[image: image1.jpg]) - /@ \
1 )
1R1[0 \> 7/
1 ¥



 
 

VACANCY ANNOUNCEMENT GEO-10-018
Operations Assistant 
(Position Number: GEO11005, Post Level: GS5)

PURPOSE OF THE POST

Under the general supervision of the Operations Manager the incumbent performs administrative support functions, which includes supervision of group of drivers engaged in fields of work, such as transportation and clerical administrative tasks.

MAJOR DUTIES AND RESPONSIBILITIES

· Participate in arranging and monitoring cleaning services, office maintenance and repair and procurement and dispatch of office supplies. Provide advice/assist staff members and their dependants by processing requests for visas, ID cards, driving license, other necessary personnel-related documents in accordance with UN and local country rules/requirements.
· Assists in the recruitment of General Service staff for non-specialized work including evaluating candidate applications, administering shorthand and typing exams, conducting preliminary interviews of candidates; assigns General Service staff to meet work requirements; reviews and evaluates work of subordinates.  

· Acts as a focal point in travel related workflows.  Maintains the complete master file for the Travel Authorizations. Regularly updates the current TA status and advices respective sections on the outstanding/uncompleted travel processes (missing certificates, Trip Reports, refunds, etc.) Obtains security clearance. Briefs international personnel on general administrative matters relating to visas, licenses, security; provides advice and ensures administrative support, as required

· Advises and assists other staff in the area of office management.  Arranges for and/or attends meetings on day-to-day administrative matters; participates in discussions of new or revised procedures and practices; interprets and assesses the impact of changes; and makes recommendations for follow-up actions.  

· Prepares, on own initiative, correspondence, reports, evaluations and justifications, as required, on general administrative or specialized tasks which may be of a confidential nature within the assigned area of responsibility.

· Monitor efficient/proper use of UNICEF vehicles. Verify with vehicle logs. Identify when service required. Supervise/monitor driver’s daily assignments. Monitor regularly and act respectively on the fuel consumption and vehicle maintenance procedures. 

· Provides interpretation of administrative rules, regulations and procedures.  

· Performs other duties, as required.
EDUCATION:

Completion of secondary education.  Training in administrative field is desirable.
WORK EXPERIENCE:
Three years of progressively responsible clerical and administrative work.
LANGUAGES: 
Very good knowledge of the local language and one or two working languages of the organization.

COMPETENCIES:
i)  Core Values: Commitment; Diversity and Inclusion; Integrity. ii)  Core Competencies: Communication [II]; Working with People [II]; Drive for Results  [II]. iii) Functional Competencies: Analyzing [II]; Applying Technical Expertise [II]; Following instructions and Procedures [II]; Planning and Organizing [II]

CONDITION:

Applicant must hold Georgian citizenship
TERMS OF EMPLOYEMENT:
Subject to certification of the accuracy of the information provided on the personal history form and receipt of the medical clearance, Fixed-Term Appointment in accordance with the salary, benefits and allowances of a GS5 post applicable to all staff of the United Nations system. The initial appointment may be renewed given the organizational needs, availability of funds and good performance record. 
STARTING DATE: 
1 January 2011
HOW TO APPLY
If you are interested in the position and have the required qualifications, please address your (1) Application Letter to Representative, UNICEF Georgia supported with the (2) detailed Curriculum Vitae and (3) completed UN Personal History Form (electronic copies are available at www.jobs.ge, www.hr.com.ge, www.job.market.ge, www.unicef.org/georgia, www. ungeorgia.ge and www.cenn.org  together with this vacancy announcement). The application must be in English, hand-delivered in a sealed envelope labeled only as “VACANCY ANNOUNCEMENT GEO–10-018”. The envelop should be placed in the respective vacancy box, located in the Entrance Hall of the UN house, 9 Eristavi Street, Vake, Tbilisi 0179, Georgia no later than close of business of Tuesday 9 November  2010. Incomplete applications will not be considered and only short-listed applicants will be contacted. 
UNICEF IS A SMOKE FREE ENVIRONMENT
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