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             United Nations Assistance Mission for Iraq (UNAMI) 
INTERNAL \EXTERNAL VACANCY ANNOUNCEMENT 
	Job Opening No. 
	001/2019
	Deadline
	24/01/2019

	Post Title
	Adminstrative Assistant 
	Level
	GL-6

	Organizational Unit
	Office of Chief Mission Support
	Location
	UNAMI, Baghdad

	VA date: 
	10/1/2019
	
	

	DUTIES AND RESPONSIBILITIES 

	The Administrative Assistant in the Office of Chief Mission Support is responsible for the following duties :

· Draft routine correspondence to respond to enquiries in respect to relevant administrative, financial audit, personnel matters.

· Coordinates extensively with service section/unit and liaises frequently with internal team members in the field mission.

· Prepares and process all forms and permissions for contractual and work Unit, section or service staff, including: UN grounds passes, property passes, UN parking permits, swipe-card access and door keys.

· Coordinates regulary with services and sections and liaises as needed with internal team members both at the mission and in outstations.

· Coordinate meetings and conferences.

· Records minutes of meetings.

· Translates whenever required from Arabic to English and from English to Arabic.

· Maintains  files for the Office as required.

· Performs related administrative duties, as required (e.g. operational travel programme; monitoring accounts and payment to vendors and individual contractors for services; physical space planning; identification of office technology needs and maintenance of equipment, software and system; organizing and coordinating seminars, conferences and translation).

· May be responsible for guiding, traning, and supervising the work of more junior general Service Staff.

· Assists with day-to-day administration of contracts between the office and other sections and  contractotrs for outsourced services.

· Assists the supervisor when required in the elaboration of resource requirements for budget submissions.

· Assists in preparation of budget performance submission and finaliazation of budget performance reports, analyzing variances between approved budgets and actual expenditures.

· Initiates, reviews, processes and follows-up on actions related to the administration of the Office.

· Coordinates with other finance and budget staff on related issues during preparation of budget reports.

· Performs other duties as required.

	QUALIFICATIONS AND EXPERIENCE

	Education: High school diploma or equivalent is required.or any adminstration Trainings are required for the post including skill in equipment operation. 
Experience: A minimum of seven (7) years of progressively responsible experience in the field in administrative services, finance accounting, audit, hu,man resources or related area.
Language: Good command of oral and written English and Arabic is essential. 

Specific Skills: Solid computer skills including proficiency and in-depth knowledge of MS office applications (Excel, Word, Power Point, Access).

	UN CORE VALUES AND COMPETENCIES

Professionalism: Shows pride in work and in achievements. Demonstrates professional competence and mastery of subject matter; is conscientious and efficient in meeting commitments, observing deadlines and achieving results; is motivated by professional rather than personal concerns; Shows persistence when faced with difficult problems or challenges; Remains calm in stressful situations.
Teamwork: Works collaboratively with colleagues to achieve organizational goals; Solicits input by genuinely valuing others’ ideas and expertise; is willing to learn from others; Places team agenda before personal agenda; Supports and acts in accordance with final group decision, even when such decisions may not entirely reflect own position;Shares credit for team accomplishments and accepts 

joint responsibility for team shortcomings

Communication: Speaks and writes clearly in English and the local languages effectively; listens to others, correctly interprets messages from others and responds appropriately; asks question to clarify and exhibits interest in having two-way communications; tailors language, tone, style and format to match audience; demonstrates openness in sharing information and keeping people informed.
Client Orientation: Considers all those to whom services are provided to be “clients ” and seeks to see things from clients’ point of view; Establishes and maintains productive partnerships with clients by gaining their trust and respect; Identifies clients’ needs and matches them to appropriate solutions; Monitors ongoing developments inside and outside the clients’ environment to keep informed and anticipate problems; Keeps clients informed of progress or setbacks in projects; Meets timeline for delivery of products or services to client.

Planning & Organization: Develops clear goals that are consistent with agreed strategies; Identifies priority activities and assignments; Adjusts priorities as required; Allocates appropriate amount of time and resources for completing work; Foresees risks and allows for contingencies when planning; Monitors and adjusts plans and actions as necessary; Uses time efficiently.
APPLICATIONS
Interested candidates should complete the attached United Nations Personal History form (P.11), and forward electronically at the following email address: unami-staffing@un.org . (CVs and other agencies forms will not be considered). Please indicate the post and Job 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.

Short-listed candidates may be requested to sit for written (and/or technical test) in addition to the interview.
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.
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