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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

Kosovo Center for Public Safety, Education and Development, in Vushtrri according to the foreseen criteria’s for employment of civil servants in the Regulation 2001/36, and the Administrative Directive 2003/1, due to not balanced application of candidates, according to ethnic and gender representation, published this: 
    VACANCY      RE-ANNOUNCEMENT

Title of the working place: Head of Administration and Logistics Department 

Department: DA

Supervision: KCPSED Executive Director

Contracts duration: According to the Law over the Civilian Service

Monthly salary: 326.00 €

Place: Vushtrri

No. Ref. 01/09
Job description: 

· Working place will be at the Kosovo Center for Public Safety, Education and Development in Vushtrri. The Head of the Administration will manage the Center’s Administration and Budget:
Competency for supervision of responsibility for 6 sections, within the Department of statutory budget administration.

· Chief of section for general services, chief of finance section, chief of the personnel section, chief of  IT informative technology section, chief of section for security, chief of section for medicine. 

Main duties: 

· Determines and applies the Standard procedures of Public Administration of Kosovo related with finance, personnel, procurement. 

· Grants funds in agreement with the approved budget of KCPSED, monitors the implementation of budget, identifies the discrepancies and proposes solution.

· Ensures observance of financial politics and procedures. 

· Prepares the annual budget. 

· Supervises and evaluates the work within the Administration Department.   
Main deftness, knowledge’s, required abilities – please define the inherent or the desirable one:  

· Flexibility and ability to work under pressure and with extended timetable are essential;  
·   Professional experience in the field of economics/management, administration;  

·   Good communication and coordinative abilities in management and surveillance of the dependant personnel;

·   Ability and willingness to work with the persons of different cultural and religious belongings;

Educative and professional qualifications for the post – please specify the essentials or the desirable:  

· University Degree  

· Experience on Supervision and Managing  

Relevant experience in the field of administration
