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VACANCY ANNOUNCEMENT

Post Title                       : PROGRAMME OFFICER 
Type of Contract 
   : Temporary Appointment 
Post Level

   : L - 2
Duration 

   : 11 MONTHS AND 29 DAYS
Duty Station                  : KINSHASA 
Closing Date                 :  DECEMBER, 2th 2009 
Vacancy n°

  : VN/2009/TA/012
1. PURPOSE OF THE POST:
Provide high quality administrative assistance to the DRC Representative in his/her oversight role of managing a Country Office composed of a main office based in Kinshasa plus 12 other Zonal/field offices. Responsible for the coordination of the Representative’s participation in/and scheduling of all external and internal meeting, including inter-governmental, parliamentary and inter-agency meetings, seminars, as well as official visits.
2. MAJOR DUTIES AND RESPONSIBILITIES 

· Support the Office of the Representative, including the Office of the Deputy-Representative, in coordinating activities, performing research, and preparing briefings and position papers. Coordinate weekly meetings and command conferences. Take notes to record discussions and prepare minutes and memoranda for the records. Maintain records and track the status of the Head of Office’s action items, including his/her calendar. Analyze and collect information in support of milestone activities. Produce a variety of substantive and/or routine documents, correspondence, letters etc.

· Make various administrative arrangements for the work of the Head of Office (and other officials visitors), including travel, appointments, meetings, official social events, press conferences, interviews. Coordinate the schedule of the Head of Office, arrange appointments, book meeting rooms, clear invoices for payments, produce/collect and disseminate documentation.

· Organize and maintain the Office of the Representative, establishing office and file systems, logging and tracking systems, mail and contact listing. Identify need for equipment and supplies. Establish and maintain collections of documentation, records and reports. Identify, request and screen materials for the collection. Conduct substantive searches and indexes materials

· Provide high-level administrative support by conducting research, preparing statistical reports, handling information requests, and performing administrative functions such as preparing correspondences and drafting meeting minutes; receiving visitors; arranging conference calls; and scheduling meetings, including meetings of the Country Management Team. Acts as Secretary of the Country Management Team.
· Respond to a wide variety of general and substantive queries for information from governmental and non-governmental partners. Screen requests, respond if possible or refer to a wide range of possible sources (inside and outside the Country Office).

· Select and compile background and briefing materials for meetings, travel, conferences, fundraising etc. for the Head of Office and other officials as requested.

· Screen and review incoming correspondence (mail, email); collect background material; draft and sign correspondence, or clear drafts with supervisor.

· Monitors and keeps abreast of DRC, Regional and Global events and activities, particularly during travel/absence of the Head of Office, and notes items of interest for follow up.
3. QUALIFICATIONS, SKILLS AND ATTRIBUTES

· University degree in public affairs, social sciences, international relations, Business Administration or other related discipline.

· Two-years work experience in a professional capacity in external relations, public affairs, general office administration or international development cooperation preferably within the UN or similar organization, government or NGO

· Fluency in both French and English is required. Knowledge of Lingala or Swahili is an asset 
4. COMPETENCIES 

· Knowledge of current theories and practices in public affairs and international relations;

· Good judgment, initiative, high sense of responsibility, organization, negotiating and analytical skills;

· Tact, diplomacy and political sensitivity;

· Self-confidence, maturity and ability to work and communicate effectively;

· Ability to research, analyse, evaluate and synthesize information;

· Ability to draft in both French and English, clearly and concisely, ideas and concepts, routine documents, reports, and meeting minutes;

· Capacity to follow up on tasks with a minimal supervision;

· Ability to work in a multicultural environment;

· Ability to work effectively in a team and in a pressured environment;

· Computer skills, including internet navigation, and various office applications.

7.
APPLICATION PROCEDURE

· Interested and qualified candidates should send their applications by E-mail to : 

kinshasahr@unicef.org
· The applications should contain an updated UN Personal History Form (P.11), CV, copies of academic certificates, diplomas, degrees etc…..

· The UN P11 from could be downloaded from: http://www.unicef.org/about/employ/index_apply.html    

· UN staff members are requested to provide last two Performance Evaluation Reports (PERs). 

Only short-listed applicants will be acknowledged.

QUALIFIED FEMALE CANDIDATES ARE ESPECIALLY ENCOURAGED TO APPLY

UNICEF IS A NON-SMOKING ENVIRONMENT










