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United Nations Assistance Mission for Iraq (UNAMI)
INTERNAL / EXTERNAL VACANCY ANNOUNCEMENT
	Vacancy No.
	      050/2010; 051/2010
	Deadline
	  11 August 2010

	Post Title
	Finance Assistant (2 posts)
	Level
	GL- 5

	Organizational Unit
	Finance Section 
	Location
	UNAMI, Kuwait 

	VA date:
	   29 July 2010
	
	

	DUTIES AND RESPONSIBILITIES

	Under the overall guidance of the Chief Finance Officer and direct supervision of the Finance Officer, the incumbent is responsible for the following duties: 
· Create and maintain individual staff accounts in Sun and Progen systems for all staff; 

· Process in a timely manner, in the Progen System, monthly salary for local staff and MPO (Monthly Payment Orders) for International Staff; 

· Ensure that proper documentation of payroll data is forwarded to the Cashier’s Office for payment; 

· Prepare disbursement/adjustment vouchers, to record any payment / adjustment necessary to the staff accounts; 
· Checking out and processing the final payments for all Individual Contractors and staff separating from UNAMI; 
· Ensure that necessary certifications and approvals are obtained from the respective officers before disbursements are made; 

· Maintain up to date records on staff advances that are recoverable and undertake the necessary follow-up or any other recovery action; 

· Review ongoing account payable final payment balances on all accounts to ensure that timely action is taken; 

· Record financial data in SUN Systems, preparing appropriate vouchers consistent with the Financial Rules and Regulations; 

· Interact with relevant units to ensure the timeliness and accuracy of information for timely recording of transactions in the payroll; 

· Prepare and submit year-end reports to the pension fund (UNJSPF) in respect of the mission’s local staff; 

· Provide finance related advice/services to newly recruited UNAMI staff;  

· Carry out such other related duties as may be assigned.
 

	QUALIFICATIONS AND EXPERIENCE

	Education: High school diploma or equivalent with certificate/diploma in accounting or finance. University degree in finance or accounting is an asset. 
Experience: At least 5 years relevant experience at the national or international level. Intensive work experience in the operation of complex computerized accounting systems and other finance operations is required.  UN experience will be an added advantage.
Languages: A good command of English, written and spoken; (knowledge of Arabic is an advantage).
Other Skills: Good computer skills, including hands on experience in computerized accounting systems and related software. Proficiency in various spreadsheets and word processing applications. Knowledge of UN Regulations and Rules including the financial modules and applications as they relate to accounting procedures, PROGEN, Sun Accounts, Sun Business and Invoice Matching. 

	UN CORE VALUES AND COMPETENCIES

	Professionalism: Ability to operate independently and with minimal supervision. Practices discretion and observes confidentiality.   

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. 

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 counterparts and client departments.

Technological Awareness: Solid computer skills including proficiency and in-depth knowledge of MS office applications (Excel, Access, 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.








