CDD Society:

Documentation Specialist

	Position Vacant
	  Documentation Specialist

	Organisation Name
	Consortium for DEWATS Dissemination (CDD) Society, Bangalore

	Company Profile
	The Consortium for DEWATS Dissemination (CDD) Society is a non-profit organization based in Bangalore, operating in 8 states in India through Regional Cells (Chennai, Nagpur) and NGO partners, and a network of 25 organisational members. CDD is engaged in the provision of basic needs services in urban development through the promotion of decentralized solutions in Community Based Sanitation and Slum Development, Wastewater Treatment Systems (DEWATS), Solid Waste Management, Water and Energy Supply, and Urban Planning.

CDD provides technical support for basic needs services in the areas of conceptualization, designing, quality control, certification, applied research, optimization and dissemination of decentralized wastewater treatment technologies, developing standard procedures, creating technologies and conducting/coordinating research, training and networking

CDD’s main focus over the next 2 Project Phases of 3 years each (2009-2011) will focus on capacity building and training towards creating a critical mass of human resources in the DBNS sector.

	Qualification


	Academic

Bachelor’s degree in Journalism, Documentation or related areas 

Master’s degree in Journalism, Documentation or related areas 

Persons with other qualifications but with adequate

experience in documentation may also be eligible 

General knowledge or an understanding of the development sector or sanitation/water sector is a major advantage.  
	Technical / Professional

        

	Required Skill Set 
	· Substantial writing experience

· Good knowledge of development issues such as sanitation, water, hygiene

· Experience of team work and meeting deadlines

· Confident in communication

· Knowledge of the non-profit, social development non-governmental sector

· Skills in editing, illustration and layout

· Fluency in reading, written and oral skills in English; additionally, similar knowledge and skills in one or more of local languages, Kannada, Hindi, Tamil, Marathi

	Relevant Industry
	Business, NGOs, University 

	Job Description / Responsibilities


	Overall Job Description 

The Documentation Specialist is expected to collate and edit text, improve upon documentation done by subject matter specialist or alternatively document experiences, case studies and processes for preparation of CDD publicity material and website.

Specialist subjects and work areas revolve around decentralised, on-site alternatives for waste water management, community- and institution-based sanitation, solid waste management, health and hygiene promotion and establishing eco-friendly water supply and renewable energy options. Overarching goals (and hence, topics) are poverty alleviation and urban development.

Typical Documentation work activities at CDD Society Secretariat

· Develop a strategy for documentation & dissemination of the organizational goal, objectives and activities 

· Based on the material / content / ideas provided by CDD, produce concise and accurate text / documents related to the CDD topics and style.

· Searching, Identifying and studying/evaluating processes and case histories of CDD work and that of its partners for suitability to be published as lessons learnt, case studies and so on

· Compiling and writing short press releases, media briefs (for special events / website)

· Establishing a strategy for releases to the press at CDD, establishing contacts with the press and maintaining them

· Writing longer feature articles for submission to magazines and concept notes for international conferences, seminars and workshops (abstracts)

· Writing policy papers for decision makers

· Support in developing website (text, graphs), collaboration with web designer

· Creating and uploading news content/updates for website.

· Some multi-tasking may be involved such as coordination with graphic designers, printers, web designers, coordination with other CDD units.

· Collecting and preparing content for news on Homepage (BORDA and CDD homepage)

· Collecting and preparing and content for newsletter

· Collecting and preparing content for other PR material like brochures, handouts, fact sheet

Capacity Building and Training Unit

· Supporting the Training Unit at CDD in the preparation and development of content of training material

· The inputs provided to the Documentation Unit will come with instructions that will help define the output; Language correctness to be checked; Style for all documents to be maintained

Other work

· If and when required, any other additional writing work, should be taken up

	Desired profile of the candidate
	Persons with adequate experience in documentation

	Min. Exp.
	3 years

	Max. Exp.
	10 years

	Compensation 
	In accordance with experience and qualifications

	Location of posting
	Bangalore

	Website:

e-mail ID
	www.cddindia.org
recruitment.bgl@cddindia.org


