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The logistics manager must 
develop the annual, 
quarterly and monthly 
purchase plan based on the 
cash flow forecast and the 
activities plan. 

The Administration Officer 
must draw up the 
recruitment plan for the 
project staff and monitor it 

Set up mechanisms and 
tools for monitoring staff 
contracts 

Have employment 
contracts sealed by the 
National Employment 
Office (ONEM) 

Annual Audit of project acco 
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The availability of the 
acquisition plan facilitates 
a good financial forecast 
for the acquisition of 
equipment and allows the 
identification or 
recruitment of suppliers at 
the ri2ht time 
The existence of a 
recruitment plan 
facilitates the preparation 
of job descriptions and the 
recruitment of competent 
staff on ti me. 
Staff assessment tools 
facilitates the real-time 
monitoring of the 
employee progress and 
monitoring and determine 
if capacity building is 
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The CERC is in good 
standing with the services 
of the State. 

CERC's credibility with 
donors is enhanced by 
positive feedback from 
external auditors. 

2022-03-30 Head.of Acquisition Plan for 
Administration Materials and 
and Corporate Equipment 
Services 

2022-03-30 Head of Recruitment Plan 
Administration 
and Corporate 
Services 

2022-04-30 Head of Staff Assessment 
Administration Tools and Form 
and Corporate 
Services 

           Head of Employment  
2021-08-30         Administration Contracts sealed by 

and Corporate ONEM 
Services 

2023-03-30 Finance Audit Reports 
Manager and 
Executive 
Director 





Governance Idem Train the Losticien on The Administration and 2022-03-30 Head of Training Agenda, 

logistics practices and the Corporate Services Administration Certificate of 

realization of periodic and Manager is able to and Corporate Participation 

annual inventories. periodically inventory all Services 

materials/equipment, 

label equipment, track 

depreciation and to write 

Governance Idem Affiliation of all staff to the The CERC is in good 2021-08-30  Head of Copy of the tax 

CNSS and pay monthly standing with State Administration return 

taxes on professional Services. and Corporate 

income Services 

Governance Idem Develop a salary grid The availability of the   Head of Salary Grid 

considering the position salary grid facilitates the 2021-08-30  Administration 

occupied, the nomenclature recruitment or assignment and Corporate 

of professional categories of staff according to the Services, The 

in the DRC, and the market means available. Allows Executive 

analysis the remuneration of staff Director, The 

in compliance with the Finance 

SMIG and social legislation Manager 

Governance Idem Track the classification of The filing system 2022-05-30 Head of Filing Cabinets, 

Documents and Reports facilitates the Administration Shelves, Cabinets 

chronological tracking of and Corporate 

supporting documents and 





Governance Unless CERC plans to Revise CERC's A document that clearly 2022-05-30 The Head of The Organizational 

hi re new staff to reflect orga nizationa I and demonstrates CERC's 

the positions described operational development current staffing capacity 

Administration Development Plan 

and Corporate and the Staff 

in the organizational plan to include the and the Staff Recruitement Services and Recruitment Plan 

chart, it should recuitment plan for vacant Plan are available. 

consider updating the positions in the 

document to reflect organizational chart. 

current staff positions 

or mentioning vacant 

positions in the 

The Executive 

Director 

Gender CERC should make CERC has taken into CERC is considered as an  The GESI Focal Staff CV, Project 

dynamism greater efforts to account this equitable and inclusive 2021-07-19  Point 

and integrate the gender recommendation into organization. CERC's • (Executive 

marginalized dimension into Staffing as well as in its programs respond and Bureau) 

groups personnel management programming. The CERC is meet the needs and 

as well as into its currently have a Staff aspirations of all, including 

programming. The job composed of 50% men and marginalized people. 

description and 50% women. CERC's Board 

positions does not of Directors is 

reflect gender representative in terms of 

considerations. Gender gender. 3 women out of 7 

representation should people are members of the 

be well balanced, for Board. We take gender 

example among board 

members and young 

activists with whom 

CERC engages. 

issues seriously in our 

programs, for example in 

our recent project out of 

81 0 beneficiaries 396 were 

girls and 50 from 

Reports, Minutes of 

the General 

Assembly 



Gender The candidate will also During the proposal CERC is considered as an  The GESI Focal The revised GESI 

dynamism have to specifically development, CERC equitable and inclusive 2021-09-30  Point strategy. The 

and mention its provisions considered the inclusion of organization. CERC's (Executive Project Proposal 

marginalized towards marginalised marginalized and under- programs respond and Bureau) Document 

groups groups in its gender represented groups. People meet the needs and 

equality and social living with disabilities and aspirations of all, including 

inclusion policy. Also LGBTQI make up 15% and marginalized people. 

show how the women 50% of the project 

organization strives to beneficiaries. Our Gender 

include these groups Equality and Social 

when implementing its Inclusion Strategy will be 

projects. revised to incorporate the 

inclusion of people living 

with disabilities, LGBTQI 

people and other 






