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VACANCY NOTICE # BRZ/09/007
(Internal and External)
Post Title:

Human Resources Assistant
Number: 

PAT 1297


Duty Station:   
UNICEF – Brasília Zone Office
Post Level: 

GS-6 – General Services Category
Contract type:
Fixed-Term Appointment
	Purpose:

	Under the general supervision of the Human Resources Officer, perform support tasks to assist in the  HR management for the entire UNICEF Brazil including 8 zone offices in the North and Northeast Regions and for all PSS staff in Brasília, Rio de Janeiro and São Paulo, with emphasis in recruitment, contract administration, review of regular staff contractual status, job classification, outsourced staff, etc.



	Minimum

Qualifications:
Requirements:
Competencies:

	Six years of progressive work experience in HR and administrative field. Relevant experience with complex HR issues involving research and analysis of several sources. Ability to draft reports and analytical documents in Portuguese and English. Experience in the UN System highly desirable.

University degree preferably in HR and Business Administration. Comand in use of computer (Microsoft Office applications); ability to learn new softwares; strong analytical skills;training in HR; developed supervisory skills; availability to travel. 

- Fluency in English and Portuguese. Knowledge of Spanish desirable
- Core Competencies: Communication, Working with People and Drive for Results.
- Functional Competencies: applying technical expertise, learning and researching,       planning and organizing, managing resources, following instructions and procedures. 

- Core values: Commitment, diversity and inclusion and integrity. 



	
	


We offer: 
Compatible salary, Medical Insurance, Pension Fund and other benefits under the new United Nations/UNICEF Rules & Regulations. 
How to apply: External Applications will be considered only if accompanied by an application letter, an updated CV and UN Personal History Form (P.11), which can be downloaded from our website http://www.unicef.org.br , clicking on “Quem somos”, and on “Oportunidade de Emprego”. Internal candidates: applications will be considered only if accompanied by application letter, updated CV and P.11 and two updated Performance Evaluation Reports.
Please send your application letter under title VN/BRZ/2009/007 HR Assistant to  hrbrasilia@unicef.org
UNICEF welcomes applications from qualified women and men from any ethnical groups. Candidates will be treated regardless of religion, social status, age and HIV status. UNICEF is a smoke-free environment. Additional information on the selection process, post and working conditions, and regret letters, will only be provided to short-listed candidates.

Closing date: 04 December 2009









