

VACANCY ANNOUNCEMENT
United Nations Children’s Fund (UNICEF)
 Messenger/Cleaner (GS/1) - Operations Section
The United Nations Children’s Fund located in Cairo is recruiting Messenger/Cleaner for the Operations section at the General Service category level of GS/1. The position will report directly to the Admin Assistant. Duration of position is one year, renewable subject to availability of funds.
This recruitment notice is open to internal and external applicants until 6 Oct.2011.  Late applications will not be considered.

Duties and Responsibilities:
	1. Collects and delivers mail, pouches and other communications to and from the position office, government agencies, and other institutions. 



	2. Sorts, delivers and picks up mail from various offices on the premises at regular intervals.  Keeps records as required.


	3. Packs materials received for dispatches, affixes labels, inserts material in envelopes and franks outgoing mail.  


	4. Operates photocopying and duplicating machines.


	5. Ensure office premises and work areas are tidy.


	6. Performs other duties as required 



Qualifications: 

a) Primary education, ability to sort out and organize large quantities of material for dispatch.

b) One year Experience as a Messenger

c) Good knowledge of the local language and working knowledge of English. 
d) Ability to operate office machines and other equipment, Team member

The interview will be competency based interview. Competencies examined will include the following: 

Core Competencies: 

Communication – working with people – Driving for results   
Functional Competencies: 

Analyzing - Learning and Researching - Planning and organizing - Following instructions & procedures   
UNICEF Egypt is an equal opportunity employer.  Women are encouraged to apply. UNICEF is a smoking free environment. 
All interested candidates for the above post should submit a recent curriculum vitae and UN Personal History form (P11), quoting the vacancy name in the subject line, no later than October 6, 2011 to UNICEF Egypt by email at cairohrvacancies@unicef.org
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United Nations Children’s Fund	Telephone 	5265083 through 87


Egypt Country Office	Facsimile      	5264218


87 Misr Helwan Agriculture Road		


Maadi, Cairo	


Egypt
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