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INITIALS: 
 
 
 
SSA: Special Service Agreement 
 
IVD: Immunization Vaccine Development 
 
SMO: Surveillance Medical Officer 
 
MPH: Masters of Public Health 
 
AAMRA: Venue Name 
 
MOH&FW: Ministry of Health & family Welfare 
 
WRO: WHO Representative of Bangladesh 
 
NPO: National Professional Officer 
 
NCD: Non Communicable Disease. 
 
HRH: Human Resource for Health. 
 
MO: Medical Officer. 
 
SEARO: Southeast Asia Regional Office. 
 
DFC: Direct Financial Cooperation. 
 
APW: Agreement Performance Work. 
 
AC: Asset Contribution. 
 
VC: Voluntary Contribution. (Assuming the amount of donation)  
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The Functions of Human Resources Management in an organization is shown 

in the following figure: 
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Recruitment and Selection process of WHO - IVD 

 

3.0 Recruitment in WHO-IVD 

      In January 2007, the Executive Board confirmed the amendments to the WHO 

Staff Rules relating to the review of the framework of contractual arrangements.  By 

way of this framework and related amendments to the Staff Rules, with effect from 1 

July 2007 WHO will have four types of staff appointments, as follows: 

a. Continuing Appointment 

b. Fixed-term Appointment 

c. Temporary Appointment 

d. Special Services Agreement 

3.1 Continuing Appointment 

      A continuing appointment is an appointment without a specified time-limit.  It will 

be granted after a minimum of five year's uninterrupted, active service on fixed-term 

appointments and certified satisfactory performance.   For the purpose of conversion 

from a fixed-term appointment to a continuing appointment, a staff member will be 

considered to meet the criteria of satisfactory performance when he/she has two (2) 

annual performance evaluation reports with at least a rating of "meeting most 

expectations" in the three (3) most recent annual performance evaluation periods. 

There is no restriction on the number of stuff who can be granted for continuous 

appointment. The staffs holding service appointment will get an automatic 

conversion. Staffs those are under fixed term appointment for last 5 years, their 

conversion will be initiated by RPO. And the supervisor will give the 

recommendation. A continuing appointment may be terminated in accordance with 

the relevant provisions of the Staff Rules. 
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e) Interview: 

    The candidate who passes the test called for interview. The purpose of 

interview is to verify the information given by the applicants and also for 

obtaining additional information that may be found useful is assessing the 

potentialities of the candidate. 

f) Investigation of previous history: 

  If the interviewer is satisfied that the applicant is suitable, his previous 

employment and educational carrier history may be put into investigation. 

g) Preliminary selection by the employment department: 

After the interview result the authority selects qualified candidates, who in the 

next level sent for medical testing. 

h)   Physical examination: 

  The physical examination often comes at this point in the selection process, to 

ascertain the physical fitness and mental conditions of the candidate who is 

going to be appointed. 

i) Placement: 

  After completion of all the above processes of selection, recruitment order is 

issued. Before assigning the responsibilities for which a fresh man is 

recruited; he must be inducted from where orientation and training starts. 
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4.3 Suggestions and Recommendations: 

 

1.   Vacancy notice period can be extended. 

2. Advertisement can be made more elaborated. 

3. In some cases minimum number of committee members can perform the 

recruitment activities with the permission of Committee Chairperson. 

4. The approval formality from the regional office can be made optional. 

5. The terms and conditions of the permanent and temporary employees 

should be same. No forms of discrimination should be present in there.  
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8.0 APPENDIX: (B) 

8.1 Special Service Agreement 

     Special Service Agreement changes depending on the position of the post. 

     In the special service agreement, the following items are put in to there: 

1. Reference number, Name of the Applicant, Date of issuing the contract. 

2. Information about the applicant: Address in details. 

3. Terms of Reference: >The assigned posting of the applicant: The place of     

the posting, as well as the responsibility and duty of the post. 

                                            >Level of job grade: The job grade, under which the    

applicant is appointed, will be mentioned in here. 

 

4. Duration of Agreement: The validity of the contract will be mentioned in here. 

5.  Remuneration:   > Basic salary of the applicant. 

                                > Travel Cost    

                                      > Health Insurance 

                                      > Accident and illness Insurance 

6.  Other Entitlements:  

                                           >Annual Leave: One and a half day per month. Annual 

leave must be taken within the period of the agreement. Only 50% of unused leave 

is commutable to cash payment. 

                                         >Sick Leave: One day for each full month of continuous 

service. Any absence more than three consecutive working days must need a 

medical certificate to support. Unused sick leave can be converted in to cash 

payment. 

                                          >Maternity Leave: SSA holder will only be able to have 

the maternity leave if the delivery occurs after nine month. If the delivery occurs 

before ninths month of pregnancy than the employee will not have the approval of 

the maternity leave. 
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8.2 APPENDIX: (C) 

Requirement list for the post 
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8.3 APPENDIX: (D) 

Vacancy Notice 
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8.4 APPENDIX: (E) 

Selection Committee 
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8.5 APPENDIX: (F) 

Sorted Out Employee 
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8.6 APPENDIX: (G) 

Coding and Decoding 
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8.7 APPENDIX: (H) 

Call Government Officer to Attend the Interview board. 
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                 8.8 APPENDIX: (I) 

Call for Interview 
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8.9 APPENDIX: (J) 

Interview Result 
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8.11 APPENDIX: (L) 

Request to ministry for approval 
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8.12 APPENDIX: (M) 

Clearance Letter form Ministry: 
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8.13 APPENDIX: (N) 

Preliminary Offer to the Candidates 

 

 

 

 




