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PROCUREMENT ASSISTANT, GS-5

HIV/AIDS & HEALTH CENTRE

UNICEF SUPPLY DIVISION
UNICEF, the world’s leading organization working for the rights of children, seeks a Procurement Assistant for a 12 months temporary position in the HIV/AIDS & Health Centre (HIV/AIDS & Malaria Unit).

You will be responsible for assistance with procurement cycle for a segment of products, providing effective services to customers, ensuring accurate and timely processing of requisitions and requests up to the completion and closure of the order, with the overall goal of meeting the needs and requirements of the customers.

Main Duties/Responsibilities:

Under the supervision of a Contracts Manager, performs all procurement activities in compliance with the UNICEF Financial Rules and Regulations, Supply Division Manual and other applicable procurement procedures including:

1. Reviews and evaluates incoming supply requisitions and requests to ensure quality and adequacy of information, specifications, appropriateness of requests, quantities, shipment, delivery dates, budgets. Prepare and draft price and cost estimates for PS transaction including freight. 
2. Reviews material specifications and requirements with customers, countries, the Technical counterparts and Quality Assurance Centre to ensure completeness and appropriateness. Ensures that customers’ claims/complaints are processed in collaboration with Shipping and Quality Assurance Centre.
3. Prepares sales orders, monitor and follows up on progress of sales orders to ensure that commitments entered into are met.

4. Drafts and prepares international tender invitations. Assists with preparation of CRC submittals .Drafts and prepares Purchase Orders. Assists with and prepares Long Term Agreements and Direct Order Arrangements.

5. Monitors the status of Country Office programme and procurement service orders and center specific KPIs. Pro-actively follows up on placed orders and deliveries with all parties concerned in order to ensure timely and safe delivery of goods.  Transmits all relevant information to customer including changes to planned deliveries, to facilitate delivery and customs clearance of shipments. Prepares and provides timely and regular status / monitoring reports to customers.

6. Updating of databases and management systems for use by HQ, Field Offices or Regional Offices. 

7. Prepares evaluation of suppliers with respect to delivery performance and commercial acceptability. 

8. Maintains order filing in accordance with UNICEF guidelines.

Any other duties or assignments as requested by the supervisor

QUALIFICATIONS AND COMPETENCIES:

Education:

Completion of secondary education with additional training in Business.

Work Experience:

Five years relevant working experience, preferably in a procurement function, from an administrative function in a commercial working environment.

Competencies:

· Sound knowledge of procurement practices.

· Good customer service, communication and negotiations skills.

· Good organisational and administrative skills.

· Ability to use current job related computer software and databases. Knowledge of SAP, and proficiency in Microsoft Office package, in particular Word, Excel and Power point, is required.

· Ability to maintain a positive attitude including under pressure and in stressful situations.

· In an international and multicultural environment, possessing the ability to establish harmonious work relationship with all colleagues.

· Ability to deliver timely, complete and accurate quality work with minimum supervision.

· Sense of responsibility, initiative, drive and resourcefulness are required.

· Commitment to develop and maintain up-to-date knowledge and skills in relevant areas to UNICEF.

Languages:

Fluency in English. Working knowledge of another official UN language is desirable.

Remuneration:

UNICEF’s salary and benefits package is based on the United Nations Common System. For further information on the UN Common System salaries and benefits, please visit the United Nations Web site at www.un.org/Depts/OHRM . (Please note that this salary scale is based on a 40 hour work week, whereas UNICEF Copenhagen works a 37 hour week with pro-rated salary.)
Please send detailed resume, cover letter and completed United Nations Personal History Form, in English, quoting “Procurement Assistant for HHC, H&M, TFT, GS-5 ” to dangsrecruit@unicef.org.  Queries can be directed Lilia Winkel, at: lwinkel@unicef.org. The UN Personal History form can be found at the following web address:  http://www.unicef.org/supply/index_employment.html
Applications for this position must be received by 31 October 2008.

Applicants must have valid working permit for employment in Denmark.

Acknowledgements will be sent only to short listed candidates.

Visit us at www.unicef.org
