with at |east three years of admi nistrative experience is required to nmanage al
aspects
of the day to day operations of the the Centre’'s sole office. Applicants should have a go
od
wor ki ng knowl edge of and at |east two years of experience on personal conputers in an off
ice
envi ronnent and a grounding in conmon offlce computer applications such as spreadsheets
and word processing applications.
SECRETARY/ ADM NI STRATI VE AS S| STANT
A senior secretary/adm nistrative assistant is sought to work in the Ofice of the Execut
ive
Director. The successful applicant will have three years of experience in providing secre
tari al
and admi ni strative support in a fast-paced environment. In addition to superior genera
secretarial skills such as filing, transcription, and diary and correspondence nanagenent
, the
successful candidate will denpnstrate an aptitude for interacting with the general public

NG&Cs, donors, and the nedia. Both men and wonen are encouraged to apply for this

posi tion.

GENERAL: Al'l successful applicants will denonstrate an ability to deal tactfully,
cooperatively and effectively with other staff nenbers, SANGONet subscribers, conmunity
organi zations, representatives of funding sources and the public, including people horn
different racial, ethnic and cultural groups and fromdifferent backgrounds and lifestyle
S.

Full job descriptions and sal ary ranges for the postions are available fromthe Centre
Admi ni strator.

The Centre offers conpetitive renmuneration and beneiits packages commensurate with
experience and qualifications. Benefits include a conprehensive nedical aid and health

i nsurance package, provident fund contributions, and generous holiday provisions. Wen no
t

enjoying their holidays, DRC staff are expected to earn thenl

The start date for these positions is 1 Febraury 1993, or sooner. Full CVs and three
contactabl e referees should be provided by interested applicants before 15 January 1993 t
o:

The Adm nistrator, Devel opnent Resources Centre

PO Box 6079, Johannesburg, 2000

phone: 011 838 7504 fax: 011 838 6310



