
 The Mycetoma Research Centre 
 

 
 

 
 
 
Job Title: Administrator 
Mycetoma Research Centre, University of Khartoum 
 
Responsibilities: 
Administrative Leadership: 

- Provide overall administrative leadership for the Mycetoma Research Centre. 

- Coordinate and oversee day-to-day administrative operations. 

 
Human Resources: 

- Oversee the recruitment, onboarding, and management of administrative staff. 

- Coordinate staff training and development programmes. 

 

Facilities Management: 
- Supervise the maintenance and functionality of physical facilities. 

- Coordinate with relevant departments for repairs and upgrades. 

 

Communication and Coordination: 
- Act as a liaison between the Mycetoma Research Centre and other university departments. 

- Facilitate communication and collaboration among staff members. 

 

Records and Documentation: 

- Maintain accurate and organised records of administrative activities. 

- Ensure compliance with record-keeping policies and standards. 

 

    Event Coordination: 
- Plan and coordinate events, meetings, and conferences hosted by the Mycetoma Research 

Centre. 

- Collaborate with internal and external stakeholders for successful event execution. 
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    Policy Development and Compliance: 

- Develop and implement administrative policies and procedures. 

- Ensure compliance with university policies and regulations. 

 

Grant and Proposal Support: 
- Assist researchers in the preparation of administrative components of grant proposals. 

- Manage post-award administrative tasks for funded projects. 

 

Problem Solving: 
- Address and resolve administrative issues in a timely and effective manner. 

- Collaborate with relevant parties to find solutions to challenges. 

 

Qualifications: 
- Bachelor's or Master's degree in Business Administration, Public Administration, or a related 

field. 

- Proven experience in administrative leadership roles. 

- Strong organisational and multitasking skills. 

- Excellent communication and interpersonal abilities. 

- Familiarity with university policies and procedures. 
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Job Title: Financial Manager, 
Mycetoma Research Centre, University of Khartoum 
 
Responsibilities: 
Financial Planning and Strategy: 

- Develop and implement financial strategies aligned with the goals of the Mycetoma Research 

Centre. 

- Provide financial guidance to support decision-making processes. 

 

    Budget Management: 
- Prepare and manage the annual budget, ensuring accuracy and adherence to financial policies. 

- Monitor budget performance and provide regular reports to the leadership team. 

 

    Financial Reporting: 
- Generate accurate and timely financial reports for internal and external stakeholders. 

- Ensure compliance with accounting standards and university regulations. 

 

    Grant Management: 
- Oversee financial aspects of grant proposals and funded projects. 

- Work closely with researchers to develop budget proposals for grant applications. 

 

    Audit and Compliance: 
- Coordinate and facilitate internal and external audits. 

- Ensure compliance with financial regulations and reporting requirements. 

 

    Financial Analysis: 
- Conduct financial analysis to identify trends, risks, and opportunities. 

- Provide recommendations for improving financial performance. 

 

    Expense Management: 
- Monitor and control expenditures to ensure they align with the budget. 

- Implement cost-saving initiatives where applicable. 
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    Financial Systems and Processes: 
- Oversee the implementation and maintenance of financial systems. 

- Streamline financial processes for efficiency and accuracy. 

 

    Collaboration: 
- Work collaboratively with other departments and stakeholders to achieve financial goals. 

- Provide financial insights and support to different functional areas. 

 

Qualifications: 
- Bachelor’s or Master’s degree in Finance, Accounting, or a related field. 

- Professional certification (e.g., CPA, CMA) is preferred. 

- Proven experience in financial management, preferably in a research or academic setting. 

- Strong knowledge of financial regulations and accounting principles. 

- Proficient in financial software and Microsoft Excel. 

- Excellent analytical and problem-solving skills. 
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Job Title: Laboratory Manager 
Mycetoma Research Centre, University of Khartoum 

 
Responsibilities: 
1. Laboratory Operations: 

- Oversee the day-to-day operations of the laboratory, ensuring efficiency and compliance with 

safety protocols. 

- Manage and coordinate laboratory staff to support research activities. 

 

2. Quality Control: 
- Implement and maintain quality control measures to ensure the accuracy and reliability of 

laboratory results. 

- Monitor and address issues related to data integrity. 

 

3. Equipment Management: 
- Supervise the maintenance, calibration, and repair of laboratory equipment. 

- Ensure that all equipment is in proper working condition for research activities. 

 

4. Research Support: 
- Collaborate with researchers to design and implement laboratory protocols and experiments. 

- Provide technical expertise and support for laboratory-based research projects. 

 

5. Training and Development: 
- Train and mentor laboratory staff on proper laboratory techniques and safety procedures. 

- Facilitate professional development opportunities for laboratory personnel. 

 

6. Inventory Management: 
- Manage laboratory supplies, reagents, and consumables. 

- Maintain an organised inventory system and reorder supplies as needed. 

 

7. Safety Compliance: 
- Enforce and uphold laboratory safety standards and protocols. 

- Ensure compliance with regulatory requirements for laboratory facilities. 
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8. Data Management: 
- Oversee the documentation and organisation of laboratory data. 

- Collaborate with researchers to ensure accurate and secure data storage. 

 

9. Collaboration: 
- Collaborate with other departments and researchers to facilitate interdisciplinary projects. 

- Foster a collaborative and communicative environment within the laboratory. 

 

 
Qualifications: 

- Bachelor’s or Master’s degree in a relevant scientific discipline. 

- Proven experience in laboratory management, preferably in a research or academic setting. 

- Familiarity with safety regulations and protocols. 

- Strong organisational and leadership skills. 

- Excellent communication and interpersonal abilities. 

- Proficiency in laboratory software and data management tools. 
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Job Title: Director 
Mycetoma Research Centre, University of Khartoum 
 

Responsibilities: 
1. Strategic Leadership: 

- Provide visionary leadership to guide the overall direction and goals of the Mycetoma Research 

Centre. 

- Develop and communicate a strategic vision for the center's research initiatives. 

 

2. Research Programme Oversight: 
- Oversee the planning, implementation, and evaluation of research programs. 

- Collaborate with researchers to ensure alignment with the center's objectives. 

 

3. Financial Management: 
- Manage the financial aspects of the center, including budget development and resource 

allocation. 

- Seek and secure funding opportunities to support research projects. 

 

4. Stakeholder Engagement: 
- Build and maintain effective relationships with internal and external stakeholders, including 

researchers, faculty, and funding agencies. 

- Represent the center in academic and professional forums. 

 

5. Collaboration and Team Building: 
- Foster a collaborative and inclusive research environment. 

- Build and lead multidisciplinary research teams. 

 

6. Research Quality and Compliance: 
- Ensure the highest standards of research quality and adherence to ethical guidelines. 

- Oversee compliance with relevant regulations and protocols. 

 

7. Strategic Partnerships: 
- Identify and cultivate strategic partnerships with other research institutions, government bodies, 

and industry partners. 

- Enhance the center's visibility and impact through collaborations. 
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8. Innovation and Technology Integration: 
- Promote the integration of innovative technologies and methodologies in research activities. 

- Stay informed about advancements in the field of mycetoma research. 

 

9. Publications and Dissemination: 
- Encourage and support researchers in publishing their findings in reputable scientific journals. 

- Facilitate the dissemination of research outcomes through conferences and other channels. 

 

10. Professional Development: 
- Support the professional development of staff and researchers within the center. 

- Foster a culture of continuous learning and skill enhancement. 

 
 
Qualifications: 

- MD, PhD in a relevant scientific discipline. 

- Proven leadership experience in a research or academic setting. 

- Strong track record of successful research projects and publications. 

- Excellent communication and interpersonal skills. 

- Ability to attract and secure research funding. 

- Knowledge of mycetoma or related fields is preferred. 
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Job Title: Communication and Media Officer 
Mycetoma Research Centre, University of Khartoum 

 
 
Responsibilities: 
1. Communication Strategy: 

- Develop and implement a comprehensive communication strategy to enhance the visibility and 

reputation of the Mycetoma Research Centre. 

- Align communication efforts with the center's mission and goals. 

 

2. Content Creation: 
- Create engaging and informative content for various communication channels, including press 

releases, articles, and social media posts, to effectively convey your message. 

- Collaborate with researchers to translate complex scientific concepts into accessible content for 

the public. 

 

3. Media Relations: 
- Cultivate relationships with media outlets to secure coverage of the center's research activities. 

- Act as a spokesperson for the Mycetoma Research Centre in media interactions. 

 

4. Social Media Management: 
- Manage and curate content for the center's social media platforms. 

- Monitor social media channels for trends and engage with the online community. 

 

5. Website Management: 
- Oversee the development and maintenance of the center's website. 

- Ensure that website content is up-to-date and user-friendly. 

 

6. Internal Communication: 
- Facilitate internal communication among staff and researchers. 

- Coordinate and disseminate important information within the center. 
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7. Event Promotion: 
- Promote events, conferences, and seminars hosted by the Mycetoma Research Centre through 

various channels. 

- Develop promotional materials and coordinate outreach efforts to effectively promote the 

organisation's initiatives. 

 

8. Brand Management: 
- Ensure consistent branding and messaging across all communication materials. 

- Uphold and enhance the center's brand identity. 

 

9. Community Engagement: 
- Develop and implement strategies for engaging with the local and global community. 

- Foster positive relationships with community stakeholders. 

 

10. Metrics and Reporting: 
- Track and analyse the effectiveness of communication strategies. 

- Prepare regular reports on communication activities and metrics. 

 
Qualifications: 

- Bachelor's or Master's degree in Communication, Public Relations, Journalism, or a related 

field. 

- Proven experience in communication and media roles, preferably in a research or academic 

setting. 

- Strong writing and editing skills. 

- Proficiency in social media management and content creation. 

- Knowledge of scientific communication and terminology is a plus. 
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Job Title: Researcher 
Mycetoma Research Centre, University of Khartoum 

 
Responsibilities: 
1. Research Design and Execution: 

- Plan, design, and execute research projects in the field of mycetoma, contributing to the 

advancement of knowledge in the discipline. 

- Develop and implement research protocols and methodologies. 

 

2. Data Collection and Analysis: 
- Collect, analyse, and interpret research data using appropriate statistical and analytical 

methods. 

- Ensure the accuracy and reliability of research findings. 

 

3. Publication and Dissemination: 
- Prepare and publish research findings in reputable scientific journals. 

- Present research outcomes at conferences and other academic forums. 

 

4. Collaboration: 
- Collaborate with multidisciplinary teams within the Mycetoma Research Centre and external 

partners. 

- Contribute to the development of collaborative research initiatives. 

 

5. Grant Proposal Development: 
- Contribute to the development of grant proposals by providing research expertise and 

contributing to the scientific components of proposals. 

- Assist in securing funding for research projects. 

 

6. Continuous Learning: 
- Stay abreast of advancements in mycetoma research and related fields. 

- Participate in professional development opportunities to enhance research skills. 

 

7. Ethical Compliance: 
- Ensure compliance with ethical standards and regulations in all research activities. 

- Uphold the highest ethical standards in the conduct of research. 
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8. Mentorship and Training: 
- Mentor and provide guidance to junior researchers, graduate students, and research assistants. 

- Facilitate training sessions on research methodologies and techniques. 

 

9. Laboratory and Field Work: 
- Conduct laboratory experiments and fieldwork as necessary for research projects. 

- Ensure the proper handling and documentation of laboratory data. 

 

Qualifications: 
- Ph.D. in a relevant scientific discipline (e.g., Microbiology, Immunology, Epidemiology). 

- Demonstrated expertise in mycetoma or related research areas. 

- Proven track record of research publications in peer-reviewed journals. 

- Strong analytical and problem-solving skills. 

- Excellent communication and collaboration abilities. 

- Ability to work independently and as part of a team. 

  



 The Mycetoma Research Centre 
 

 
 

Job Title: Laboratory Quality Management Officer 
Mycetoma Research Centre, University of Khartoum 

 
 
Responsibilities: 
1. Quality Management Systems: 

- Develop, implement, and maintain a comprehensive quality management system for the 

laboratory in accordance with relevant standards and regulations. 

- Ensure adherence to quality assurance and control processes. 

 

2. Compliance Monitoring: 
- Monitor and enforce compliance with laboratory protocols, safety regulations, and ethical 

standards to ensure adherence to these guidelines. 

- Conduct regular audits to assess and improve overall laboratory quality. 

 

3. Training and Education: 
- Provide training to laboratory staff on quality assurance and control procedures. 

- Educate staff on the importance of quality in research and laboratory activities. 

 

4. Documentation and Record-Keeping: 
- Establish and maintain accurate and organised documentation of laboratory procedures, 

protocols, and quality records. 

- Ensure the availability of up-to-date standard operating procedures (SOPs). 

 

5. Quality Audits: 
- Plan and conduct internal audits to assess the effectiveness of laboratory quality systems. 

- Prepare and implement corrective and preventive action plans based on audit findings. 

 

6. Continuous Improvement: 
- Identify opportunities for continuous improvement in laboratory processes and procedures. 

- Collaborate with laboratory staff to implement quality improvement initiatives. 

 

7. Equipment and Instrumentation: 
- Oversee the calibration, maintenance, and validation of laboratory equipment. 

- Ensure that equipment meets quality standards and is functioning properly. 
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8. Data Integrity: 
- Implement measures to safeguard the integrity of laboratory data. 

- Verify and validate data to ensure accuracy and reliability. 

 

9. External Accreditation: 
- Work towards obtaining and maintaining relevant laboratory accreditations. 

- Collaborate with external agencies to facilitate accreditation processes. 

 

 
Qualifications: 

- Bachelor’s or Master’s degree in a relevant scientific discipline. 

- Certification in quality management or laboratory quality assurance is preferred. 

- Proven experience in laboratory quality management, preferably in a research or academic 

setting. 

- Familiarity with relevant quality standards and regulations. 

- Strong attention to detail and organisational skills. 

- Excellent communication and interpersonal abilities. 
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Job Title: Laboratory Technologist,  
Mycetoma Research Centre, University of Khartoum 

 
Responsibilities: 
1. Laboratory Operations: 

- Conduct and assist in a variety of laboratory tests and experiments related to mycetoma 

research. 

- Ensure the proper functioning and maintenance of laboratory equipment to ensure optimal 

performance. 

 

2. Sample Collection and Handling: 
- Collect, receive, and process research samples in accordance with established protocols. 

- Maintain accurate records of sample information and handling procedures. 

 

3. Quality Control: 
- Implement and adhere to quality control measures to ensure the accuracy and reliability of 

laboratory results. 

- Participate in internal and external quality assurance programs. 

 

4. Data Documentation: 
- Record and document laboratory procedures, results, and observations accurately and 

promptly. 

- Prepare detailed reports on experiments and findings. 

 

5. Collaboration with Researchers: 
- Collaborate with researchers to design and optimise experimental protocols. 

- Provide technical support and expertise for laboratory-based research projects. 

 

6. Equipment Management: 
- Operate, calibrate, and maintain laboratory equipment in accordance with standard 

operating procedures. 

- Identify and troubleshoot equipment issues and coordinate repairs. 
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7. Safety Compliance: 
- Enforce and adhere to laboratory safety protocols and guidelines at all times. 

- Ensure a safe working environment for all laboratory personnel. 

 

8. Inventory Management: 
- Manage and maintain laboratory supplies, reagents, and consumables. 

- Monitor inventory levels and reorder supplies as needed. 

 

9. Data Analysis: 
- Assist in the analysis and interpretation of research data using relevant software. 

- Collaborate with researchers in data analysis and presentation. 

 

10. Professional Development: 
- Stay informed about advancements in laboratory techniques and technologies. 

- Participate in training and development programs to enhance skills and knowledge. 

 
Qualifications: 

- Bachelor's or Master's degree in a relevant scientific discipline (e.g., Microbiology, 

Biochemistry). 

- Proven experience as a laboratory technologist, preferably in a research or academic 

setting. 

- Knowledge of laboratory safety protocols and quality control measures. 

- Familiarity with laboratory equipment and instrumentation. 

- Strong attention to detail and analytical skills. 

- Excellent communication and collaboration abilities. 
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Job Title: Pharmacist,  
Mycetoma Research Centre, University of Khartoum 

 
Responsibilities: 
1. Medication Management: 

- Dispense medications and pharmaceutical supplies in accordance with established 

protocols and prescriptions. 

- Collaborate with healthcare professionals and researchers to ensure the appropriate use of 

medications in mycetoma research. 

 

2. Clinical Support: 
- Provide pharmaceutical guidance and support to clinical research teams. 

- Collaborate with healthcare providers to optimise patient care related to mycetoma 

treatment. 

 

3. Medication Counseling: 
- Educate patients and research participants on the proper use, dosage, and potential side 

effects of prescribed medications. 

- Address medication-related inquiries and concerns. 

 

4. Inventory Management: 
- Manage and maintain an organised inventory of pharmaceuticals, ensuring adequate stock 

levels. 

- Monitor expiration dates and coordinate the disposal of expired medications. 

 

5. Regulatory Compliance: 
- Ensure compliance with pharmaceutical regulations, including licensing and record-keeping 

requirements, to maintain regulatory approval. 

- Stay updated on changes in pharmaceutical laws and regulations. 

 

6. Collaboration with Research Teams: 
- Work closely with researchers to understand medication requirements for clinical trials and 

research studies. 

- Assist in the procurement of specialised medications for research purposes. 
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7. Adverse Event Reporting: 
- Monitor and report adverse drug reactions and events as per regulatory requirements. 

- Collaborate with the research team to address safety concerns related to medications. 

 

8. Quality Assurance: 
- Implement quality assurance measures to ensure the integrity and safety of pharmaceuticals 

used in research. 

- Participate in internal and external quality control and assurance programmes. 

 

9. Documentation and Record-Keeping: 
- Maintain accurate and organised records of medication dispensing, counseling, and related 

activities. 

- Prepare reports on medication utilisation for research purposes. 

 

10. Professional Development: 
- Stay informed about advancements in pharmaceuticals and related research. 

- Participate in continuing education and training programs to enhance skills and knowledge. 

 

Qualifications: 
- Bachelor's or Master's degree in Pharmacy from an accredited institution. 

- Licensed pharmacist with relevant certifications. 

- Experience in a clinical or research pharmacy setting is preferred. 

- Strong knowledge of pharmaceutical laws and regulations. 

- Excellent communication and interpersonal skills. 

- Attention to detail and ability to work in a collaborative team environment. 
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Job Title: Ultrasound Technologist,  
Mycetoma Research Centre, University of Khartoum 

 
Responsibilities: 
1. Ultrasound Imaging Diagnosis: 

- Perform high-quality ultrasound examinations on mycetoma-suspected patients. 

- Capture clear and accurate images to aid in the diagnosis and monitoring of mycetoma-

related conditions. 

 

2. Equipment Operation: 
- Operate and maintain ultrasound equipment to ensure its proper functioning and calibration. 

- Troubleshoot equipment issues and coordinate with relevant personnel for repairs. 

 

3. Patient Care: 
- Prepare and position patients for ultrasound examinations, ensuring their comfort and 

safety. 

- Provide clear instructions to patients regarding the imaging procedure. 

 

4. Collaboration with Researchers: 
- Work closely with researchers and healthcare providers to understand specific imaging 

requirements for mycetoma research projects. 

- Participate in multidisciplinary discussions to contribute imaging insights to research 

studies. 

 

5. Data Collection and Documentation: 
- Record and document patient information, imaging procedures, and findings accurately. 

- Ensure the secure storage and organisation of ultrasound images and related data. 

 

6. Quality Assurance: 
- Implement and adhere to quality assurance measures to maintain high standards in 

ultrasound imaging. 

- Participate in internal and external quality control programmes. 
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7. Patient Education: 
- Educate patients on the ultrasound procedure, addressing any concerns or questions they 

may have. 

- Provide information on the importance of ultrasound in mycetoma research. 

 

8. Safety Compliance: 
- Adhere to safety protocols and guidelines to minimise risks during ultrasound examinations. 

- Monitor and maintain a safe environment in the ultrasound laboratory. 

 

9. Professional Development: 
- Stay updated on advancements in ultrasound technology and related research. 

- Attend relevant training and educational programs to enhance skills and knowledge. 

 

Qualifications: 
- Certification or Associate's/Bachelor's degree in Diagnostic Medical Sonography or a related 

field. 

- Relevant experience as an ultrasound technologist, preferably in a research or academic 

setting. 

- Knowledge of ultrasound equipment operation, maintenance, and troubleshooting. 

- Strong interpersonal and communication skills. 

- Attention to detail and the ability to work independently and collaboratively. 
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Job Title: Medical Photographer,  
Mycetoma Research Centre, University of Khartoum 

 
Responsibilities: 
1. Clinical Photography: 

- Capture high-quality clinical photographs of patients participating in mycetoma research 

studies. 

- Ensure accurate representation of skin conditions and related medical observations. 

 

2. Intraoperative Photography: 
- Document surgical procedures, biopsies, and other medical interventions with precision and 

attention to detail. 

- Coordinate with healthcare providers to capture critical moments during procedures. 

 

3. Photographic Documentation: 
- Maintain a systematic and organised photographic record of patients' progress and 

treatment outcomes. 

- Label, categorise, and securely store images for research and reference purposes. 

 

4. Collaboration with Researchers: 
- Work closely with researchers to understand specific imaging requirements for mycetoma 

research projects. 

- Provide expertise in capturing images that contribute to the visual documentation of 

research findings. 

 

5. Patient Education: 
- Explain the purpose of medical photography to patients and obtain informed consent for 

image capture. 

- Educate patients on the importance of photographic documentation in their treatment and 

research participation. 
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6. Image Editing and Processing: 
- Edit and process images as needed for clarity, accuracy, and consistency. 

- Ensure adherence to ethical standards when modifying or enhancing images. 

 

7. Equipment Maintenance: 
- Operate and maintain photographic equipment, including cameras, lighting, and related 

accessories. 

- Monitor equipment functionality and coordinate repairs or upgrades as necessary. 

 

8. Data Protection and Confidentiality: 
- Implement measures to protect the privacy and confidentiality of patient images. 

- Adhere to ethical guidelines for the storage and sharing of medical photographs. 

 

9. Compliance with Standards: 
- Follow established standards and guidelines for medical photography in accordance with 

institutional and industry regulations. 

- Stay updated on advancements in medical photography techniques and standards. 

 

10. Professional Development: 
- Engage in continuous learning and professional development activities to enhance 

photography skills. 

- Attend relevant workshops and training programmes. 

 

Qualifications: 
- Bachelor's degree in Photography, Medical Illustration, or a related field. 

- Proven experience as a medical photographer, preferably in a research or clinical setting. 

- Proficiency in using photography equipment and image editing software. 

- Strong communication and interpersonal skills. 

- Understanding of ethical considerations in medical photography. 
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Job Title: Librarian,  
Mycetoma Research Centre, University of Khartoum 

 
Responsibilities: 
1. Collections Management: 

- Develop and maintain a comprehensive collection of resources, including books, journals, 

and digital materials, relevant to mycetoma research and related disciplines. 

- Implement efficient cataloguing and classification systems. 

 

2. Information Retrieval: 
- Assist researchers and staff in locating and retrieving relevant information and resources. 

- Provide training on effective information retrieval methods. 

 

3. Database Management: 
- Manage the library's database to ensure accurate records of available resources. 

- Regularly update and maintain digital databases for efficient access. 

 

4. Reference Services: 
- Provide reference and research assistance to researchers, faculty, and students. 

- Assist in literature searches and bibliographic referencing. 

 

5. Acquisition of Materials: 
- Collaborate with researchers and faculty to identify and acquire new materials based on 

research needs. 

- Stay informed about new publications and resources in mycetoma and related fields. 

 

6. Interlibrary Loans: 
- Coordinate interlibrary loan services to facilitate access to resources not available within the 

center. 

- Manage loan requests and returns promptly. 
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7. Library Programs and Workshops: 
- Plan and conduct educational programs, workshops, and training sessions related to library 

resources and research skills. 

- Promote information literacy within the research community. 

 

8. Digital Archiving: 
- Oversee the digital archiving of research publications, reports, and other relevant materials. 

- Ensure the long-term preservation of digital assets. 

 

9. Collaboration with Researchers: 
- Collaborate with researchers to support their information and research needs. 

- Stay informed about ongoing research projects to ensure library resources are aligned 

accordingly. 

 

10. Budget Management: 
- Manage the library budget, including the allocation of funds for acquisitions, subscriptions, 

and other library services. 

 

Qualifications: 
- Bachelor's or Master's degree in Library Science, Information Science, or a related field. 

- Proven experience as a librarian, preferably in a research or academic setting. 

- Familiarity with library management systems and digital archiving tools. 

- Strong organisational and communication skills. 

- Knowledge of mycetoma and neglected tropical diseases is a plus. 
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Job Title: Support Staff,  
Mycetoma Research Centre, University of Khartoum 

 
Responsibilities: 
1. Facilities Maintenance: 

- Ensure the cleanliness and orderliness of research facilities, including offices, laboratories, and 

common areas. 

- Perform routine maintenance tasks to create a safe and functional working environment. 

 

2. Office Assistance: 
- Assist with general administrative tasks, such as photocopying, filing, and organising 

documents. 

- Distribute mail and packages to the appropriate recipients. 

 

3. Meeting and Event Support: 
- Set up meeting rooms, including arranging seating and ensuring the availability of audio-visual 

equipment. 

- Provide logistical support for events, conferences, and seminars hosted by the Mycetoma 

Research Centre. 

 

4. Inventory Management: 
- Assist in managing inventory for office and research supplies. 

- Keep track of stock levels and notify relevant personnel of any shortages. 

 

5. Assistance to Researchers: 
- Support researchers and laboratory staff with non-technical tasks as needed. 

- Assist in the preparation and organisation of materials for experiments and studies. 

 

6. Security Oversight: 
- Monitor access to research facilities and ensure that security protocols are followed. 

- Report any security concerns or issues to appropriate authorities. 

 

7. Transportation Assistance: 
- Provide assistance with transportation needs, including arranging vehicles for research-related 

travel. 
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- Maintain cleanliness and perform basic maintenance checks on research vehicles. 

 

8. Collaboration with Various Departments: 
- Collaborate with various departments to ensure smooth operations and effective 

communication. 

- Assist in the coordination of activities that involve multiple departments. 

 

9. Visitor Assistance: 
- Greet and assist visitors to the Mycetoma Research Centre. 

- Provide information and directions as needed. 

 

10. Adherence to Health and Safety Protocols: 
- Follow health and safety guidelines to ensure a secure and healthy working environment. 

- Participate in safety training programs as required. 

 

Qualifications: 
- High school diploma or equivalent. 

- Previous experience in a supporting role is advantageous. 

- Strong organisational and multitasking skills. 

- Effective communication and interpersonal abilities. 

- Willingness to learn and adapt to the needs of the research center. 
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Job Title: Security Staff, 
Mycetoma Research Centre, University of Khartoum 

 
Responsibilities: 
1. Facility Security: 

- Patrol and monitor the premises of the Mycetoma Research Centre to ensure a secure 

environment. 

- Conduct routine security checks of buildings, laboratories, and research facilities. 

 

2. Access Control: 
- Control and monitor access to the research center, verifying the identity of staff, visitors, and 

contractors. 

- Enforce access policies and procedures to maintain a secure perimeter. 

 

3. Crisis Response: 
- Respond promptly to security incidents, emergencies, and alarms. 

- Collaborate with emergency services when required and provide assistance to resolve 

crises. 

 

4. Surveillance: 
- Utilise surveillance systems to monitor key areas of the research center. 

- Report any suspicious activities and incidents to relevant authorities. 

 

5. Vehicle and Parking Security: 
- Monitor and control the entry and exit of vehicles to the research center premises. 

- Ensure the proper use of parking facilities and enforce parking regulations. 

 

6. Safety Inspections: 
- Conduct safety inspections to identify and address potential security hazards. 

- Report any safety concerns to the appropriate personnel for corrective action. 

 

7. Collaboration with Law Enforcement: 
- Collaborate with local law enforcement agencies to enhance the overall security of the 

research center. 

- Provide necessary information and support during investigations. 
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8. Security Documentation: 
- Maintain accurate and detailed records of security-related activities, incidents, and reports. 

- Assist in the preparation of security documentation and reports. 

 

9. Training and Awareness: 
- Participate in security training programs to stay informed about best practices and 

procedures. 

- Educate staff on security protocols and emergency response measures. 

 

10. Communication: 
- Effectively communicate with staff, visitors, and contractors to promote a culture of security 

awareness. 

- Report security-related information to the appropriate authorities. 

 

Qualifications: 
- High school diploma or equivalent. 

- Proven experience in security roles, preferably in a research or academic environment. 

- Basic knowledge of security systems and procedures. 

- Good physical condition and ability to perform security duties effectively. 

- Strong communication and interpersonal skills. 

- Certification in security-related training is a plus. 
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Job Title: Record Keeper,  
Mycetoma Research Centre, University of Khartoum 

 
Responsibilities: 
1. Record Management: 

- Maintain organised and accurate records for the Mycetoma Research Centre, including both 

physical and electronic files. 

- Establish a systematic filing and indexing system to facilitate the efficient retrieval of 

documents. 

 

2. Data Entry: 
- Enter data into electronic databases and information systems accurately and in a timely 

manner. 

- Ensure data integrity and consistency across various records. 

 

3. Document Control: 
- Control the distribution and access to documents to prevent unauthorised use or disclosure. 

- Maintain version control for documents and ensure that the latest versions are accessible 

to authorised personnel. 

 

4. Archiving: 
- Implement and oversee the archiving and disposal of records in accordance with established 

policies. 

- Maintain a log of archived records for easy tracking and retrieval. 

 

5. Record Retrieval: 
- Respond to requests for information and retrieve relevant records for staff, researchers, or 

external stakeholders. 

- Ensure timely and accurate provision of requested records. 

 

6. Collaboration with Departments: 
- Collaborate with various departments to understand their record-keeping needs and 

requirements. 

- Facilitate the transfer of records between departments when necessary. 
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7. Quality Assurance: 
- Conduct regular audits to ensure the accuracy, completeness, and compliance of records 

with established standards. 

- Identify and rectify discrepancies in record-keeping practices. 

 

8. Training and Guidance: 
- Provide training and guidance to staff on proper record-keeping procedures and the use of 

record management systems. 

- Assist in the development and implementation of record-keeping policies. 

 

9. Confidentiality and Security: 
- Uphold the confidentiality and security of sensitive records and information. 

- Implement measures to safeguard records against unauthorised access or disclosure. 

 

10. Reporting: 
- Generate regular and ad-hoc reports on record-keeping activities, including archiving, data 

entry, and document control. 

- Communicate any challenges or improvements needed in the record-keeping process. 

 

Qualifications: 
- High school diploma or equivalent; additional education in record management is a plus. 

- Proven experience as a record keeper or in a similar role. 

- Familiarity with record-keeping software and electronic databases. 

- Attention to detail and strong organisational skills. 

- Excellent communication and interpersonal abilities. 
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Job Title: Social Worker, 
Mycetoma Research Centre, University of Khartoum 

 
Responsibilities: 
1. Patient Support: 

- Provide emotional support and counseling to patients and their families affected by 

mycetoma. 

- Collaborate with healthcare professionals to address the psychosocial needs of patients 

undergoing treatment. 

 

2. Case Management: 
- Conduct assessments of patients' social and emotional well-being to develop individualised 

care plans. 

- Coordinate and facilitate access to social services, community resources, and support 

networks. 

 

3. Crisis Intervention: 
- Intervene in crisis situations, offering immediate support and resources to individuals facing 

emergencies or critical health events. 

- Collaborate with the multidisciplinary team to develop crisis management plans. 

 

4. Advocacy: 
- Advocate for the rights and needs of patients within the healthcare system and the 

community. 

- Raise awareness of mycetoma-related challenges and advocate for improved services and 

support. 

 

5. Community Engagement: 
- Engage with local communities to raise awareness about mycetoma and reduce the stigma 

associated with it. 

- Organise community outreach programs to promote health education and social well-being. 
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6. Support Groups: 
- Facilitate support groups for patients and families to share experiences, coping strategies, 

and emotional support. 

- Organise and lead educational sessions within support groups. 

 

7. Education and Training: 
- Provide training to healthcare professionals on psychosocial aspects of mycetoma care. 

- Offer workshops and educational sessions to the community on mental health and well-

being. 

 

8. Collaboration with Researchers: 
- Collaborate with researchers to incorporate social and behavioural aspects into mycetoma 

research projects. 

- Assist in the development of research initiatives that address social determinants of health. 

 

9. Documentation: 
- Maintain accurate and confidential records of social work interventions and patient 

interactions to ensure the integrity of patient care. 

- Prepare reports on the social and emotional aspects of patient care for research purposes. 

 

10. Professional Development: 
- Stay informed about developments in the field of social work and healthcare. 

- Attend relevant workshops and training programs to enhance skills and knowledge. 

-  

Qualifications: 
- Bachelor's or Master's degree in Social Work or a related field. 

- Licensed or certified social worker, as required by local regulations. 

- Experience in healthcare or social work, particularly in a clinical or research setting. 

- Strong communication and interpersonal skills. 

- Sensitivity to cultural diversity and the ability to work with diverse populations. 


