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Republika e Kosovës
Republika Kosova-Republic of Kosovo

Qeveria –Vlada-Government 

Ministria e PUNËVE TË BRENDSHME

MinistarStvo  UNUTRAŠNJIH POSLOVA

MINISTRY OF INTERNAL AFFAIRS 

                     KOSOVO CENTER FOR PUBLIC SAFETY EDUCATION AND DEVELOPMENT
QENDRA E KOSOVËS PËR SIGURI PUBLIKE EDUKIM DHE ZHVILLIM

KOSOVSKI CENTAR ZA JAVNU BEZBEDNOST OBRAZOVANJE I RAZVOJ

Based   on the regulation 2001/36, Administrative Direction 2001/36, Administrative Direction 2003/2 and Administrative direction 2003/01, Kosovo Center for Public Safety Education and Development in Vushtrri is announcing:

VACANCY ANNOUNCMENT

Title of the position: Chief of Course Administration

  Department: Program Support 
  Reports to:  Director of   Department for Program Support 
  Contract duration: According to the Law on the Civilian Service.  
  Monthly payment: 286.00 €
  Coefficient: 8

  Place: Vushtrri

Duties and responsibilities 

· Managing time tables for Basic Courses for the police and training activities directed by the Government Services. 

· Assisting PK Human Resources in assigning new civilian recruits   at the Kosovo Police School and managing the procedure of the Students of the Basic Training.  

· Participating in active manner in the planning phase of the course form; coordinating course needs with all KP Police Divisions. 

· Managing and coordinating appointing the location for all training activities. 

· Maintain contacts with KP Training Divisions and KP Human Resources for coordination of courses and creating/reviewing of the procedures. 

· To be primary contacting point for all external agencies that are using KPCSED premises, including two firing ranges. 

· To be responsible for the communication of the relevant information as in the internal level as well external. 

· To be a focal point in delivering the knowledge of the KP Training Division and all relevant agencies. 

· Supervise preparation and maintaining the detailed course schedules. 

· Managing preparation and sending different statically report; supervise   performing comparative analyses of the student’s achievements.   

· Supervise functioning and maintaining multifunctional system of the data base and the archive of the student’s information’s.

· Supervise the tipping of all course certificates. 

· Organizes parades for the medals issuing and rewards of the promoted staff.  

· Manages preparation and adjourning the list of the duty Officers. 

· To be responsible for the daily administrative and operational managing of the Sector, this includes the table of Reception Services.  
Knowledge and required abilities please cite those essential and desirable:
· Flexibility and ability to work under pressure and within limited time period are necessary. 

· Higher organization skills.  

· Ability to work with the people of the different cultures and different religions, gender and different political view keeping the indifference and objectivity.

· Good communication skills, is very important. 

· Self initiation and attend the details is necessary. 

· Ability to work in Team environment. 

Obligatory

· Previous International working experience/or experience with mission in area.  

· Knowledge of the local language or language which is used mostly in the mission region. 

· Supervising and managing experience

· Negotiation experience/ intercession 

Professional and educative qualifications 

· University Diploma

· At least three (3) professional relevant experience 

Requests reports. – Requests form can be taken and deliver to the Kosovo Centre for Public Safety and Development respectively (former police school) at the personnel office address: Skender beu str. no Nr, 42000, Vushtrri. Dead line of the requests is 15 days after announcements in any official press in Kosova.   

The applications sent after the dead line will not be considered, whereas uncompleted applications will not be reviewed. 

Contacting tel. 028/570-008 loc 114 in case of any fogginess and advice. 

In case of the huge number of the received requests, only short listed candidates will be invited for interview. 

Kosovo Police is serving to all people of Kosova, and is greeting applications from males and females from all communities in Kosova. 
