18 November 2002
Vincent Ogawo

E-mail: vinnogawo@yahoo.com
Dear Vincent,

Following my meeting with you, I am writing to officially acknowledge your appointment by the Board of Directors to the Team of Windows for Young People in Africa (WYPA) as a Programmes Secretary/Administrative Assistant. Your current appointment runs until the end of 2003.

I thank you for agreeing to take on this prestigious and important role within the development of WYPA. Your contribution as a Programmes Secretary/Administrative Assistant will be vital to the success of the organization in the immediate future. Welcome to the team!

In your role as a Programmes Secretary/Administrative Assistant, you will be responsible for working within the Programmes area, reporting to Eddy Orinda, the Project Director. Further development of the position requirements and objectives of the position will occur in collaboration with you and myself as the Project Director based on the initial position description. The requirements and objectives of your position will also have to necessarily be framed within the overall context of the WYPA objectives and relates strategic targets for the next one and a half years as they are developed and agreed upon.

More broadly, as a member of the WYPA Executive, you have a responsibility to attend all meetings as directed by the Project Director or WYPA Board, to respond to requests for information and action from the Project Director and WYPA Board, and to work towards the objectives of your position which I am reviewing and will submit to you soon. You are ultimately responsible to the WYPA Board of Directors, as the appointed representatives of the organization. 

It is the responsibility of WYPA, through the Project Director and the Board of Directors, to provide you with a positive, innovative and responsive work environment that challenges you professionally and allows you the space to develop your self and your skills.

Finally, in addition to this e-mail, you will shortly receive a hard copy of your appointment letter. Your current appointment is until the end of 2003 at which time you and the WYPA Project Director and Board may review the adequacy of arrangements and either terminate or renew your association with WYPA as a Programmes Secretary/Administrative Assistant.

I look forward to working alongside you in achieving the objectives of WYPA.

Kindly send a statement of your acceptance to take up this appointment as soon as possible along with a hard and soft copy of your CV.

Yours sincerely

Eddy Nicholas O. Orinda

Project Director.
