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Day 1: 6 October 2016. HR by: Thitima Viyaratanakul, IFRC HR 

Manager 

Recruitment and Employment process (90 minutes) 

 Job Advertisement  

 Selection process  

 Employment  

Coffee Break (15 minutes) 

IFRC Policies and Guidelines (90 minutes) 

 The Seven Fundamental principles 

 Code of Conduct 

 Child Protection policy 

 Fraud and Corruption Prevention and Control Policy 

 Travel Expenses 

 





IFRC JD Components: 

Health Officer 

JA_Recruitment/Sample_JDHealth_Officer_27May2016.doc


Job Advertisement:  

 

 



Job Advertisement:  

 

 



Job Advertisement:  

 

 



Selection Process: 

 

 Shortlist 

 Interview/ Questions according to compentencies 

 Test: Written, personality/attitude test, sample of written 

experience 

 Reference check 

 Offer: Additional documents – Criminal record 

 

***Written summary why select the successful candidate*** 



Employment: 

 

Contract? 

Local Labour Law? 

 



                  

 

 

 

                  The 7 Fundamental Principles 

 



Code of Conduct: 

 All time during the contract with IFRC 

 Apply to all, including staff of partner organisations 

acting in close cooperation with the Federation 

Section 17-20:  

 



Code of Conduct: 

 All time during the contract with IFRC 

 Apply to all, including staff of partner organisations 

acting in close cooperation with the Federation 

Section 17-20:  

 



Child Protection Policy: 

 All time during the contract with IFRC 

 Apply to all, including staff of partner organisations 

Section 3.1 -3.5:  

 3.1 Protection of the rights of the child 

 3.2 Zero tolerance of violence against 

Children and child exploitation and abuse 

 3.3 Sharing responsibility for child protection 

 3.4 Risk management approach 

 3.5 Procedural fairness 

 



Child Protection Policy: 

 



Fraud and Corruption prevention and control policy: 

 Maintain appropriate minimum standards of conduct and 

control mechanism to minimise the risk of conflicts of interest, 

fraudulent or corrupt conduct or other misuse of funds 

 Not to offer or accept, either directly or indirectly, as an 

inducement or reward in relation to the execution of the 

Agreement, any kind of offer, gift, payment or benefit, which 

would or could be construed as an illegal or corrupt practice 

 The Project Partner shall immediately inform the IFRC project 

manager of any substantiated allegations of fraud, corruption 

or conflicts of interest, or of situations likely to lead to a 

conflict of interest, and any actions or measure taken 

 The project partner shall ensure confidentially in relation to 

the communication of his information and shall not disclose 

the information to other external parties without the prior 

written consent of IFRC 

 



 

 

 

 

 

Travel Related Expenses Procedure 
 



Travel Related Expenses Procedure 
Staff role: 

 Mission request – ticket, working advance, approval 

from line manager/budget holder (linked with 

compensation leave?-attach agenda) 

 Keep all receipt, boarding pass or any required 

documents during the mission 

 Clear all mission expenses 

 Mission report 



Travel Related Expenses Procedure 
Support team role: 

 Check the information on the request paper, complete 

all approval  

 Book the accommodation, ticket. Prepare the working 

advance as request. Check the security information 

 Check all document of expense clearance. Accuracy? 

 Clear all payment to staff (per diem)/ supplier (ticket 

expenses) 



Travel Related Expenses Procedure 
Manager role: 

 Discuss with staff about the travel plan 

 Approve the mission request 

 Follow up during the mission if staff need any support 

 Follow up the mission report. Inform the senior 

management 



FOR FURTHER INFORMATION PLEASE 

CONTACT: 

 

IFRC Thailand Focal Point 

Elena Nyanenkova, Senior Migration Officer 

email: elena.nyanenkova@ifrc.org 

Tel. +66 (0) 2 661 8201 
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