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Support Staff KeLLeR
R0c?/0e3-0% FHfr wfafer 2 (W)
Helen Keller International, an International non-profit organization (INGO) P A
works to improve the sight and lives of the vulnerable by combating the R0¢?/0CR-0¥ - 2 (@)
causes and consequences of blindness, poor health, and malnutrition R0c%/0LR-0Y EFEQETW R SHET
through p_ublig health a;_)proaches, building the capacity of organi_zations, R0¢2/063-0% T S 7 (@)
and contributing to policy changes through systems strengthening and
operations research. Applications are invited from interested, committed, RocR/0cR-08 FrIfer gt 2o ST

dynamic team players and experienced Nepali nationals for the following
position:

Summary of Job Purpose: The support staff will
be responsible for opening the office, cleaning all
areas regularly, and keeping office appliances tidy.
Hospitality tasks involve serving teal/coffee and
ensuring water is available. Duties also include
collecting and delivering mail, assisting with
financial deliveries, supporting workshops and
meetings, packing and labeling materials, operating
photocopiers, and washing office linens. Additional
tasks are assigned by the line manager.

Support Staff- 1 no
based in Madhesh
Province
Educational qualifications and experience: The
candidate should have atleasta high school education
(SLC) and 1-2 years of administrative experience.
Strong communication skills, multitasking ability, and
flexibility in a fast-paced environment are essential.
S/he should be resourceful, organized, energetic,

and able to work with diverse personalities.
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To Apply: Qualified candidates should drop their CV with a cover letter
at Kataiya Chauri, Pragatinagar-12, West sides of Bhutahi Pokhari at
Helen Keller International Office, Madesh Province between 9:00 AM to 5:00
PM. We strongly encourage qualified female candidates to apply by January
6, 2025.

In the spirit of our founder and namesake, Helen Keller is dedicated to
building an inclusive workforce where diversity is fully valued.

All qualified applicants will receive consideration for employment without
regard to race, color, religion, gender, caste, age, disability, or any other
status that has no bearing on the ability of an individual to perform the
functions of the job.
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