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RDS and TLS job descriptions

This section includes job descriptions for survey staff needed for RDS and TLS surveys. These job descriptions contain requirements for the job and outline the roles and responsibilities of each. However, less tangible qualities such as sensitivity to the population and communication skills, are also vital to the success of the study, but harder to demonstrate competency. It is important to train staff on sensitivity to the key population.

Candidates should undergo practical evaluation of the capabilities that are necessary for performing their duties; for example, ability to use a computer and fluency in local languages. In cases where high quality candidates do not have some of the necessary abilities (for example computer proficiency) there may be an option to offer relevant short-term training courses. 

The possibility of working after regular business hours under difficult field conditions should be fully clarified in the job description, during the job interviews, training sessions before implementation, and in the work contracts to prevent differences of interpretation during the field work.

It is helpful to cross-train staff in the different positions so that team members can replace missing others when necessary. For example, counselors can be trained as interviewers. The receptionist can be trained as the coupon manager. Field supervisors should be trained in tasks relevant to all members of the field team, so that they are in a better position to lead the team. 

Degrees and certifications can vary from country to country. These documents should be updated with the correct, equivalent qualifications for your context. Where appropriate to local labor standards, conducting an interview and contacting references can be informative.

GSI provides technical assistance (TA) in implementing IBBS. Please visit our website and contact us for trainings and TA.
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Job descriptions for both RDS and TLS

Project coordinator

Publication date: 

[INSERT logo]

POSITION AVAILABLE

TITLE:
Project coordinator

REPORTS TO:
PI at MoH

LOCATION:


TERM OF JOB:
12 Months

JOB DESCRIPTION

[INSERT institution] will start the activity of biological and behavioral surveillance among [INSERT key population] in [INSERT location], in order to collect important information about the risk of HIV and sexually transmitted diseases. This will guide the prevention, care and treatment programs for these groups. This activity will be conducted using a probabilistic sampling technique such as Time Location Sampling or Respondent Driven Sampling. 

The candidate selected will work under the guidance of the PI at the MoH. He/she will be responsible for managing administrative and logistics of the survey, including the pre-implementation (formative assessment). During the survey he/she will be responsible for ensuring the timely supply of all the technical materials to collect behavioral data and biological samples, conducting of HIV testing, and the provision of pre- and post-test counseling, referrals to care and treatment, and monitoring dispatch of blood samples from the field to the central office. The coordinator will also be responsible for regularly visiting field teams to familiarize themselves with the conditions and logistics of the work. Sensitivity to issues related to HIV and ability to work with [INSERT key population] is required.

RESPONSIBILITIES

· Have a thorough understanding of the survey protocol and operations manual 

· Collaborate in the development of study tools and other related materials, including operations manuals, interview guides and survey questionnaire, and participant incentive and mapping activities

· Hire, train, and support field staff: field supervisor, community outreach workers, counselors, interviewers, and security

· Coordinate all training related to the survey in conjunction with other partners

· Oversee the logistics of survey site preparation

· Secure and manage physical space of survey sites in multiple locations [RDS only]

· Obtain necessary equipment and materials to conduct the study

· Monitor the development of sampling frames [TLS only]
· Involve the [INSERT key population] community to ensure successful implementation of the survey

· Conduct fortnightly or monthly visits to assess the logistics and technical progress of the work

· Assist in coordination of all aspects of collection and analysis of formative assessment survey data, including transcription of formative assessment data, sending daily formative assessment briefs and a final formative assessment report

· Supervise the field supervisors to ensure that the technical requirements of the study are met and to monitor participant recruitment and database management

· Ensure that survey staff at each site adhere to approved ethical procedures in survey protocol as these relate to informed consent, data collection, storage, security, and backup, and biological specimen collection, storage, shipping, and safety

· Oversee the quality of data collection, and manage data with secure backup

· Ensure timely delivery of materials needed for the implementation of the survey, including questionnaires, incentives, reference packages, forms, blood sample collection kits and HIV tests, etc.

· Ensure the sending of dried blood spot (DBS) samples as scheduled in the survey

· Participate in weekly meetings with the site supervisor, PI of MoH, and others to identify any concerns with the procedures and adverse situations

· Produce the quarterly report

· Coordinate communication between collaborating organizations

· Participate in data interpretation, report writing, and results dissemination

· Be open to new tasks throughout the project period and available to respond to unexpected logistical and other needs that may arise

QUALIFICATIONS AND REQUIREMENTS

· Minimum experience of 3 years (after graduation) in project management of large-scale research

· Undergraduate survey in social sciences preferred (anthropology, demography, geography, sociology, psychology or other) OR health professional with tertiary qualifications, such as nursing, clinical medicine or medical laboratory technology

· Previous experience in working with high risk populations

· Strong organizational skills and management

· Communication skills and good interpersonal skills

· Fluency in English and [INSERT local language]

· Ability to work independently with minimal supervision

· Ability to work in shifts (including nights and weekends), if necessary

· Availability for duration of the survey

We are seeking an individual to fill the position described. If you know of a qualified candidate or are interested in applying for this position, please send resume and cover letter to the attention of:

[INSERT CONTACT & EMAIL]

The successful candidate will be on a short term fixed contract and an attractive package commensurate with qualifications and experience is offered. The closing date is [INSERT date] and suitably qualified candidates are encouraged to apply. Kindly forward your electronic CV to [INSERT email address] before the closing date. All applications will be handled exclusively by [INSERT organization]. We will only correspond with the shortlisted candidates.

Field supervisor

Publication date: 

[INSERT logo]


POSITION AVAILABLE

TITLE:
Field supervisor

REPORTS TO:
Project coordinator

LOCATION:


TERM OF JOB:
6 months

JOB DESCRIPTION

[INSERT institution] will start the activity of biological and behavioral surveillance among [INSERT key population] in [INSERT location], in order to collect important information about the risk of HIV and sexually transmitted diseases. This will guide the prevention, care and treatment programs for these groups. This activity will be conducted using a probabilistic sampling technique such as Time Location Sampling or Respondent Driven Sampling.  

The candidate selected will work under the guidance of the project coordinator and will be responsible for managing the day-to-day activities of the field work, including recruitment, selection and enrollment of participants, data collection (interviews and biological samples); conducting HIV testing and the provision of pre and post test counseling, referrals for care and treatment of HIV and STIs and management of data and records of the survey. The supervisor shall be responsible for direct supervision of the activities of field staff, including the activities of focus groups and interviews with key informants, during formative assessment. The field supervisor will manage community sensitization activities and community perceptions during the data collection. Sensitivity to issues related to HIV and ability to work with [INSERT key population] is required.

RESPONSIBILITIES

· Have a thorough understanding of the survey protocol and operations manual

· Supervise the activities of the team and the day-to-day activities, as described in the operations manual

· Work in collaboration with community workers and data collection staff (community outreach worker, enumerator, interviewers, and counselors) to implement and monitor the recruitment of participants, leading the enumeration process and selection of potential survey participants [TLS only]
· Work in collaboration with community workers and data collection staff (community outreach worker, receptionist, coupon manager, interviewers, and counselors) to implement and monitor the survey [RDS only]

· Oversee the process of obtaining informed consent and ensure strict observance of the principles of ethics in the survey

· Monitor the quality of data collection, storage, and transport of biological samples according to the standard rules

· Ensure daily recording of laboratory results

· Manage test result recording for HIV and referrals for care and treatment and adequate social services

· Monitor the quality of data collected in interviews

· Ensure the quality of data, perform backups in the field, and transfer data securely to the central office

· Supervise the team at the survey site to ensure that the data are collected, recorded, and stored in accordance with the operating procedures of the protocol

· Assist in data entry and cleaning, and preparation for analysis

· Ensure the security of all equipment of survey (e.g., laptops, thumb drives, etc.)

· Ensure the provision on site of materials needed for the survey process including questionnaires, incentives, forms of survey, biological sampling kits

· Manage the incentives given to survey participants

· Conduct daily meetings with the survey team and the project coordinator to identify any problems that may arise in the survey procedures and troubleshoot

· Ensure proper reporting of adverse events, if any

· Ensure the preparation of field notes and provide updated information or weekly reports to the project coordinator

· Control the flow of survey participants

· Coordinate communication between the survey site, the project coordinator, and collaborating organizations and service providers

· Maintain privacy and confidentiality with respect to any information in the survey

· Other duties as assigned by the project coordinator and the survey investigators

QUALIFICATIONS AND REQUIREMENTS

· Minimum experience of 2 years (post graduation) in project management of large-scale research

· Undergraduate survey in social sciences (anthropology, demography, geography, sociology, psychology or other) preferably, OR health professional with tertiary qualifications, preferably in nursing, clinical medicine or medical laboratory technology

· HIV rapid test certification is a plus

· Previous experience in working with high-risk populations

· Strong organizational and management skills

· Communication skills and good interpersonal skills

· Fluency in English and [INSERT local language]
· Ability to work independently with minimal supervision

· Ability to work nights and weekends

· Availability for duration of the survey

We are seeking an individual to fill the position described. If you know of a qualified candidate or are interested in applying for this position, please send resume and cover letter to the attention of:

[INSERT CONTACT & EMAIL]

The successful candidate will be on a short term fixed contract and an attractive package commensurate with qualifications and experience is offered. The closing date is [INSERT date] and suitably qualified candidates are encouraged to apply. Kindly forward your electronic CV to [INSERT email address] before the closing date. All applications will be handled exclusively by [INSERT organization]. We will only correspond with the shortlisted candidates.

Formative assessment facilitator

Post date: 


[INSERT logo]

POSITION AVAILABLE

TITLE:
Formative assessment facilitator

REPORTING TO:
Project coordinator

LOCATION:
[INSERT city/country]

ASSIGNMENT LENGTH:
[INSERT time frame]

JOB DESCRIPTION

[INSERT organization] is planning to undertake an integrated bio-behavioral survey (IBBS) among [INSERT key populations and country] to provide important information about the risk of HIV and inform prevention, care, and treatment programs for these groups. The successful candidates will work under the direction of the project coordinator and will be responsible for conducting Key Informant Interviews and facilitating focus groups with [INSERT key population(s)] during the pre-survey formative phase. Duties include conducting qualitative, in-depth interviews, facilitation of focus groups, field note taking, translation, transcription, writing daily data summary reports, and quality control of interviews/focus groups translation and transcripts. Facilitators will also conduct mapping and observation exercises for size estimation purposes. Prior experience with qualitative field research, sensitivity to issues related to HIV/AIDS, and ability to work with stigmatized populations is required.

RESPONSIBILITIES

· Have a thorough understanding of the survey protocol, operations manual, and interview guides

· Work with community members to identify and recruit participants for key informant interviews and focus groups

· Obtain informed consent from interview individuals ensuring strict compliance with research ethics guidelines

· Interview individuals and groups to obtain and document relevant information based on a standardized field interview guide

· Ensure data quality and confidentiality.

· Conduct pre- and post-interview field trips to verify neighborhoods, landmarks, or other venues of interest to the target population

· Produce detailed field notes and daily summaries of interviews, discussions, and other fieldwork activities

· Conduct community mapping and observation for size estimation

· Travel to field sites

· Other duties as assigned by study investigators and site supervisor

QUALIFICATIONS AND REQUIREMENTS

· Minimum education level of a post-secondary certificate or diploma in a related field

· Previous experience in field research; prior experience with qualitative field research methodologies preferred

· Previous experience in working with key populations

· Ability to work independently with minimal supervision

· Ability to work an alternative schedule (including evenings and weekends) as required

· Strong organizational skills

· Good interpersonal, oral, and written communication skills

· Previous experience in interviewing clients about sensitive or stigmatized behaviors will be an added advantage

· Proficient speaking, reading, and writing skills in English and [INSERT local language]

· Demonstrated ability to effectively coordinate activities and meet deadlines

· Analytical and report writing skills

· Availability for duration of the survey

We are seeking an individual to fill the position described. If you know of a qualified candidate or are interested in applying for this position, please send resume and cover letter to the attention of:

[INSERT CONTACT & EMAIL]
The successful candidate will be on a short term fixed contract and an attractive package commensurate with qualifications and experience is offered. The closing date is [INSERT date] and suitably qualified candidates are encouraged to apply. Kindly forward your electronic CV to [INSERT email address] before the closing date. All applications will be handled exclusively by [INSERT organization]. We will only correspond with the shortlisted candidates.

HIV counselor 
Publication date: 

[INSERT logo]



POSITION AVAILABLE
TITLE:
HIV counselor

REPORTS TO:
Field supervisor

LOCATION:


TERM OF JOB:
3-4 months

JOB DESCRIPTION

[INSERT institution] will start the activity of biological and behavioral surveillance among [INSERT key population] in [INSERT location], in order to collect important information about the risk of HIV and sexually transmitted diseases. This will guide the prevention, care and treatment programs for these groups. This activity will be conducted using a probabilistic sampling technique such as Time Location Sampling or Respondent Driven Sampling. 

The successful candidate will work under the direction of the field supervisor and will be responsible for HIV counselling and testing. The overall responsibility is to ensure the survey participants undergo pre- and post-test counseling in an atmosphere where confidentiality, privacy and mutual respect are fostered and participants appropriately linked to [INSERT key population] friendly STI/HIV/AIDS facilities for care and treatment if the need arises.

RESPONSIBILITIES

· Ensure the participants to be counseled have consented to taking the test

· Provide the pretest counseling as stipulated in the operations manual for counseling ensuring that participant is aware, informed, and adequately prepared to receive the test results

· Ensure participant is given post test counseling as stipulated in the operations manual for counseling ensuring condoms and lubricant are also distributed

· Refer/link participant whose test results are reactive /positive to the appropriate key population friendly care providers 

· Record daily proceedings in the counselors log book and any notable happenings in the counselors diary taking care to maintain participant confidentiality 

· Report any abnormal /unusual happenings 

· Ensure items /supplies to work with are in adequate quantities to constantly serve the participants 

· Maintain good quality counseling and testing records

QUALIFICATIONS AND REQUIREMENTS

· Secondary school degree, i.e. grade 12

· Current rapid test/counseling certification and training certificate by the [INSERT affiliate]

· Strong organizational skills

· Good interpersonal and communication skills

· Proficient speaking, reading, and writing skills in English and [INSERT local language]

· Ability to work an alternative schedule (including evenings and weekends) as requested

· Availability for duration of the survey

We are seeking an individual to fill the position described. If you know of a qualified candidate or are interested in applying for this position, please send resume and cover letter to the attention of:

[INSERT CONTACT & EMAIL]

The successful candidate will be on a short term fixed contract and an attractive package commensurate with qualifications and experience is offered. The closing date is [INSERT date] and suitably qualified candidates are encouraged to apply. Kindly forward your electronic CV to [INSERT email address] before the closing date. All applications will be handled exclusively by [INSERT organization]. We will only correspond with the shortlisted candidates.

Data manager

Post date: 


[INSERT logo]

POSITION AVAILABLE

TITLE:
Data manager

REPORTING TO:
Project coordinator

LOCATION:
[INSERT city/country]

ASSIGNMENT LENGTH:
[INSERT time frame]

JOB DESCRIPTION

[INSERT organization] is planning to undertake an integrated bio-behavioral survey (IBBS) among [INSERT key populations and country] to provide important information about the risk of HIV and inform prevention, care, and treatment programs for these groups. This activity will be conducted using respondent driven sampling (RDS) or time location sampling (TLS) methodology. The successful candidate will work under the direction of the project coordinator and will be responsible for all data management activities at the central office. Candidate must be highly detail-oriented with strong organizational skills, sensitivity to issues related to HIV/AIDS, and ability to work with stigmatized populations is required.

RESPONSIBILITIES

· Support the development and maintenance of data collection instruments (e.g., computer-assisted personal interviews) and databases

· Work closely with study site staff to ensure data are being collected, entered, and stored efficiently and effectively

· Manage all databases, including RDS coupon database [RDS only], survey-related database

· Oversee data transfers from all study sites and compile data within the warehouse at central office

· Manage daily data backup at central office and other data security procedures

· Conduct weekly data checks for completeness and consistency

· Provide RDS or TLS data monitoring reports to study investigators and project manager, at least weekly or upon request

· Assist with data entry, cleaning and preparations for analysis

· Maintain and troubleshoot the IT infrastructure – servers, computers, technical issues at remote study sites

· Other duties as assigned by study investigators

QUALIFICATIONS AND REQUIREMENTS

· Bachelor’s degree or diploma in biostatistics, computer science, health sciences or other related discipline, or equivalent qualification and experience

· Demonstrate strong proficiency with hardware and software systems used in research data management, including Microsoft Office (Excel, Access), SPSS, STATA or SAS. Knowledge of RDSAT software is advantageous.

· A minimum of 2 years of work experience in database design and/or management

· Strong trouble-shooting and organizational skills

· Good interpersonal and communication skills

· Availability for duration of the survey

We are seeking an individual to fill the position described. If you know of a qualified candidate or are interested in applying for this position, please send resume and cover letter to the attention of:

[INSERT CONTACT & EMAIL]
The successful candidate will be on a short term fixed contract and an attractive package commensurate with qualifications and experience is offered. The closing date is [INSERT date] and suitably qualified candidates are encouraged to apply. Kindly forward your electronic CV to [INSERT email address] before the closing date. All applications will be handled exclusively by [INSERT organization]. We will only correspond with the shortlisted candidates.

Data entry clerk

Post date: 


[INSERT logo]

POSITION AVAILABLE

TITLE:
Data entry clerk 
[only necessary for paper based surveys, though some data entry may be necessary of other study tools]
REPORTING TO:
Data manager

LOCATION:
[INSERT city/country]

ASSIGNMENT LENGTH:
[INSERT time frame]

JOB DESCRIPTION

[INSERT organization] is planning to undertake an integrated bio-behavioral survey (IBBS) among [INSERT key populations and country] to provide important information about the risk of HIV and inform prevention, care, and treatment programs for these groups. The successful candidate will work under the direction of the supervisor and will be responsible for data quality and input. The candidate should be familiar with the study database(s), skip and coding patters of the database, and the questionnaire. They should be able to identify and address problems with database structure and format. 

RESPONSIBILITIES

· Input data and flag inconsistencies or incomplete questionnaires for return to site coordinators and interviewers for correction

· Take time to ensure that the data are correct

· Ensure there are no suspicious responses and the questionnaires have been completed

· Double enter data

QUALIFICATIONS AND REQUIREMENTS

· Secondary school degree

· At least one year of work experience with computers and databases and with electronic data entry procedures

· Proficiency in Microsoft Office (Word, Excel, Access)

· Strong organizational skills

· Good interpersonal and communication skills

· Ability to work an alternative schedule (including evenings and weekends) as requested

· Availability for duration of the survey

We are seeking an individual to fill the position described. If you know of a qualified candidate or are interested in applying for this position, please send resume and cover letter to the attention of:

[INSERT CONTACT & EMAIL]
The successful candidate will be on a short term fixed contract and an attractive package commensurate with qualifications and experience is offered. The closing date is [INSERT date] and suitably qualified candidates are encouraged to apply. Kindly forward your electronic CV to [INSERT email address] before the closing date. All applications will be handled exclusively by [INSERT organization]. We will only correspond with the shortlisted candidates.

TLS specific job descriptions 

Community outreach worker
Publication date: 

[INSERT logo]

POSITION AVAILABLE
TITLE:
Community outreach worker

REPORTS TO:
Field supervisor

LOCATION:


TERM OF JOB:
6 months

JOB DESCRIPTION:

[INSERT institution] will start the activity of biological and behavioral surveillance among [INSERT key population] in [INSERT location], in order to collect important information about the risk of HIV and sexually transmitted diseases. This will guide the prevention, care and treatment programs for these groups. This activity will be conducted using a probabilistic sampling technique (Time Location Sampling - TLS). 

The survey will be done in [INSERT location]. Successful candidates will work under the guidance of the field supervisor, and will be responsible for encouraging broad community participation in the activities of the survey. Good knowledge about [INSERT key population]; sensitivity to issues related to HIV / AIDS; and ability to work with [INSERT key population] is required.

RESPONSIBILITIES

· Identify and maintain regular communication with survey partners

· Ensure that the objectives, goals and procedures of the investigation are well understood by the [INSERT key population] community

· Assist in mapping venues

· Inform and interview venue owners of establishments such as restaurants and clubs

· Advise the survey team in the design of materials for mobilization of [INSERT key population]

· Help the team in piloting and finalizing the survey questionnaire

· Regularly update the field supervisor on the progress of the survey

· Ensure the timely reporting of potential obstacles to successful participation and recruitment to the field supervisor

· Maintain privacy and confidentiality with all information of the survey

· Other duties as assigned by the investigators or the field supervisor

QUALIFICATIONS AND REQUIREMENTS

· Detailed knowledge of local [INSERT key population] community members, organizations, and issues

· Previous experience in working on HIV/AIDS [INSERT key population] or other high-risk populations will be an added advantage

· Ability to work an alternate schedule (evenings and weekends) as needed

· Good interpersonal and communication skills

· Proficient speaking, reading, and writing skills in English and [INSERT local language]

· Availability for duration of the survey

We are seeking an individual to fill the position described. If you know of a qualified candidate or are interested in applying for this position, please send resume and cover letter to the attention of:

[INSERT CONTACT & EMAIL]

The successful candidate will be on a short term fixed contract and an attractive package commensurate with qualifications and experience is offered. The closing date is [INSERT date] and suitably qualified candidates are encouraged to apply. Kindly forward your electronic CV to [INSERT email address] before the closing date. All applications will be handled exclusively by [INSERT organization]. We will only correspond with the shortlisted candidates.

Enumerator
Publication date: 

[INSERT logo]

POSITION AVAILABLE
TITLE:
Enumerator

REPORTS TO:
Field supervisor

LOCATION:


TERM OF JOB:
3-4 months

JOB DESCRIPTION:

[INSERT institution] will start the activity of biological and behavioral surveillance among [INSERT key population] in [INSERT location], in order to collect important information about the risk of HIV and sexually transmitted diseases. This will guide the prevention, care and treatment programs for these groups. This activity will be conducted using a probabilistic sampling technique (Time Location Sampling - TLS). 

The survey will be done in [INSERT location]. Successful candidates will work under the guidance of the field supervisor, and will be responsible for encouraging broad community participation in the activities of the survey. Good knowledge about [INSERT key population]; sensitivity to issues related to HIV / AIDS; and ability to work with [INSERT key population] is required.

RESPONSIBILITIES

· Ensure that the objectives, goals and procedures of the investigation are well understood by the [INSERT key population] community

· Assist in monthly mapping venues

· Assist community outreach worker in informing venue owners of establishments such as restaurants and clubs about the survey

· Advise the survey team in the design of materials for mobilization of [INSERT key population]

· Help the team in piloting and finalizing the survey questionnaire

· During data collection:

· Assist in identifying the intercept area

· County every possible eligible person crossing the intercept area

· Track appointments to prevent conflicts, if applicable

· Halt counting if problems arise

· Track the start and end time of data collection

· Regularly update the field supervisor on the progress of the survey

· Ensure the timely reporting of potential obstacles to successful participation and recruitment to the field supervisor

· Maintain privacy and confidentiality with all information of the survey

· Other duties as assigned by the investigators or the field supervisor

QUALIFICATIONS AND REQUIREMENTS

· Detailed knowledge of local [INSERT key population] community members, organizations, and issues

· Previous experience in working on HIV/AIDS [INSERT key population] or other high-risk populations will be an added advantage

· Ability to work an alternate schedule (evenings and weekends) as needed

· Good interpersonal and communication skills

· Proficient speaking, reading, and writing skills in English and [INSERT local language]

· Availability for duration of the survey

We are seeking an individual to fill the position described. If you know of a qualified candidate or are interested in applying for this position, please send resume and cover letter to the attention of:

[INSERT CONTACT & EMAIL]

The successful candidate will be on a short term fixed contract and an attractive package commensurate with qualifications and experience is offered. The closing date is [INSERT date] and suitably qualified candidates are encouraged to apply. Kindly forward your electronic CV to [INSERT email address] before the closing date. All applications will be handled exclusively by [INSERT organization]. We will only correspond with the shortlisted candidates.

Interviewer

Publication date: 

[INSERT logo]

POSITION AVAILABLE

TITLE:
Interviewer

REPORTS TO:
Field supervisor

LOCATION:


TERM OF JOB:
3-4 months

JOB DESCRIPTION

[INSERT institution] will start the activity of biological and behavioral surveillance among [INSERT key population] in [INSERT location], in order to collect important information about the risk of HIV and sexually transmitted diseases. This will guide the prevention, care and treatment programs for these groups. This activity will be conducted using a probabilistic sampling technique (Time Location Sampling - TLS). 

The successful candidate will work under the guidance of the field supervisor, and will be responsible for approaching, intercepting, obtaining informed consent from individuals interested in participating in the survey, administering the questionnaire to the participants using a laptop. Sensitivity to issues related to HIV / AIDS and ability to work with [INSERT key population] is required.

RESPONSIBILITIES

· Have a thorough understanding of the survey protocol and operations manual

· Intercept the potential participants in the survey according to the guidance of the field supervisor or enumerator/community outreach worker

· Obtain informed consent of the individuals to be interviewed and to ensure strict observance of the principles of research ethics

· Interview individuals to obtain relevant information using a standardized questionnaire on a laptop

· Maintain privacy and total confidentiality regarding all information of the survey

· Assist in collecting feedback/ suggestions of the participants, if necessary

· Other duties as assigned by the survey investigators and the field supervisor

QUALIFICATIONS AND REQUIREMENTS

· Minimum age 25 years

· Minimum academic qualification of grade 12 or equivalent

· Previous experience in working with high risk and stigmatized populations

· Ability to use a computer and Microsoft Office

· Ability to work independently with minimal supervision

· At least 2 years of prior experience in conducting quantitative interviews

· Experience in surveys with [INSERT key population] and on sensitive issues such as sexuality and HIV / AIDS is advantageous

· Great organizational capacity

· Good interpersonal, oral and written communication skills

· Fluency in English and [INSERT local language]

· Available for the duration of the survey

We are seeking an individual to fill the position described. If you know of a qualified candidate or are interested in applying for this position, please send resume and cover letter to the attention of:

[INSERT CONTACT & EMAIL]

The successful candidate will be on a short term fixed contract and an attractive package commensurate with qualifications and experience is offered. The closing date is [INSERT date] and suitably qualified candidates are encouraged to apply. Kindly forward your electronic CV to [INSERT email address] before the closing date. All applications will be handled exclusively by [INSERT organization]. We will only correspond with the shortlisted candidates.

RDS specific job descriptions

Community outreach worker
Publication date: 

[INSERT logo]

POSITION AVAILABLE
TITLE:
Community outreach worker

REPORTS TO:
Field supervisor

LOCATION:


TERM OF JOB:
6 months

JOB DESCRIPTION:

[INSERT institution] will start the activity of biological and behavioral surveillance among [INSERT key population] in [INSERT location], in order to collect important information about the risk of HIV and sexually transmitted diseases. This will guide the prevention, care and treatment programs for these groups. This activity will be conducted using a probabilistic sampling technique (Time Location Sampling - TLS). 

The survey will be done in [INSERT location]. Successful candidates will work under the guidance of the field supervisor, and will be responsible for encouraging broad community participation in the activities of the survey. Good knowledge about [INSERT key population]; sensitivity to issues related to HIV / AIDS; and ability to work with [INSERT key population] is required.

RESPONSIBILITIES

· Identify and maintain regular communication with local study population contacts

· Ensure study aims, goals, and procedures are well understood by local study population

· Assist field supervisor in the recruitment of community advisory board (CAB) members and regularly attend CAB meetings

· Assist field supervisor in the identification of formative assessment participants

· Assist field supervisor in the identification of seed participants and maintain regular communication with seeds about recruitment progress

· Advise on the design of study promotional materials, including study coupons

· Distribute unique objects in local population for purposes of population size estimation

· Assist field supervisor in the organization and planning of promotional events, including unique event for purposes of population size estimation

· Report regularly to field supervisor on study progress in each community; in particular, ensure timely reporting of potential obstacles to successful participation and recruitment to field supervisor

· Assist participants to find survey office – walk them to office from common meeting point by coordinating with receptionist who is main point of contact for participants calling in 

· Assist with making participants feel comfortable in reception area and welcome to the survey site (answer questions about the survey)

· Assist with crowd control and proper flow of participants through survey office 

· Assist with developing probing questions for eligibility 

· Assist participants with following through with referrals – bring them to clinics if requested by participant. In this role, liaise with [INSERT civil society organization] for referrals and community engagement

· Assist with general, onsite administrative duties

Other duties as assigned by study investigators and field supervisor QUALIFICATIONS AND REQUIREMENTS

· Detailed knowledge of local [INSERT key population] community members, organizations, and issues

· Previous experience in working on HIV/AIDS [INSERT key population] or other high-risk populations will be an added advantage

· Ability to work an alternate schedule (evenings and weekends) as needed

· Good interpersonal and communication skills

· Proficient speaking, reading, and writing skills in English and [INSERT local language]

· Availability for duration of the survey

We are seeking an individual to fill the position described. If you know of a qualified candidate or are interested in applying for this position, please send resume and cover letter to the attention of:

[INSERT CONTACT & EMAIL]

The successful candidate will be on a short term fixed contract and an attractive package commensurate with qualifications and experience is offered. The closing date is [INSERT date] and suitably qualified candidates are encouraged to apply. Kindly forward your electronic CV to [INSERT email address] before the closing date. All applications will be handled exclusively by [INSERT organization]. We will only correspond with the shortlisted candidates.

Receptionist

Post date: 


[INSERT logo]


POSITION AVAILABLE

TITLE:
Receptionist

REPORTING TO:
Field supervisor

LOCATION:
[INSERT city/country]

ASSIGNMENT LENGTH:
[INSERT time frame]

JOB DESCRIPTION

[INSERT organization] is planning to undertake an integrated bio-behavioral survey (IBBS) among [INSERT key populations and country] to provide important information about the risk of HIV and inform prevention, care, and treatment programs for these groups.  The successful candidate will work under the direction of the field supervisor and will be responsible for managing the reception area of the survey office, maintaining flow of participants through the survey procedures, and assisting the research team with administrative tasks. Sensitivity to issues related to HIV/AIDS and ability to work with stigmatized populations is required.

RESPONSIBILITIES

· Manage the flow of study participants through the survey office

· Set appointments with population members and respond to inquiries

· Maintain a welcoming, friendly and safe environment in the reception and waiting areas

· Ensure that participants are screened on a first come, first served basis

· Assemble participant folders and information

· Maintain a filing system for the project records

· Handle communications – receiving, storing, retrieving, dispatching, organizing documents, and other correspondences

· Provide basic information to callers and visitors

· Coordinate meetings, visits, and write minutes

· Assist with general, onsite administrative and cleaning duties

· Other duties as assigned by study investigators and field supervisor

QUALIFICATIONS AND REQUIREMENTS

· Secondary, technical course degree, or equivalent qualification and experience

· Two years experience in a busy environment

· Previous experience in working with key populations will be an added advantage

· Strong organizational skills

· Good interpersonal and communication skills

· Proficient speaking, reading, and writing skills in English and [INSERT local language]

· Computer literate

· Ability to work an alternative schedule (including evenings and weekends) as requested

· Availability for duration of the survey

We are seeking an individual to fill the position described. If you know of a qualified candidate or are interested in applying for this position, please send resume and cover letter to the attention of:

[INSERT CONTACT & EMAIL]
The successful candidate will be on a short term fixed contract and an attractive package commensurate with qualifications and experience is offered. The closing date is [INSERT date] and suitably qualified candidates are encouraged to apply. Kindly forward your electronic CV to [INSERT email address] before the closing date. All applications will be handled exclusively by [INSERT organization]. We will only correspond with the shortlisted candidates.

Coupon Manager

Post date: 


[INSERT logo]


POSITION AVAILABLE

TITLE:
Coupon Manager

REPORTING TO:
Field supervisor

LOCATION:
[INSERT city/country]

ASSIGNMENT LENGTH:
[INSERT time frame]

JOB DESCRIPTION

[INSERT organization] is planning to undertake an integrated bio-behavioral survey (IBBS) among [INSERT key populations and country] to provide important information about the risk of HIV and inform prevention, care, and treatment programs for these groups.  The successful candidate will work under the direction of the field supervisor and will be responsible for managing the reception area of the survey office, maintaining flow of participants through the survey procedures, and assisting the research team with administrative tasks. Sensitivity to issues related to HIV/AIDS and ability to work with stigmatized populations is required.

RESPONSIBILITIES

· Coordinate with receptionist on the scheduling of study appointments and responses to population member inquiries.

· Maintain the flow of participants in the waiting room

· Serve as a screener for potential participants

· Check the validity of peer recruitment coupons
· Verify study eligibility 
· Explain study procedures
· Issue informed consent
· Escort participant to interview

· Monitor issuance and receipt of peer recruitment coupons using an electronic coupon tracking system
· Maintain strict confidentiality of participants

· Distribute and monitor study compensation using financial tracking form

· Conduct exit interviews for eligible individuals refusing to enroll, participants voluntarily refusing testing procedures or test results, or participants voluntary withdrawing from study.

· Other duties as assigned by study investigators and field supervisor

QUALIFICATIONS:

· College or technical degree/diploma in social sciences (anthropology, demography, geography, psychology, public health, sociology), or secondary degree with college-level coursework in the social sciences, or equivalent work experience in survey interviewing. 

· At least one year of work experience with the surveyed population(s)

· At least one year of research experience 

· Excellent computer skills and proficiency in Microsoft office (Word, Excel, Access).

· Strong organizational skills

· Good interpersonal and communication skills. 

· Proficient speaking, reading, and writing skills in English and [insert local language here]
· Ability to work an alternative schedule (including evenings and weekends) as requested.

· Previous experience in interviewing clients about sensitive behaviors will be an added advantage 

We are seeking an individual to fill the position described. If you know of a qualified candidate or are interested in applying for this position, please send resume and cover letter to the attention of:

[INSERT CONTACT & EMAIL]
The successful candidate will be on a short term fixed contract and an attractive package commensurate with qualifications and experience is offered. The closing date is [INSERT date] and suitably qualified candidates are encouraged to apply. Kindly forward your electronic CV to [INSERT email address] before the closing date. All applications will be handled exclusively by [INSERT organization]. We will only correspond with the shortlisted candidates.

Interviewer

Post date: 


[INSERT logo]

POSITION AVAILABLE

TITLE:
Interviewer

REPORTING TO:
Field supervisor

LOCATION:
[INSERT city/country]

ASSIGNMENT LENGTH:
[INSERT time frame]

JOB DESCRIPTION

[INSERT organization] is planning to undertake an integrated bio-behavioral survey (IBBS) among [INSERT key populations and country] to provide important information about the risk of HIV and inform prevention, care, and treatment programs for these groups.  The successful candidate will work under the direction of the field supervisor and will be responsible for obtaining informed consent from individuals for participation in the study administering a 90-minute questionnaire to participants using a netbook/PDA and performing HIV rapid testing and counselling. Sensitivity to issues related to HIV/AIDS and ability to work with stigmatized populations is required.

RESPONSIBILITIES

· Have a thorough understanding of the survey protocol and operations manuals 

· Obtain informed consent from survey participants ensuring strict compliance with research ethics guidelines

· Interview individuals to obtain and document relevant information on a standardized questionnaire.

· Conduct pre- and post test counseling

· Perform HIV rapid testing 

· Maintain strict confidentiality of clients test results and all medical and personal information

· Make appropriate referrals within the health system and the community

· Maintain good quality counseling and testing records

· Submit copies of HIV rapid external quality assurance documents to the district

· Assist with participant intake as needed

· Other duties as assigned by study investigators and field supervisor

QUALIFICATIONS AND REQUIREMENTS

· College or technical degree/diploma in social sciences (anthropology, demography, geography, psychology, public health, sociology), or secondary degree with college-level coursework in the social sciences, or equivalent work experience in survey interviewing

· Previous experience in working with high-risk and stigmatized populations

· Ability to work independently with minimal supervision

· At least 1 year prior experience conducting quantitative interviews. Experience in HIV Counseling and Testing will be an added advantage.

· Strong organizational skills

· Good interpersonal and communication skills

· Proficiency in Microsoft Office (Word, Excel, Access)/computer systems

· Proficient speaking, reading, and writing skills in English and [INSERT local language]

· Previous experience in interviewing clients about sensitive behaviors will be an added advantage

· Ability to work an alternative schedule (including evenings and weekends) as requested

· Availability for duration of the survey

We are seeking an individual to fill the position described. If you know of a qualified candidate or are interested in applying for this position, please send resume and cover letter to the attention of:

[INSERT CONTACT & EMAIL]
The successful candidate will be on a short term fixed contract and an attractive package commensurate with qualifications and experience is offered. The closing date is [INSERT date] and suitably qualified candidates are encouraged to apply. Kindly forward your electronic CV to [INSERT email address] before the closing date. All applications will be handled exclusively by [INSERT organization]. We will only correspond with the shortlisted candidates.

�	Some countries forbid interviews for job applications as this may appear too subjective, e.g. Brazil
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