External Vacancy Notice

	To:
	-All UN agencies and International Organizations 

-Relevant UNHCR Offices 

-All others concerned 

	From:
	 Administrative Unit at UNHCR Regional Representation in Rome  

	Subject:
	 External Vacancy Notice –General Service   


	 Vacancy reference 
	  
	Contact person for information 

	GS/VN/10/01
	Senior Admin/Finance Clerk, GL5
RR Rome 
Position No: 1001409
Initial Period: from 1 January to 31 December 2010  with possibility of further extension
 
 
Please refer to the attached job description
	Ms. Nune Hovhannisyan

Senior Regional Admin/Programme Officer

HOVHANN@unhcr.org
Ms. Linda Mandolini
Human Resources / Admin. Unit,
mandolin@unhcr.org



1. Processes entitlements, issues of contracts and maintains various personnel records and files; 

2. Assists in the recruitment of GS staff by evaluating candidate applications and conducting preliminary interviews; 

3. Assists in surveys on local cost of living, local salaries, housing rental and collecting the information on the above-mentioned; Processing requests for visas, identity cards, driving licences and other personnel-related documents; Prepare travel authorization and assist in the submission of travel claims; 

4. Attends meetings on day-to-day admin. matters; administers the movement of local staff members, their attendance, leave plan, overtime, etc.  Assists in the preparation of inventory records of non-expendable equipment for submission to Hqs and takes care of stationary order; 

5. Maintains financial records and monitoring systems to record and reconcile expenditures, balances, payments, statements and other data for day-to-day transactions and reports; 

6. Assists in preparing financial vouchers and monthly accounts;  

7. Selects and enters data from a wide variety of documents, verifying accuracy by checking sources, making necessary calculations and assuring inclusion of all relevant data; 

8. Assists in preparing admin. budget submission for entire year; maintains liaison with officials of local bank to obtain day-to-day information in exchange and interest rates, changes in procedures and regulations and matters pertaining to maintenance of office bank accounts.

9. Performs other duties as required.

	Code
	Managerial Competencies
	Code
	Functional Competencies

	1. FORMCHECKBOX 
  FORMCHECKBOX 
  M001
	Empowering and Building Trust
	1. AD04
	Coordinating administrative budgets and post requirements 

	2. FORMCHECKBOX 
  FORMCHECKBOX 
 M 002
	Managing Performance
	2. AD06
	Field administration 

	3. FORMCHECKBOX 
  FORMCHECKBOX 
 M 003
	Judgement and Decision Making
	3. CL01
	Coordinating with other staffs 

	4. FORMCHECKBOX 
  FORMCHECKBOX 
 M 004
	Strategic Planning and Vision
	4. CL02
	Liaising with external contacts 

	5. FORMCHECKBOX 
  FORMCHECKBOX 
 M005
	Leadership 
	5. FI09
	Carry out transactions 

	6. FORMCHECKBOX 
  FORMCHECKBOX 
 M006
	Managing Resources
	6.  
	 

	Code
	Cross-Functional Competencies

	1. FORMCHECKBOX 
  FORMCHECKBOX 
 X001
	Analytical Thinking

	2. FORMCHECKBOX 
  FORMCHECKBOX 
 X002
	Innovation and Creativity

	3. FORMCHECKBOX 
  FORMCHECKBOX 
 X003
	Technological Awareness

	4. FORMCHECKBOX 
  FORMCHECKBOX 
 X004
	Negotiation and Conflict Resolution

	5. FORMCHECKBOX 
  FORMCHECKBOX 
 X005
	Planning and Organizing

	6. FORMCHECKBOX 
  FORMCHECKBOX 
 X006
	Policy Development and Research

	7.  FORMCHECKBOX 
 X007
	Political Awareness

	8.  FORMCHECKBOX 
 X008
	Stakeholder Management

	9.  FORMCHECKBOX 
 X009
	Change Capability and Adaptability



Essential Minimum Qualifications and Professional Experience Required:
· Completion of Secondary education or equivalent technical or commercial school with certificate/training in Business Administration, Finance, Office Management, Human Resources or other related field.

· Minimum 6 years (for secondary education holder) or 4 years (for certifcate/training holder) of job experience relevant to the function;

· Computer skills (MS office and People Soft applications).

· Fluency in English and working knowledge of another relevant UN language or local language (as applicable in the duty station). 

· In offices where the working language is not English, excellent knowledge of working language of duty station and working knowledge

· of English.

Desirable qualification and competencies:

· Knowledge in UNHCR Admin and financial rules, procedures and processes;

· Knowledge and working experience of MSRP (Peoplesoft);

· Completion of  UNHCR learning programmes or specific training relevant to functions of the position.

· Knowledge of another relevant UN or local languages.

_____________________

- Applications should be in English and addressed in writing to the above mentioned contact persons. 
 - The UN Personal History Form should be filled out and submitted with the application.
- Interested UN staff members should attach copies of the last Performance Appraisal Report with their application.
- For position-related information, interested candidates can contact the above-indicated contact persons.

Closing date for receipt of applications:  28 February 2010
Rome, 15 February 2010
