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United Nations Assistance Mission for Iraq (UNAMI)

INTERNAL / EXTERNAL VACANCY ANNOUNCEMENT
	Vacancy No.
	          061 /2010 
	Deadline
	     06 September 2010

	Post Title
	Administrative Assistant  
	Level
	GL-5

	Organizational Unit
	Electoral Affairs
	Location
	UNAMI, Baghdad 

	VA date
	   24 August 2010 
	
	

	DUTIES AND RESPONSIBILITIES 

	Under the overall guidance and supervision of the Electoral Affairs Officer, the incumbent will be responsible for the following duties: 
General Administration: 

· Draft routine correspondence in respect of relevant administrative matters;

· Provide administrative support to the Electoral Affairs Office by answering various queries to concerned parties, tending to visitor requests, preparing for and coordinating meeting venues, creating and overseeing a calendar of events including scheduling of meetings; 

· Maintain an updated contact list for the Office, provide administrative support in reparation of reports and briefing papers on a variety of issues in keeping with the unit’s objectives including translation of documents; 

· Control, update and maintain the unit’s filing system, both in electronic and hard copy format and assist in the management of information by screening and responding to requests for information and through overall data management;

· Coordinate extensively with service units and liaise with internal team members;

· Ensure continuous availability of office equipment and supplies for all staff.

Human Resources Management: 

· Initiate, review, process and follow-up on actions related to the administration of the unit’s human resources activities e.g. time and attendance, travel related issues;  

· Provide assistance and orientation to unit’s incoming mission members.    

	QUALIFICATIONS AND EXPERIENCE

	Education: High School or equivalent diploma. University degree in related business or public administration is an asset.       

Experience: A minimum of 5 years of experience in general administration and office support in a similar position in other international/national organizations. Experience within UN system is an asset. 

Language: Fluency in oral and written English is essential
Other skills: Knowledge of the UN systems, staff rules and regulations as well as administrative policies and practices is an asset. Proficiency in computer software applications (Word, Excel, Power Point) is required.

	UN CORE VALUES AND COMPETENCIES

	Professionalism: Ability to manage processes, maintains accurate records, interpret/ analyze a wide variety of data, and identify/resolve data discrepancies and activity problems. Practices discretion and observes confidentiality.   

Teamwork: Good interpersonal skills, ability to work in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity.  Demonstrated ability to develop and maintain effective work relationships with budget/finance, human resource counterparts and client departments.

Planning and organizing: Uses time efficiently.  Ability to prioritize assignments and allocate appropriate time for completing work.  Strictly observes deadlines.  Works well under pressure.  Ability to handle a large volume of work in an efficient and timely manner.
Communication: Ability to speak and write clearly and effectively. 
Technological Awareness: Solid computer skills including proficiency and in-depth knowledge of MS office applications (Excel, Word, Power Point ) 
Client Orientation:  Receptive towards client needs.  Maintains tact and diplomacy at all times.

	APPLICATIONS

	Interested candidates should complete the attached United Nations Personal History form (P.11) and forward it electronically at the following e-mail address: unami-staffing@un.org

Please indicate the post and vacancy number you are applying for.    

Incomplete P.11s will not be processed. 

Only applicants who are short-listed will receive an acknowledgement within two weeks from the deadline for submission of applications.

	The necessity for ensuring the highest standards of efficiency, competence and integrity remain the paramount considerations in the employment of personnel.  To ensure fairness and transparency, selection will be made on a competitive basis through a selection panel.








