
The Organisation  
Our client promotes activities that increase human capacity for providing HIV/AIDS clinical care and support through the 
development of health care worker training systems. They now seek to fill the following position: 

The Position  
The DVC Assistant will report directly to the national DL 
Manager under supervision of the - Director of Curriculum 
Development and Communications. Programme 
supervision will be provided by the DL Manager and 
technical support provided by the Technician.  Supervision 
tools include daily telephone calls, meetings via DVC, 
interactive communication via the Internet, site visits and 
annual meetings.
Primary Responsibilities
Coordination and Management: 60%

Manage, operate and maintain DVC equipment as well •	
as assisting in organizing events/sessions in the DVC 
Programme.

Ensure that the training/meeting room is reserved when •	
needed, and equipment, tables and chairs have been set 
up prior to the commencement of the training/meeting 
session.

Be responsible for day to day security and storage of •	
DVC equipment.

Test to ensure that ISDN lines are functioning; lighting, •	
sound control and all other equipment has been optimally 
set up at least two hours before any video conferencing 
session.

Monitor and provide troubleshooting support before, •	
during and after DVC session and be able to solve basic 
operational problems, including engaging a Telecom 
technician when appropriate.

Be responsible for collection and forwarding of all relevant •	
data and completing the DVC Data form and forwarding 
it to the DL Manager immediately after each session.

Be present throughout sessions and maintain links with •	
other sites in the network during sessions.

Be familiar with the Guidelines/Manual for using DVC.•	

Serve as a primary point of contact and responsible •	
on-site staff person to coordinate DVC sessions with DL 
Manager, DVC Technician, NHTC/RHTC Head and/or 
Manager, presenters and other key institutions.

Work with I-TECH/CDC, DSP, NHTC/RHTCs, hospitals •	
and other groups within and associated with the MoHSS 
to organize and implement the DVC Programme.

Liaise and cooperate with Library Assistants in Re-•	
source Centres at NHTC and RHTC in supporting joint 
activities.

Support Clinical Mentor to enhance training and education •	

to health care workers on HIV and other health related 
topics, including assisting in coordinating presentation 
sessions and traveling to district sites if required.

Materials and Resource Development: 20%
Ensure that invitations, agendas and other appropriate •	
information are sent out to all relevant parties on a timely 
basis.

Be responsible for lists of DVC presenters, participants •	
and contacts in the regions, and forward these to the DL 
Manager every 3 months.

Maintain a library of DVC materials, e.g. Videos and pre-•	
sentations of DVC events. 

Support and provide guidance for trainers, presenters on •	
how to prepare materials, present and use training tools.

Other activities: 20%
Provide support and training to NHTC/RHTC and hos-•	
pital staff in basic computer skills, including use of the 
Internet.

Other related duties as assigned.•	

The Person 
Minimum Requirements in Education, Training & 
Experience:

Grade 12.•	

At least two years training and working experience with •	
using and maintaining technical equipment, and experi-
ence with audio-visual equipment. 

 Excellent computer skills and proficiency in MS Office •	
and Internet knowledge.

Vocational or on the job training or appropriate experi-•	
ence at any recognized institution is desirable.

Excellent working - knowledge on computer hardware/•	
external peripherals.

Experience in organizing events and training.•	

Basic knowledge and/or an interest in HIV/AIDS and •	
other health issues.

Ability to interact with people from a variety of profes-•	
sional disciplines.

Self-motivated individual with a results driven approach.•	

Attention to detail and good organizational skills.•	

Tolerance and flexibility for working in a demanding •	
environment.

Interested? 
The successful candidate will be on a fixed term contract and an attractive package 

commensurate with qualifications and experience is offered.  The closing date is 16 July 
2010 by 12H00 and suitably qualified Namibian candidates are encouraged to apply.  Kindly 

forward your electronic CV to olivia@potentia.com.na before the closing date.   
NB. All applications will be handled exclusively by Potentia Namibia.  We will only 

correspond with the shortlisted candidates.
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