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VACANCY ANNOUNCEMENT GEO-10-021
Field Assistant, Sokhumi Based 
(Position Number: GEO11013, Post Level: GS6)

PURPOSE OF THE POST

Under the overall guidance of UNICEF Emergency Officer and direct supervision of Project Officer the Project Assistant in Abkhazia will be responsible for provision of overall administrative and programme assistance in managing the operations of UNICEF Field Office in Sukhumi.
MAJOR DUTIES AND RESPONSIBILITIES

1. To assist implementation of UNICEF Programme activities in Abkhazia, including logistics support, translations (to English and Russian) and regular contacts with key partners and counterparts in Abkhazia, organization and logistics of events planned within the scope of Abkhazia Programme, including trainings, workshops and other similar events as well as for organization of visits to Abkhazia for UNICEF staffs, including consultants and other partners.
2. To assist and facilitate monitoring of ongoing UNICEF activities in Abkhazia, including preparing bi-weekly internal reports, based on bi-weekly plan of activities

3. To provide full logistics support to the UNICEF staff and partners on mission to Abkhazia, including facilitating security clearance, accommodation and lodging.

4. To serve as the focal point for emergency preparedness and contingency planning for Abkhazia in close cooperation with UNICEF Emergency Officer

5. To participate in coordination meetings in Abkhazia and represent UNICEF in these meetings in coordination with UNICEF Heads of Sections and UNICEF Emergency Officer;

6. To carry out operations (finance, logistics, warehousing, etc.) for UNICEF FO in close cooperation with UNICEF Operations Section, including maintenance of a monthly petty-cash mechanism allocated to the Office.

7. To provide organisational and coordinative support to various needs assessment conducted by UNICEF and its partners concerning the UNICEF Programme activities in Abkhazia

8. To establish and maintain communication, collaboration and coordination with relevant authorities in Abkhazia

EDUCATION:

Completion of Secondary Education, preferably supplemented by technical or University courses, in Business Administration.

Good knowledge of standard Computer application is required
WORK EXPERIENCE:
3 years experience in project management, including report writing and budget management

LANGUAGES: 

Fluency in Russian and English. 
COMPETENCIES:

i) Core Values: Commitment; Diversity and Inclusion; Integrity. 
ii)  Core Competencies: Communication [I]; Working with People [II]; Drive for Results  [II]. 
iii) Functional Competencies: Formulating Strategies and Concepts  [ II ]; Analyzing  [ II ] ;  Applying Technical Expertise   [ II ]; Learning and Researching   [ I ]; Planning and Organizing  [ I ].

a) Specific Technical Knowledge Required (Technical knowledge requirements specific to the job can be added here as required.)  

· Good knowledge of Children’s Human Rights, especially in the context of emergencies and humanitarian crisis 

· Knowledge and experience of working on reintegration of children in conflict affected areas.

· Proven knowledge of community development and humanitarian assistance 
· Experience in managing operations and finances of a small-size office, including management of the assets and supply lists, vehicle fleet, petty-cash and utilities for the office.

· Experience of working with high officials as well as local representatives of international organisations and NGOs working in related fields

· Clean driving records

       b) Common Technical Knowledge Required

· Presentation, negotiation and advocacy skills

· Teamwork skills 

· Analytical, prioritization and planning skills 

       c) Technical Knowledge to be Acquired/Enhanced 
· UN policies and strategy to address international humanitarian issues and the responses.

· UN common approaches to programmatic issues and UNICEF positions

· UN security operations and guidelines. 

· UNSECORD training for members of Security Management Team.  

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 GS6 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–10-021”. The envelop should be placed in the respective vacancy box, located in the label located in the Office of UNHCR in Sukhumi (Aitar Compound) no later than close of business of Friday 5 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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