TERMS OF REFERENCE FOR THE CENTER FOR SUSTAINABILITY CLERK

1. BACKGROUND
The Center for Sustainability (CFS) is a body for environmental extension, research and community outreach unit attached to the Department of Forestry and Environmental Science (DFES), University of Sri Jayewardenepura. CFS is a faculty-directed organization that supports the broader efforts of DFES to ensure environmental protection and sustainable development in the country through productive University-Industry linkages and partnerships. Being the first one of its kind to be established at the University of Sri Jayewardenepura under the HETC QIG Window 4 grant program of the UGC and Ministry of Higher Education, the CFS is committed to produce a new breed of responsible stewards of environment through promoting the concept of sustainability among corporate sector, general public, university academia and students, primarily through professional support, education and awareness. Backed by a renowned panel of environmental experts with proven track records at the DFES, the CFS at present provides a wide array of environmental solutions for the corporate sector.

2.  THE OBJECTIVES
The CFS has been highly successful with its service offerings and building University-Industry linkages since the start of its operations in 2013. However, the CFS has recently focused its attention on introducing commercializable research-based products in collaboration with the private sector. As such, the Innovation Commercialization Enhancement (ICE) grant program of the MoHE is seen as an ideal opportunity to make this new initiative while broadening the effective delivery of existing knowledge-based products and services to the clients. Based on the works of DFES researchers, products/technologies with the potential to be commercialized, have been already identified along with private sector industries who are willing to commercialize or adopt the new technologies. The CFS is looking to expand its activities with a dedicated and experienced staff.

3. KEY TASKS
· Perform all clerical works at the CFS including the maintenance of financial records of CFS/book-keeping and producing financial reports.
· Timely processing of payments and advances.
· Preparation of monthly and annual financial reports
· Updating the accounts of the CFS.
· Proving the financial status to the board meetings
· Maintenance of personal files and project documents
· Ensure and facilitate all administrative tasks of the CFS
· Undertake any other tasks at the CFS assigned by the Director of CFS.


4. REMUNERATION
A payment of Rs. 38,044.00 per month with EPF and ETF shall be paid, subject to satisfactory performance, from the Center for Sustainability budget. This payment includes all statutory and other allowances. Payment will be made based on the submission of a monthly time sheet and approval by the Center for Sustainability Director.

5. REQUIRED QUALIFICATIONS & EXPERIENCE
· Professional qualifications in book keeping /accounting/office management
· [bookmark: _GoBack]At least two-year experience secretarial works in public or private sector organization

6. METHOD OF APPOINTMENT
The Center for Sustainability Clerk is appointed on full-time basis by the Vice-Chancellor.
Initially the appointment will be made for a period of 12 months, and may be renewed based on performance.
