“Bypx cygacHbl yHaacHun Ttes banryynax” MOH-008 tecnuinH “3axupraaHbli
axunTtaH/opyyynary” COHIoH Lanrapyynax ypunra

Opyyn MaHAMMH 5aM Hb MoHron YncbeiH CaHruiH sam, JTiokcembypriH Ux MyHT
YncelH 3acrunH rasaptan 2026 oHbl 02 pgyraap capbliH 02-Hbl egep ©Gamryyncad
OyuanTryn TyCnaMXwnH ropasHUin XypaaHg “3ypx cydacHbl YHOICHUA TeB Oawryynax”
TOCINUIAT X3PINKYYIDK 3X3NCaH Gereen “Tecen xapankyynax HanK-unH “3axupraaHbl
axunTaH/opyyynary”-biH COHIOH LanrapyynanTbIr 3apnax 6anHa.

A.7 — Administrative Officer/Interpreter

General
Title: Administrative Officer / Interpreter

Brief description of As an Administrative Officer /Interpreter he/she will be responsible for providing
the Role administrative and coordination support, managing and processing project
documentation, drafting and formatting correspondence, minutes of meetings,
and other official communications. The role includes maintaining the project
documentation and filing systems, providing accurate written translations of
project-related documents and providing interpretation support during
meetings, missions, and technical discussions. The Administrative Officer
/Interpreter will also assist in maintaining effective communication between the
Project Implementation Unit, consultants, and stakeholders, ensuring that all
administrative and translation tasks are performed in a timely and professional

manner.

Location

Organization: Project Implementation Unit at the Ministry of Health

Location: Ulaanbaatar, Mongolia

Qualification

Education: Bachelor degree (Master degree preferred) in fields of Foreign Language,

Management and/or other similar discipline

Experience: - Preferably 2 years or more of previous comparable professional
experience in administration of teams of experts on position of
administration officer, document controller and similar, in project offices
preferably in comparable assignments with IFI funding.

Competencies: - High standard of professional and work ethics

- Language Skills: Proficient in written and spoken Mongolian and
English languages;

- Computer literacy: experienced user of MS Office applications



Duties & Responsibilities

e Comply with the procedures, requirements, and operational processes indicated in the Project
Operations Manual (POM).

Draft, edit and format documents, reports, minutes of meetings, letters, e-mails.

Maintains a register of documents with expiration dates (bank guarantees, contracts,

agreements, incoming and outgoing letters and so on) in electronic and hard-copy formats.

Ensures that all contractual documentation of the tender is properly recorded.

Provide support to the PIU and stakeholders in procurement and logistics activities.
Maintains and organizes complete project records and supporting documentation to ensure that
files are readily available for audits, reviews, and other verification purposes.

e Organizes publication of tender notices in the local media.

e Coordinate and organize meetings of the Project Steering Committee, oversight working group,
technical working groups and other relevant stakeholders within the timeframes and in
accordance with the requirements stipulated in the relevant documents and agreements, ensure
the timely provision of necessary information and meeting materials to all participants, prepares
meeting notes, records key decisions and action points, and supports follow-up.

Provide administrative and logistical support for workshops, training sessions, conferences,

missions and other project events, including venue, participant, transportation and material
arrangements.

Maintain records of project assets, office equipment, furniture and supplies, and coordinate the

procurement and distribution of office supplies as required.

Perform oral and written, full and abridged translations within the established deadlines, ensuring

that the translations correspond exactly to the lexical, stylistic and semantic content of the
originals, comply with the established requirements for scientific and technical terms and
definitions.

e Translate correspondence, reports, minutes of meetings, tender documents, as well as other
documentation necessary for the PIU work.

o Attend meetings and perform consecutive records, notes, translation, interpretation.

APPLICATION DEADLINE AND REQUIRED DOCUMENTS

Interested applicants are requested to submit the following documents in PDF format, in
Mongolian and English, by email to the address below no later than 09:00 on 28

September 2026:

1. A cover letter expressing the applicant’s interest in the position and outlining
relevant knowledge and skills. The title of the position applied for must be clearly
indicated.

2. Curriculum Vitae / CV.

3. Copies of diplomas and certificates evidencing education, professional
qualifications, and skills.

4. Atleast two reference letters from previous employers.

5. The above-mentioned documents must be submitted in PDF format, in

Mongolian and English, to cardiocenter@telemedicine.mn no later than 09:00 on
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28 September 2026. Late submissions will be deemed non-compliant and will not
be considered for the selection process.

Third State Central Hospital
Address: Third State Central Hospital, 5th Khoroo, Bayangol District, Ulaanbaatar,
Mongolia
Telephone: 9191-1188
Email: cardiocenter@telemedicine.mn

A. 7 — 3axupraaHbl axunTtaH/op4yyynary
EpeHxumn

AXnblH  GalipHbl  3axupraaHbl axunTaH / opyyynary
Hap:

AnbaH YYPrMiiH  3axvpraaHbl aXunTaH / opdyynaryuinH XyBb Hb TOCON X3panKyynax HanKug

TOoBY Tavnbap: 3axupraaHbl GOMOH YWN axunnaraa X3panKyynaxa 30XMOH GanryynanTbiH
A3MXIIAr y3yynax 6ereeq TecnuH 6apumT Gudrvir yanpgax, 6onoscpyynax,
3axugan xapwnuaa, yynsantbiH Tamaarnan 6onoH Oycag anbaH écHbl
xapunuaa xonboor 6onoBcpyynax, TeCNUMH 6GapumT Ouurunr xeTnex,
xagranax, apxumBnax yypartan. YyHO Tecentan xonbooton Gapumt OGuYrumnH
YH3H 36B Onuraap opuyynra Xumx, YynsanT, TOMMWMOMT, TEXHUKWUMH
X3N3NUYYNITMIAH yeap OpYyynrblH A3MXKIIAr Y3YyynaxX 33par OpHO. 3axvpraasl
axunTtaH / opdyynard He MeH Tecnuiur xapankyynax Hank, 3esnexyys 60noH
oponuory TanyyablH XOOPOHA4 YP AOYHTaM Xapwunuaa xonboor xaaranaxag
Tycanx, 6yx 3axmpraaHbl 60M0H OpYyYIrbIH @XbIr Lar Tyxaing Hb, MapraXXnuiiH
TYBLUMHA, TYRUSITIaXMUr 6atanraaxyysnHa.

Bavpwun
Bawnryynnara: Opyyn M3HAUIAH saMHbl Tecen XapankyynaX HanK
Banpwun: MoHron ync, YnaaHbaarap

MaprawcaH 6angan

Bonoscpon: Mapaag xan, MeHexMeHT 60noH/acBan Bycag wXun TOCTAN YUrnanasp
HakanaBpblH 33parTan (MarMcTpbIH 33parTar 6on gasyy Tan 6onHo) banx.

Typwnara: - TecnuiH HAPKMAO 3axvpraaHbl axunTtaH, 6apuMT OUYrMnH xaHary
OONOH YYHT3 TecTan anbaH Tywaang MI3pPraXxXunTHYYOunH Garunir
yanpaax ynrnanaap 2 6a TyyH33C A33LU XKW axkunnacaH TypLunaratan
©6on OYCB-biH CaHXYYKUNTTIM WXKUIT TOCTIM JaanraBapT axurnacaH
©on pgaByy Tan 6onHo.

Yp yapasap: - MapraxnuitH 60MoH axrblH €C 3YINH eHaep cTaHaapT

- XonHun wmagnar: MoHron OGONOH aHrMM XANHWUKA OudrnrH G60noH
ApuaHbl eHaep YagBapTan (TYH3rMin TYBLUHWMIA M3ANarTan) b6anx;
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- KomnbtotepunH wmoagnar: MS Office nporpambiH  Typlnaratan
Xaparnary

Yypar, xapuyunara

e TecnuiH yihn axwunnaraaHbl rapblH aenarag (POM) 3aacaH »xypawm, LwWaapgnara, yun
axunnaraaHbl gapaanibir MepAeH axunnax

BapumT Guuur, Talnad, yynsanTblH TOMAOJMMaM, 3axuaan, UMIUNMIAT HOOPOrMoX, 3acBapnax,

dopmaTnax.

e Xyrauaa gyycax xyrauaatah 6apumT OudrniH Oyptranunr xetnex (baHkHbl 6atanraa, rapas,
X3ananuaap, upx Oy 6onoH rapy Oyn 3axugan rax MaT) Luaxum 00MoH LaacaH xanbapasp 30Xux
XYPMbIH garyy 6ypTrax, xagranax, apxmenax

o  TeHaepuiiH Oyx rapasHun 6apumT GUUrMIAr 30XnXx ECoop BYPTraCcCaH 3CaXMIr batanraaxyynax.

e TXH 6onoH oponuory TanyyablH XxyaangaH aBant 60M0H NOrMCTUKUIAH aXWIL 3MXKMIAr Y3YYnax.

e TecnuiH GapumMT Ouunr GonoH xonboraox HOTOX MaTepuanbiH OypanuiAr xaHrax, ayaut,
XSHaNT wWwanranTt, yHanraa 6onoH Oycap GatanmraaxyynanTblH yen LWyypxanh raprax erex
oonowmkTon Gananaap xeTnex, 30XMoH Ganryynax.

e OpOH HYTIMAH X3BMNAN M3O33MMMNH X3PArcrnasp TEeHOEPWH 3apbil HUNTNAX axIbilr 30XMOH
Oariryynax.

e TecnuinH Yaupaax Xopoo, XaHanT TaBUX axIIblH X3CAr, TEXHUKUNH axnblH X3car 60noH 6ycan
xonborgox TanyyablH XyprbIr Xon6orgox 6apumMT 6mudunr, rapaaH 3aacHbl Aaryy 30Xux xXyralaaHz
30XMOH Oanryynax, Tanyygbir Llaapanaratai M3gdammasp XaHrax, XypriblH Martepuanbir
oponuorygon Tyxam 6yp Xypryynax, XypfibiH TOMA3MN3N XeTnex, rapcaH WWMNaBap, TOXMPOL00
OONOH X3P3aNKyYaX apra XaMXasHUN OypTran XeTernk, XapankUNTUIAH ABLaL O3MXKIIAr Y3Yynax.

e CypranTt, cemuHap, xypan, TOMUMOMT, aXIblH Yyn3anT 60M0oH TecnuiH Oycag apra XamKa3HWUN
30XMOH Gawryynantag 3axvpraa, NOrMCTUKUAH O3MKISr Y3YyYK, TaHXMM, OponLoryung, Ta3Bap,
Wwaapanaratan matepuan 6onoH 6ycag 30X1oH GanryynanTbiH acyyanbIr XxapuyLaH axunnax.

e TecnunH xepeHre, anbaH X3p3arL33HUA TOHOr TEXeepPeMX, TaBWuIra, XaHraMXxuiH GypTranuir
XeTerK, Laapanaratan ToxMongaong anbaH Xx3parudsHUi martepuarn, XaHramxkuir xygangaH
aBax O60MOH XyBaapuriaH Ofrox axsbir 30XMOH Gawnryynax.

e TorToOCOH XxyrauaaHg amaH ©OofoH O6wuuruiiH, OypaH OOMOH TOBYWICOH OPYYYNIbIr XWX,
opyyynra Hb 3X XyBWNOapblH NEKCKK, CTUINCT BOMOH CeMaHTMK aryynratan sr Taapy banraa
3CAXMNN, LUMHXIIAX yXaaH, TEXHUKUAH H3P TOMbEO, TOAOPXOMIONTbIH TOrTOOCOH Laapanarbir
aarax mepaex 6amnraa aCaXuNr warnrax.

o  TXH-unH axung waapgnaratan saaxugan xapunuaa, TannaH, yynsantblH TOMA3r3., TEHAEPUNH
0apuMT Buuur, TyyHUN3H 6ycag 6apumT GUUrMnr opyyynax.

e YynsanTyyaag oposiuoX, AapaasnicaH TaMAJINaN, TAMASITIAN, OpUyyIra, XarMapy XUnx.

oPreflon UPYYJAX XYrAUAA, BYPAOYYJIOX MATEPUAT

AXung opoxbIr coHmpxordmng gapaax matepuansir PDF xyBun6apaap 2026 oHbl 09
Ayraap capblH 28-Hbl eapuiiH 09:00 uaraac emHe (MoHron, AHMKY Xan 433p) 4op AypAacaH
xagraap UMannasap UPYYJHa vy.

1.

W N

TyxaiH axnbiH 6anpaHg TOMUMOrAOX XYC3NT, €epuH M3anar, yp YagBapaa
NUNIpXMNNcaH epregen (cover letter). ©pregen erd 6yn axnbiH GaipHbl HIPUIAT
TOLOPXON BUYHA.

Tos4 HamTap (CV).

Bonoscpon, mapraxun, yp YagBapbIr HOTIOH Xapyynax OUMNSoM, rApYUIra3HNA
xyynoap.

©MHexX axurn onrorynunH 2-c gooLuryn togopxonnont (reference letter)

[a3p aypacaH matepuaneir PDF xyBun6apaap 2026 oHbl 09 ayrasap capbiH 28-Hbl
©ApUIH 09:00 uaraac ©MHe (Mowron, AHMMN Xan A93p)
cardiocenter@telemedicine.mn uUaxMm Xaart UPYYNHS yy. Xyrauaa XOLOPCOH
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mMaTepuanbIr  Waapanara XxaHraaryng TOOLOX, COHIOH Luanrapyynanrtag,
oponuyynaxryn 60onHo.

YncoiH N'ypasgyraap Tes OMHanar
Xasr: Ynaanb6aatap xot, basiHron gyypar,
5-p xopoo, YnceiH N'ypaBayraap Tes OMHANar
YTac: 9191-1188

Llaxvm wyynaHrumH xagar: cardiocenter@telemedicine.mn



mailto:sansarmaa@moh.gov.mn

