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TECHNICAL ASSISTANT, GS-5

WATER, SANITATION & EDUCATION CENTRE

UNICEF SUPPLY DIVISION

UNICEF, the world’s leading organization working for the rights of children, seeks a Technical Assistant (post # 15794) in the Water, Sanitation & Education Centre.

Under close supervision and technical guidance of the Technical Specialist, establishes technical standards and guidelines for key programmatic commodities purchased by UNICEF.

Main Duties/Responsibilities:

1. Drafts, prepares and finalises product specifications on basis of existing documentation, directives and customer requirements. Translates specifications with expert help if necessary.  Communicates with country offices and suppliers to obtain all necessary clarifications.

2. Ensures that all product specifications are kept up to date in the material master.  Proposes creations and amendments to materials within the range of commodities under their responsibility directly in the material master database.
3. Maintains technical aspects of the qualified suppliers’ profile. Prepares lists of potential pre-qualified suppliers for requisitions and forwards it to the Contracting Centre for purchasing action.

4. Administers market research.  Maintains database for product sources.  Contacts and follows up new sources directly or through trade agencies or professional and technical organisations.  Extracts, indexes or records information from catalogues, price lists, etc. and analyses against current purchasing data.

5. Assists in monitoring product performance, technical suitability appropriateness and durability on basis of information collected from country offices.  Investigates deviations in partnership with Quality Assurance Centre and Customer Services and Field Support Centre (CSFS).

6. Assists in research and cataloguing of new products.  Keeps abreast of programme requirements and prepares technical bulletins for publication.

The Technical Assistant also performs other duties as assigned by supervisor including secretarial functions and attending to all routine work in his/her absence, including typing of travel reports and preparation of minutes of meetings.

QUALIFICATIONS AND COMPETENCIES:

Education:

Completion of secondary education and additional relevant courses; business administration, commercial or technical related field (Within a commodity group).
Work Experience:

Minimum 5 years of administrative experience in a commercial, industrial, or public sector organisation with at least 2 years in procurement or related technical capacity.

Competencies:

· Good customer service skills including the ability to communicate effectively, written and orally.

· Ability to work independently, and manage conflicting priorities.

· Ability to work under stress and meet deadlines.

· Ability for team work within a multi-cultural environment with sensitivity and respect for diversity.

· Ability to develop and maintain effective work relationships with various offices, other UN agencies and NGO partners.

· Ability to use all current job related computer software internet navigation and databases for market research.
· Ability to keep abreast of technical developments, industrial practices, new markets, new programmes.
· Ability to deliver quality work that is timely, complete and accurate with minimum supervision.
Languages:

Fluency in English and good knowledge of another official UN language.

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 “Technical Assistant post # 15794” 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 27 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
