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VACANCY ANNOUNCEMENT GEO-11-004
Field Assistant 
(Position Number: GEO11014, Post Level: GS6)

PURPOSE OF THE POST

Under the supervision of UNICEF Emergency Officer the Field Assistant will be responsible for provision of 
information gathering, monitoring, technical and administrative services of moderate scope and difficulty, in support of programme activities in the Emergency Section. The incumbent provides day to day oversight to the budgets of the section, advises programme officers and the Emergency Specialist on all administrative and budgetary requirements, and ensures the smooth operations of budgets, contracts and other administrative duties in the section.

MAJOR DUTIES AND RESPONSIBILITIES

1. To assist implementation of UNICEF Programme activities, including logistics support, translations (to English and Georgian) and regular contacts with key partners and counterparts, organization and logistics of events planned within the scope of the UNICEF Programme, including trainings, workshops and other similar events as well as for organization of visits to the regions for UNICEF staffs, including consultants and other partners.

2. Organizes data and information, prepares and maintains records, budget tables, documents and control plans for the monitoring of project/programme implementation.

3. Contributes to the preparation of reports, project documents and submissions to governments by providing information, preparing tables and drafting relatively routine sections.  Prepares background information for use in discussions with governments and other organizations. Participates in the briefing and debriefing of project personnel.

4. Scrutinizes plans of operations, exchanges of letters and takes appropriate follow-up action.  Assists in the administrative process of government requests for assistance.  

5. May be required to carry out specific administrative operational/control tasks for project/programme activities.  

6. Coordinates all travel related needs in the section.

7. Provides contractual support for all emergency related activities, ensures regular reporting and monitoring of implementing partners 
8. Perform other duties, as required
EDUCATION:


Completion of secondary education. Technical or university courses in a field related to the work of the organization, bachelors Degree would be an asset.

WORK EXPERIENCE:


3 years experience in project management, including report writing and budget management

LANGUAGES: 


Fluency in Georgian and English. Knowledge of Russian will be an asset.
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 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. 
DUTY STATION: 

Tbilisi
STARTING DATE: 
1 August 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–11-004”. 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 Friday 8 July 2011. Incomplete applications will not be considered and only short-listed applicants will be contacted. 

UNICEF IS A SMOKE FREE ENVIRONMENT
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