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বনদ াগ ববজ্ঞবি 

 

বিশ্বব্যাংকের আবথ িে সহযয়তযয় ও দুক্ িযগ ব্িস্থযপনয ব্যুকরয ের্তিে িযস্তিযয়নযধীন Emergency 2007 Cyclone Recovery 

and Restoration Project (ECRRP) প্রেকের েকপযকনন্ট D1 এর আওতযয় প্রেে বিষকয় অথ ি মন্ত্রণযলকয়র স্মযরে নাং 

অম/অবি/িযকেট-১১/বিবিধ-৫২/২০০৩/(অাংশ-২)/৩৫, তযবরখঃ ২৬-০১-২০১০   অনুসযকর সযকুল্য বিতকন বনম্নরূপ পদসমূকহ সরেযবর 

বনয়মযনু্যয়ী বনকম্নিবণ িত পকদর পযকশ্বি িবণ িত বশক্ষযগত ব্যগ্যতয ও অবিজ্ঞতয সপন্ন প্রকৃত িযাংলযকদশী নযগবরেকদর বনেট হকত দরখযস্ত 

আহ্বযন েরয ্যকে। প্রযথবমেিযকি চযকুরীর বময়যদ ১ িছর হকি এিাং সকতযষেনে চযকুরীর বিবিকত তয প্রেে চলযেযলীন সমকয়র েন্য 

(জুন ২০১৪ সযল প্ িত) নিযয়ন েরয হকত পযকর।  
  

 

পকদর নযম পদ 

সাংখ্যয 

বেড েযঃ বিঃ বেল-

২০০৯ এর 

আকলযকে মূল বিতন 

মযবসে 

সযকুল্য বিতন 

নূন্যতম বশক্ষযগত ব্যগ্যতয 

ডযটয এবি অপযকরটর ০২ ১২ ৫,৯০০/- ১০,৪৪০/- নুন্যতম এইচ.এস.বস। েবপউটযর 

প্রকেৌশল বডকলযময অেযবধেযর। 
েবপউটযর অপযকরটর (জুবনয়র 

বেআইএস এিাং আরএস 

এুযনযবলষ্ট) 

০১ ১২ ৫,৯০০/ ১০,৪৪০/- নুন্যতম স্নযতে (পবরকিশ বিজ্ঞযন, 

ভূকগযল, ইকলেবিেুযল ও ইকলিবনক্স 

ইবিবনয়যবরাং, ফবলত পদযথ ি, 

েবপউটযর বিজ্ঞযন, অথ িনীবত, নগর 

পবরেেনয অেযবধেযর। 
েবপউটযর অপযকরটর (জুবনয়র 

এমআইএস এুযনযবলষ্ট) 

০১ ১২ ৫,৯০০/ ১০,৪৪০/- 

বিবনাং লবেবষ্টেস এুযবসসট্যযন্ট ০১ ১৩ ৫,৫০০/ ৯,৮০০/- নুন্যতম স্নযতে। 
 

শতিযিলীঃ 

০১। আেহী প্রযথীকদর সযদয েযগকে মহযপবরচযলে, দুক্ িযগ ব্িস্থযপনয ব্যুকরয, দুক্ িযগ ব্িস্থযপনয ও ্যণ িিন (৫ম তলয), ৯২-৯৩, 

মহযখযলী, ঢযেয এর িরযির দরখযস্ত েরকত হকি। চযকুরীর বিস্তযবরত শতিযিবল (বশক্ষযগত ব্যগ্যতয ও অবিজ্ঞতযর বিষকয়) ও 

বনকদ িশনযসমূহ দুক্ িযগ ব্িস্থযপনয ব্যুকরযর ওকয়ি সযইট www.dmb.gov.bd এ বদখয ্যকি। এছযড়যও বিস্তযবরত তকের েন্য 

দুক্ িযগ ব্িস্থযপনয ব্যুকরযর সাংবিষ্ট শযখযয় ব্যগযক্যগ েরযর েন্য অনুকরযধ েরয হকলয। 

০২। প্রযথীর িয়স ১৮ হকত ৩০ িছর হকত হকি। িয়কসর বক্ষক্ বেযন প্রেযর এবিকডবফট েহণক্যগ্য হকি নয। 

০৩। দরখযকস্ত আকিদনেযরী পূণ ি েীিনবৃিযতসহ আনুষবগিকে বিষয় ্থযঃ ১) প্রযথীর নযম, ২) বপতয/স্বযমীর র নযম, ৩) মযতযর নযম, 

৪) স্থযয়ী ঠিেযনয, ৫) িতিমযন ঠিেযনয, ৬) েন্ম তযবরখ, ৭) িয়স, ৮) ধম ি, ৯) েযতীয়তয, ১০) বশক্ষযগত ব্যগ্যতয, ১১) অবিজ্ঞতয 

(্বদ থযকে), ১২) বমযিযইল/কফযন নম্বর (্বদ থযকে) উকেখ েরকত হকি। 

০৪। দরখযকস্তর সযকথ ে) বশক্ষযগত ব্যগ্যতয ও অবিজ্ঞতযর সেল সনদপক্র সতুযবয়ত ছযয়যবলবপ, ে) ১ম বেণীর বগকেকটড 

অবফসযকরর বনেট হকত প্রযপ্ত চযবরব্ে সনদপ্, গ) স্থযনীয় ইউবনয়ন পবরষদ বচয়যরম্যযন/ বপৌরসিযর বমম্বযর/ওয়যড ি 

েযউবিলকরর বনেট হকত প্রযপ্ত নযগবরেত্ব সনদপ্/েযতীয় পবরচয় পক্র সতুযবয়ত ছযয়যবলবপ, ঘ) মুবিক্যদ্ধয সতযকনর বক্ষক্ 

সাংবিষ্ট মুবিক্যদ্ধযর সনদপক্র ছযয়যবলবপ, ঙ) সদ্যকতযলয পযসকপযট ি সযইকের ০৩ (বতন) েবপ রবগিকন ছবি (সতুযবয়তসহ)।  

০৫। খযকমর উপর প্রযথীত পকদর নযম স্পষ্ট অক্ষকর উকেখ েরকত হকি। 

০৬। দরখযস্ত আগযমী ২২ বডকসম্বর ২০১১ তযবরকখর মকে অবফস চলযেযলীন সমকয় বপৌছযকত হকি। উি তযবরকখর পর সরযসবর 

বোংিয ডযেক্যকগ বপ্রবরত দরখযস্ত েহণক্যগ্য হকি নয। 

০৭। প্রযপ্ত আকিদনপ্ ্যচযই িযছযইকয়র পর উপযুি প্রযথীকদর বলবখত ও বমৌবখে পরীক্ষযয় অাংশেহণ েরকত বদয়য হকি। 

অসম্পূণ ি/ত্রুটিপূণ ি দরখযস্ত িযবতল িকল গণ্য হকি। 

০৮। ব্ বেযন ধরকণর তদবির িয সুপযবরশ প্রযথীর অক্যগ্যতয প্রমযণ েকর। 

০৯। ের্তিপক্ষ ব্ বেযন প্ িযয় আাংবশে িয সম্পূণ ি বনকয়যগ প্রবিয়য িযবতল েরযর অবধেযর সাংরক্ষণ েকর। 

১০। বমৌবখে ও বলবখত পরীক্ষযর েন্য বেযন প্রেযর টিএ/বডএ প্রদযন েরয হকি নয।   

   
   

  আহসযন েযবের 

  মহযপবরচযলে  

  ইকমইলঃ dmb@btcl.net.bd 

  বফযনঃ ৮৮৫৮৭৫৫  



 
 

Disaster Management Bureau 

Ministry of Food and Disaster Management 
 

Terms of Reference 

Data Entry operator  

Background 

Component D1 of the World Bank-financed Emergency Cyclone Recovery and Restoration 

Project (ECRRP), under implementation by the DMB, is a long-term program on strengthening 

disaster risk mitigation (DRM) in Bangladesh.  This project is to contribute towards ‘building 

long-term preparedness through strengthened disaster risk management’, through the 

strengthening and enhancement of the long-term disaster risk mitigation and reduction ability 

of the DMB. Among other things, this will entail the creation of two dedicated cells in the DMB 

for: (a) multi hazard mapping and vulnerability, and; (b) disaster damage and needs assessment.  

These measures include the preparation and assisting in creating different types of reports, 

using GIS and RS applications, project planning software for scheduling as well creating 

necessary presentations for in office suites. For these initiatives follow in ECRRP project, DMB is 

seeking qualified Data Entry Operator to provide support to the project. 

 

The Data Entry Operator will work under the overall guidance of Officer in Charge of concern cell in 

close coordination with the project team. S/he will be responsible for providing support in terms 

of software installation, configuration and maintenance. The Computer Operator will also respond to 

any field office inquires including any data entry requests. 

Duties and Responsibilities 

Summary of Key Functions: 

 Provide limited support for software install/configuration and maintenance and respond where 

necessary to field office inquires and data entry requests. 

 Provide support for routine data and system uploads, downloads, and data backup routines.  

 Provide support for all the data entry and operator requirements for all systems including the 

data entry of central, zilla, upazilla data as well as for DMIC. 

 Installation and support to software and hardware at central and field office. 

 Routine data transfer , backup and other IT requirements of field and central offices 

Under the direct supervision of the Cell, the Operator will be responsible for: 

 Maintain of Bangla and English data entry as well as use of open source office suits. 

 Respond to support requests from field offices and other for all correction and additional data 

entry requirements. 

 Work closely with other project technical staff to establish ongoing capacity and methods for 

the continued maintenance and support of all systems. 
 

Competencies 

Behavioral Competencies 



 Good interpersonal skills; 

 Demonstrable results-oriented approach to work; 

 Exhibit strong teamwork skills in a complex environment 

 Demonstrated capacity to work in a multicultural environment including the training and 

development of  national colleagues 

 

Required Skills and Experience 

Education: 

 Minimum HSC or equivalent; 

 Diploma in Computer Engineering will be preferred. 

 
 

Experience: 

 Experience in typing in high speed (45 words per minute). 

 Experience in typing in Bangla at high speed, preferably Unicode Bangla 

 Knowledge of MS Office suit.  

 Knowledge of Open Source office. 

 Knowledge of basic PC workstation configuration and maintenance. 

 Experience providing basic computer training and coaching. 



Disaster Management Bureau 

Ministry of Food and Disaster Management 

Terms of Reference 

Computer operator (Junior GIS and RS Analyst) 

Background 

Component D1 of the World Bank-financed Emergency Cyclone Recovery and Restoration 

Project (ECRRP), under implementation by the DMB, is a long-term program on strengthening 

disaster risk mitigation (DRM) in Bangladesh.  This project is to contribute towards ‘building 

long-term preparedness through strengthened disaster risk management’, through the 

strengthening and enhancement of the long-term disaster risk mitigation and reduction ability 

of the DMB. Among other things, this will entail the creation of two dedicated cells in the DMB 

for: (a) multi hazard mapping and vulnerability, and; (b) disaster damage and needs assessment.  

These measures include the preparation and assisting in creating different types of reports, 

using GIS and RS applications, project planning software for scheduling as well creating 

necessary presentations for in office suites. For these initiatives follow in ECRRP project, DMB is 

seeking qualified Computer Operator (Junior GIS Analyst) to provide support to the project. 

 

The Computer Operator will work under the overall guidance of the Officer in Charge of the concern 

MRVM Cell in close coordination with the project team. S/he will be responsible for providing IT and GIS 

support in terms of software installation, configuration, maintenance as well as assisting in GIS analysis. 

The Computer Operator (GIS and RS Analyst) will also respond to any inquires including assisting in 

reporting, GIS analysis, technical computer operations etc. 
 

Duties and Responsibilities 

Summary of Key Functions: 

 Provide limited support for GIS based software installation, configuration and maintenance as 

well as performing and assisting in the GIS analysis required by the ECRRP project   

 Provide support for routine data and system uploads, downloads, and data backup routines 

regarding GIS related activities such as presentations, report writing, map preparation and 

interpretation of acquired data.  

 Training of field office staff for GIS related computer operations and maintenance, data entry as 

well as use of MS or open source office suits. 

 Respond to support requests from field offices and other intranet users for all correction and 

additional data entry requirements. 

 Work closely with DMB and other project technical staff to establish ongoing capacity and 

methods for the continued maintenance and support of all systems. 

 Work closely with the concern specialist to assist in the overall activities of the MRVA cell 

 Use statistical, geographical information system, remote sensing, physical planning etc concepts, 

tools or mechanisms to assist the project officials to promote DRR initiatives. 

 Performing significant analysis on the data, maps, interpretations etc from both internal and 

external sources (international GIS firm) with the help and direction of the GIS specialist. 

 Assisting in scheduling the project activities with help of project management software or 

related support. 



 Additional IT and consultant support to ECRRP project activities as the situation demands.  
 

Competencies 

Behavioral Competencies 

 Good interpersonal skills; 

 Demonstrable results-oriented approach to work; 

 Exhibit strong teamwork skills in a complex environment 

 Ability to promote learning environment, human rights and gender friendly work environment; 

 Demonstrated capacity to work in a multicultural environment including the training and 

development of national colleagues 

 Capacity to think out of the box for solving critical problems will be appreciated. 

 

Required Skills and Experience 

Education: 

 Minimum Bachelors degree completed for a reputed university preferably in environmental 

science, geography, EEE, Applied Physics, Computer Science, economics, urban and 

rural/regional planning. 

 Advance knowledge in disaster management, development studies or water resource 

development is desirable. 

 Knowledge in computer networking (CCNA, CNAP etc) will be preferred.  

 Advance professional trainings on disaster management or GIS will add advantage. 

 Knowledge on mainstreaming DRR with other sectors of development.   
 

Experience: 

 Strong knowledge in GIS applications(ArcGIS 9.x, ENVI, ILWIS, MapInfo 9, 10 etc) and RS 

applications ( Erdas Imagine 8.x, 9.x, LPS etc),  

 Previous experience in project management and implementation. 

 Very strong command over different software needed for report writing including MS Office suit 

or Open Source office. 

 Knowledge of basic and advance PC workstation configuration, maintenance, networking as well 

as trouble shooting. 

 Experience reporting, training material development as well as providing basic computer 

training and coaching. 

 Experience in other nationwide GIS projects under different government ministries or 

organizations will be preferred. 

 Publications or participation on international conferences relating GIS or DRR will be added 

value to the position.  

 

Required Skills 

 Excellent understanding of disaster risk reduction concepts, policies and principles. 

 Sufficient capacity to use GIS and RS based concept, methods, tools etc to assist the project 

activities.  

 Should be capable of using MS project, MS Visio or other project management software to assist 

in the projects. 



 Strong understanding on database management system relating geo database , MS Access etc 

 Capabilities to use statistical package software like SPSS are highly desirable. 

 Good presentations and slide preparation capability through ms power point or adobe flash to 

assist other project officials and to promote project activities.  

 Working knowledge of state-of-the-art post-disaster damage and needs assessment 

methodologies and multi-hazard risk assessment processes and procedures  

 Ability to apply theoretical knowledge into the design of complex, multi-disciplinary capacity 

development programs on Integrated disaster risk management  

 Ability to develop partnerships with a range of stakeholders in the field of disaster risk 

management including the government, other agencies and civil society  

 Knowledge and understanding of integrated approaches to development, project planning 

activities with a focus on capacity development  

 Excellent analytical and report writing skills as well as Monitoring & Evaluation skills 

 Fully proficient computer skills and use of relevant software and other applications, e.g. internal 

databases, the internet and others. 

 Utilization and extraction of various information from satellite and aerial photo imageries as 

well as terrain/elevation data 

 Develop dataset for the hazard, vulnerability, and risk assessment / climate change impact 

assessment 

 Perform advanced spatial analysis in GIS environment 

 Preparation and production of the final results (maps, statistics, graphs, presentation) of the 

project 
 



Disaster Management Bureau 

Ministry of Food and Disaster Management 

Terms of Reference 

Computer operator (Junior MIS Analyst) 

Background 

Component D1 of the World Bank-financed Emergency Cyclone Recovery and Restoration 

Project (ECRRP), under implementation by the DMB, is a long-term program on strengthening 

disaster risk mitigation (DRM) in Bangladesh.  This project is to contribute towards ‘building 

long-term preparedness through strengthened disaster risk management’, through the 

strengthening and enhancement of the long-term disaster risk mitigation and reduction ability 

of the DMB. Among other things, this will entail the creation of two dedicated cells in the DMB 

for: (a) multi hazard mapping and vulnerability, and; (b) disaster damage and needs assessment.  

These measures include the preparation and assisting in creating different types of reports, 

using GIS and RS applications, project planning software for scheduling as well creating 

necessary presentations for in office suites. For these initiatives follow in ECRRP project, DMB is 

seeking qualified Computer Operator (Junior MIS Analyst) to provide support to the project. 
 

The Computer Operator will work under the overall guidance of the Officer in Charge of the concern 

DNA Cell in close coordination with the project team. S/he will be responsible for providing IT and MIS 

support in terms of software installation, configuration, maintenance as well as assisting in MIS analysis. 

The Computer Operator (Junior MIS Analyst) will also respond to any inquires including assisting in 

reporting, MIS analysis, technical computer operations etc. 

 
Duties and Responsibilities 
Summary of Key Functions: 

 Analysis on identification of opportunities for integration of disaster risk reduction in 
programme/project implementation; 

 Improving and enhancing pre-disaster data preparedness of various related government 
departments – including preparing inventories of baseline assets, infrastructures, stocks, 
revenues and other data required for systematic and wholesome damage, loss and needs 
assessments 

 Assist in identification of sectoral needs for capacity development on integration of disaster risk 
assessment and disaster risk reduction;   

 Assist to develop technical guidelines on integration of risk reduction measures in the 
construction of new infrastructure and for strengthening of existing critical infrastructure of 
respective ministries;  

 Help to organize training for the ministries in collaboration with team members; 

 Implement the work plan for integration disaster risk reduction into the selected ministries; 

 Assist to prepare periodical reports on the progress in integration of disaster risk reduction into 
various ministries/sectors;  

 Collect and analysis of data on damage and losses, 

 Any other activities assigned by DNA Cell; 
 Ensures implementation of MIS strategies and introduction and implementation of new 

technologies for the adoption and implementation of the new MIS system, focusing on 

achievement of the ECRRP project 

 Full compliance with the management of the entire MIS program process  



 Networks administration and responsibility for effective functioning of unit hardware and 
software packages  

 Ensures development of information and documentation management system focusing on the 
administration, maintenance and refining/proceeding to necessary adjustments in order to 
ensure the preparation of a variety of specialized program required reports 

 Provision of training and support to MIS users as well as facilitation of knowledge building and 
sharing 

 Uses data to assist in establishing and preparing lists, information booklets, master lists/logs, on-
line documents, website pages, and other necessary and related materials; 

 Provide support for all the data entry and operator requirements for all systems  
 Installation and support to software and hardware at central and field office. 
 Routine data transfer , backup and other IT requirements of field and central offices 

 

Competencies 
Behavioral Competencies 

 Good interpersonal skills; 
 Demonstrable results-oriented approach to work; 
 Exhibit strong teamwork skills in a complex environment 
 Ability to promote learning environment, human rights and gender friendly work 

environment; 
 Demonstrated capacity to work in a multicultural environment including the training 

and development of national colleagues 
 Capacity to think out of the box for solving critical problems will be appreciated. 

 
Required Skills and Experience 
Education: 

 Minimum Bachelors degree preferably in environmental science, EEE, Applied Physics, 
Computer Science, economics, urban and rural/regional planning. 

 Advance knowledge in disaster management is desirable. 

 Knowledge in computer networking (A+, CCNA, CNAP etc) will be preferred.  

 Also Diploma in Computer Engineering will be preferred. 

 Advance professional MS Certified System Administrator Certificate will add advantage. 
 

Experience: 
 Experience on Disaster risk Management or DRR activities. 
 Strong command over different software needed for report writing including MS Office 

suit or Open Source office. 
 Knowledge of basic and advance PC workstation configuration, maintenance as well as 

trouble shooting. 
 Experience providing basic computer training and coaching. 
 Experience in other nationwide Networking projects under different government 

ministries or organizations will be preferred. 

 
Required Skills 

 Excellent understanding of disaster risk reduction concepts, policies and principles.  

 Excellent Reporting, Monitoring and Evaluation skills 

 Fully proficient computer skills and use of relevant software and other applications, e.g. word 

processing, spreadsheets, the internet and others. 



Disaster Management Bureau 

Ministry of Food and Disaster Management 
 

Terms of Reference 

Training Logistics Assistant 

 

Background 

Component D1 of the World Bank-financed Emergency Cyclone Recovery and Restoration 

Project (ECRRP), under implementation by the DMB, is a long-term program on strengthening 

disaster risk mitigation (DRM) in Bangladesh.  This project is to contribute towards ‘building 

long-term preparedness through strengthened disaster risk management’, through the 

strengthening and enhancement of the long-term disaster risk mitigation and reduction ability 

of the DMB. Among other things, this will entail the creation of two dedicated cells in the DMB 

for: (a) multi hazard mapping and vulnerability, and; (b) disaster damage and needs assessment.  

These measures include the preparation and assisting in creating different types of reports, 

using GIS and RS applications, project planning software for scheduling as well creating 

necessary presentations for in office suites. For these initiatives follow in ECRRP project, DMB is 

seeking qualified Training Logistics Assistant to provide support to the project. 

The Training Logistics Assistant will work under the overall guidance of the concern SD in close 

coordination with the project team. S/he will be responsible for providing training support in terms 

of AV equipment installation, maintenance of equipment as well as assisting in logistic supply. S/he will 

also respond to any inquires including assisting in training and logistics operations. 
 

Duties and Responsibilities 

Summary of Key Functions: 

 Plan, prioritize, support, maintenance of training related logistic activities 

 Assist of all type of contract management (vehicles, premises & guest house, 

telecommunication, insurance, training equipment etc). 

 Ensure efficient, effective, responsive, transparent and accountable provision of administrative 

services to support the project team in the implementation of training activities; 

 Arrange office space and necessary equipment for all training in Dhaka and field and ensure that 

all furniture and equipment are in proper order; 

 Design and conduct logistics and supply needs assessment, inventory and prepare reports based 

on that; 

 Ensure timely supply of fuel, stationary, minor IT equipment and printing in accordance with 

project rules and regulations; 

 Work closely with relevant project staff to ensure timely inventory of newly acquired equipment 

and assets. 

 Review and update transportation needs of the project and arrange vehicles including rental 

vehicles accordingly; 

 Ensure proper conduct of drivers by arranging briefing session for the drivers on safe driving, 

proper maintenance of vehicles and security precautions. 

 Facilitate organizing events such as conferences, workshops, seminars, trainings and meetings.  

 Provide travel arrangements for concern project officials. 



Competencies 

Behavioral Competencies 

 Good interpersonal skills; 

 Demonstrable results-oriented approach to work; 

 Exhibit strong teamwork skills in a complex environment 

 Ability to promote learning environment, human rights and gender friendly work environment; 

 Demonstrated capacity to work in a multicultural environment including the training and 

development of  national colleagues 

 Capacity to think out of the box for solving critical problems will be appreciated. 

Functional competencies: 

 Strong organizational and reporting skills. 

 Willingness to share knowledge and experience; 

Required Skills and Experience 

Education: 

 Bachelor’s Degree from any recognized university.  

 Specialized training in administration and logistics will considered as an asset; 

Experience: 

 Minimum 3-5 years of relevant experience in training logistics while sound administrative 

background will be an asset, 

 Strong command over different software needed for report writing including MS Office. 

Required Skills 

 Qualifications or demonstrated experience and competence in logistics, and security 

 Excellent analytical, oral and written communication skills 

 Ability to manage multiple priorities and projects while working as part of a team 

 Ability to prioritize multiple tasks and meet deadlines 

 Dynamic, independent, self motivated, Well organised, 

 The work environment in the field site office involves everyday risks and discomforts requiring 

safety precautions. 

 Excellent understanding of disaster risk reduction concepts, policies and principles.  

 Should be capable of using MS office and other project management software to assist in the 

projects. 

 Good presentations preparation capability to assist other project officials. 

 Experience in handling of AV equipment  
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