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United Nations Assistance Mission for Iraq (UNAMI) 
INTERNAL/EXTERNAL VACANCY ANNOUNCEMENT
	Vacancy No.
	     014/2010
	Deadline
	    17 March 2010 

	Post Title
	Engineering Assets Assistant     
	Level
	GL-5

	Organizational Unit
	Engineering Section
	Location
	Kuwait 

	VA date:
	       04 March 2010
	
	

	DUTIES AND RESPONSIBILITIES 

	Under the overall guidance and supervision of the Regional Engineer, the incumbent will be responsible for the following duties:
· Ensure the smooth operation of all aspects of the Engineering asset management operations in Kuwait in accordance with UN regulations and guidelines; 
· Raise new Requisitions in Mercury System and prepare Service Certification Report (SCR); 

· Follow up with Finance for vendors payment,

· Perform physical inspection and stock takes of engineering items and verify assets in UNAMI assets database (Galileo); 

· Identify and correct records indicating discrepancies in the inventory and liaises with asset holders/user to resolve problems;  

· Evaluate stock levels and advise the supervisor on requirements and surplus quantities of assets and related equipment; 

· Coordinate with the PCIU and R & I Units to ensure correct and proper accountability of engineering assets; 

· Perform administrative functions such as maintaining  unit’s filing system in hard and soft copy formats, ensure availability of office equipment and supplies and provide human resources administrative support;  

· Perform other duties as required.



	QUALIFICATIONS AND EXPERIENCE

	Education: High School or equivalent diploma. University degree in business administration or logistics management would be an asset.       

Experience: A minimum of 5 years of experience in a similar position or in the field of administrative and logistical related activities. Familiarity and technical knowledge of engineering equipments within the UN system is desirable.  

Language: Fluency in English and Arabic (oral and written) is essential. 

IT Skills: Proficiency in computer software applications (Galileo, Business Object, MS Windows, Word, Excel, Access, Power Point, Lotus Notes). Valid Drivers license. 

	UN CORE VALUES AND COMPETENCIES

	Professionalism: Ability to apply proper safety practices and environmental standards related to work assignments. Ability to manage processes, maintains accurate records, interpret/ analyze a wide variety of data, high degree of initiative and independence. 
Planning and organizing: Ability to prioritize work, under the pressure of frequent and tight deadlines often in difficult and demanding conditions. Ability to handle a large volume of work in an efficient and timely manner. 
Teamwork:  Good interpersonal skills; ability to work in multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. Demonstrated ability to develop and maintain effective work relationships with client departments. 
Technological Awareness: Initiative and willingness to learn new skills and flexibility toward changes in assignment tasks. Ability to keep abreast of changes in engineering technology. 

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 email address: unami-staffing@un.org. 

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

Incomplete P.11s will not be processed. 

Women candidates are encouraged to apply and in the selection process, preference will be given to equally qualified women candidates.
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.









