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United Nations Assistance Mission for Iraq (UNAMI) 

INTERNAL/EXTERNAL VACANCY ANNOUNCEMENT

	Vacancy No.
	           062/2010 
	Deadline
	 11 September 2010

	Post Title
	Transport Clerk   
	Level
	GL- 4

	Organizational Unit
	Transport Section 
	Location
	UNAMI, Amman  

	VA date:
	   29 August 2010 
	
	

	DUTIES AND RESPONSIBILITIES 

	Under the overall guidance of the Chief Transport Officer (CTO) and direct supervision of the Fleet Manager, the Transport Clerk will be responsible for the following duties:

· Prepare duty roster of all national drivers assigned to the Dispatch unit and perform driving duties as and when required; 

· Provide transportation services for UNAMI personnel and Cargo as requested by the MOVCON or by the other authorized components of the Mission.

· Liaise and coordinate with the Workshop Foreman on the periodic maintenance and repair of the pool vehicles to ascertain the efficiency of the transportation service; 

· Control the issue of pool vehicles on ad hoc basis or as directed by the CTO in accordance with the UNAMI vehicle rules and regulations and other specific instructions provided by UNAMI vehicle establishment committee (VEC); 

· Ensure that transportation equipment have been returned in good working order on pool vehicle return and during check-out by outgoing personnel and ensure that Accident/Incident reports are provided for damaged vehicles; 
· Compile monthly trip tickets of UNAMI Amman vehicle fleet and prepare periodic reports as follows: 
(i) Monthly mileage and fuel consumption report of all UNAMI Baghdad vehicles, return of  the individually assigned vehicles upon departure of staff from the service of UNAMI;


(ii) Statistic on passengers and cargo transported during the month;


(iii) Individual invoices for liberty use of UNAMI vehicles.  

· Conduct any other ad hoc duties delegated by the Fleet Manager/Workshop Foreman.

 

	QUALIFICATIONS AND EXPERIENCE

	Education: High school diploma.  University degree in business, public administration or related field is an asset.       

Work Experience: A minimum of four years of relevant work experience in transport and or logistics operations/supply services is required.  

Languages: Fluency in oral and written English is essential.
IT/other Skills: Proficiency in computer software applications (Word, Excel, Power Point). Must be in possession of national vehicle driving license.

	UN CORE VALUES AND COMPETENCIES

	Professionalism: Demonstrated ability to manage diverse transport operations. Ability to review alternative options and select most effective and cost efficient mode of transport. Demonstrates ability to complete in-depth analyses and to formulate conclusions/recommendations. 

Planning and Organizing: Ability to coordinate the work of others, work under pressure of tight and conflicting deadlines and handle multiple concurrent projects/activities. 

Communication: Excellent communication skills including the ability to produce detailed reports and presentations.

Teamwork: Excellent interpersonal skills, including ability to operate effectively across organizational boundaries; ability to establish and maintain effective partnerships and working relations in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity and gender. 

Technological awareness: Knowledge of transport management, operations systems and developments in logistics and transport 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 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.








