Ministry of Foreign Affairs
Recruitment & Training Section
Dhaka

No. AD-P&0-1022 [603 27 July 2017

Circular

Sub:  Vacancy announcement for the post of ‘Head of Hubs and Spokes Programme’ at the
Secretariat of Commonwealth

The Commonwelath invites member governments to draw the attention of their citizens to
the above vacancy and to encourage suitable applications.

02. The closing date, salary and Qualification of the post are given below:
Vacancy Salary & terms of service Closing date Qualification

Annual salary: a) Post-graduate

Head of Hubs and £87,571 (Subjectto NICand | 04 August qualifications (Economics,
Spokes Programme | Income Tax deduction) 2017 Business Administration,
Intl. trade law or a related

Service Term: discipline)

Contracts of three years b) a minimum 10 years of
relevant working
experience

03. The applicants can apply online visiting the following website:

http://thecommonwealth.org/jobs

The more details about this vacancy will be found at http://mofa.gov.bd.

Encl. Application guideline.

AP 23o7 12

(Shah Md Ashraful Alam Mohon)
Assistant Secretary (R&T)

Distribution:

1. Officers at the rank of Directors and above at the Headquarters
2. Officers at the rank of Counsellors and above at all missions abroad
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7 July 2017

Notification of Vacancy
Post Title: Head of Hubs and Spokes Programme

The Commonwealth Secretariat invites member governments to draw the attention of their
citizens to this vacancy and to encourage suitable applications.

All applications will be subject to the Secretariat's competitive recruitment process.

An application pack including a job description and person specification, together with the
summary terms and conditions of service applicable to the post, are attached. These
documents are also available on the Commonwealth Secretariat's website,

http://thecommonwealth.org/jobs

In line with the Commonwealth’s commitment to gender equality, the Commonwealth
Secretariat encourages applications from appropriately qualified women for this post. In
making appointments, particularly to senior positions, the Secretary-General also takes into
account the representational balance of staff from across the regions of the Commonwealth.

All applications, including those supported by member governments, will be acknowledged.
The Commonwealth Secretariat receives an extremely high volume of applications for each
role and values each one. You can expect to be notified of the outcome of your application in
due course, before the recruitment process concludes.

All applications for the post should include a curriculum vitae and three referees, accompanied
by a short covering letter setting out their relevant experience and skills in relation to the
competencies and other requirements for the post. All applications should be addressed to
Human Resources, Commonwealth Secretariat. The closing date is Friday 4 August 2017 at
17:00 BST.

Y

Nigel Morland
Chief Operating Officer

Encl.

Commonwealth Secretariat \ Marlborough House, Pall Mall, London SW1Y 5HX, UK
T +44 (01207747 6500 \ F +44(0)20 7839 9081 thecommaonwealth.org
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The Commonweaith

Head of Hubs and Spokes Programme

APPLICATION GUIDELINES - COMMONWEALTH SECRETARIAT HEADQUARTERS

The job description and person specification detail information on the division/unit, and
the educational qualifications, experience and competencies required for the post. A
summary of the terms and conditions for this post is also made available to you.

e You must be a national of a Commonwealth Country. You will be required to
provide evidence of this if you are shortlisted for the post.

« It is the Commonwealth Secretariat’s policy not to employ close relatives of current
members of staff.

« All appointments are subject to satisfactory references. You will be required to
provide details of three referees, one of whom should be your current or most
recent employer and one for your employer prior to that, ensuring that you account
for the last two years of your employment history in your application. Referees
should not be related to you and should be able to give an assessment of your
professional abilities as well as your character. The secretariat reserves the right
to take up all references including the current employers during the selection
process.

s You will be required to produce evidence of any educational and professional
qualifications to support your application on the day of your interview.

« Salary on appointment is £87,571 per annum. This is subject to the deduction of
internal income tax (currently aligned with UK income tax rates) and UK National
Insurance contributions (from which overseas-recruited Diplomatic staff members
are exempt).

« The Commonwealth Secretariat’s retirement age is 65. You are expected to be
able to serve a minimum 3 year term before your retirement age.

If you wish to be considered for this post, please ensure that you submit your curriculum
vitae together with a covering letter setting out your experience and skills in relation to
the person specification, competencies and other requirements for the post. Your
application should be received no later than Friday 4 August 2017 at 17:00 BST.

Applications should be made via our online application system at
http://thecommonwealth.org/jobs.

Thank you for your interest in working at the Commonwealth Secretariat.

The Recruitment Team
The Commonwealth Secretariat
E-mait:HQ-Recruitment@commonwealth.int
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SUMMARY OF TERMS AND CONDITIONS FOR
PAY POINT E

This is a summary of the principal terms and conditions for Diplomatic staff at the
Commonwealth Secretariat. These terms and conditions are non-negotiable. The full terms and
conditions are set out in the Commonwealth Secretariat Staff Rules and Regulations which form
part of the contract of all staff members.

A. GENERAL

Contract Term Appointments are on limited term contracts of usually three years.
Contracts may be renewed by mutual agreement subject to fully
satisfactory performance and the organisation’s requirements at
that time. The Secretary-General will retain the flexibility to
approve or decline extensions as circumstances warrant.

Medical Appointments are subject to passing a medical examination.

Clearance Appointments are subject to government clearance to the extent
that person's own government raises no objection to their suitability
for employment.

Probation All appointments are subject to a six-month probationary period.
This may be extended at the Secretary-General’s discretion for up
to another six months.

Period of Notice During probationary service, the appointment may be terminated by
the Secretariat giving five weeks’ notice. Thereafter employment
may be terminated by the Secretariat giving six months, or by the
staff member giving three months, written notice.

Annual Leave Subject to the terms of the letter of appointment, each full-time
staff member shall accrue annual leave at the rate of 30 working
days per year. Leave without pay will not qualify for the earning of
annual leave entitlements.

Pension/Gratuity Staff are eligible to join the Secretariat’s Gratuity or the Group
Stakeholder Pension Plan (GSPP)

The Secretariat’s Group Stakeholder Pension Plan (GSPP) is a
combination of a group personal pension and a stakeholder scheme.
Pension benefits reflect the level of personal contributions and the
value of the investments in the personal plan on retirement. The
Secretariat contributes 15 per cent of gross salary; personal
contributions are subject to limits based on a percentage of
earnings depending on age.

Alternatively, staff who do not wish to join the GSPP, may opt to

join the gratuity scheme, whereby each month the Secretariat will
pay the equivalent of 15 per cent of gross salary into an interest
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