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VACANCY ANNOUNCEMENT GEO-10-019
Senior Project Assistant 
(Position Number: GEO11008, Post Level: GS7)

PURPOSE OF THE POST
Under the supervision of the Deputy Representative, responsible for monitoring of overall country programme budget utilization and allocation, incumbent also performs a variety of information collecting, technical and administrative services of moderate scope and difficulty in support of programme activities.  
MAJOR DUTIES AND RESPONSIBILITIES
1. Assists towards the preparation of the Situation Analysis, Country Programme integrated monitoring and evaluation plans.
2. Participates in Programme mid-term review, annual reviews, previews, meetings.  Assists in analyzes and evaluations of data on country programme funding utilization.
3. Assists in the introduction of new approaches and methods in project monitoring and evaluation.
4. Monitors project/programme activities by reviewing a variety of records, including control plans, progress reports, project inputs, budgets and financial expenditures;
5. Provides information on allotment accounts and          availability of funds; issues revised sub-allotment;    advises and updates allotment lists.
6. Checks the monthly expenditure reports, to ensure that charges are properly allocated and allotments are not exceeded.
7. Prepares the programme status reports required for management, board, donors, budget reviews, programme analysis, annual reports, etc.
8. Ensures the accurate and timely input of programme information in the computerized programme system, and issuance of status reports for monitoring and evaluation purposes.
9. May be required to carry out specific administrative operational/control tasks for project/programme activities.  This may include field visits to project sites.
10. Performs other duties as required.
EDUCATION:

Completion of secondary education, preferably supplemented by technical or university courses in budget and project implementation monitoring.

WORK EXPERIENCE:

Five years of progressively responsible professional work experience at national and international levels in programme monitoring and evaluation. Practical experience in community-based research.

LANGUAGES: 

Fluency in English and another UN language is required. Knowledge of the local working language of the duty station is desirable.

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]

· Strong analytical, quantitative and qualitative research skills.

· Knowledge of computer management skills, including internet navigation and various office applications.

· Specialized training in statistics.
· Ability to organize and implement training.


· Good analytical, negotiating and communication skills.

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 GS7 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–10-019”. 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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