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VACANCY ANNOUNCEMENT



GEO – 08 – 005
Electronic copies of this vacancy announcement and UN Personal Form are available at www.jobs.ge, www.hr.com.ge, www.unicef.org/georgia and www. ungeorgia.ge.
INFORMATION COMM. TECHNOLOGY ASSISTANT 

Under the general supervision of the functional supervisor, provide technical, operational and procedural support and end-user services in the implementation and support of information management (systems, procedures and activities) of the office 
Conditions

· Applicants must hold Georgian citizenship

Terms of Employment

· Six-month Fixed Term contract (renewable) in accordance with the salary, benefits and allowances of a GS-6 post applicable to all staff of the United Nations system. 

Starting Date

· September 2008
Major Duties & Responsibilities
· Administer the office multi-user network and other data and telecommunication facilities.
· Organize and perform office training and support on computer applications.
· Coordinate the introduction and technical operation of organizational computer applications.
· Programme local office computer applications and maintain all computer equipment.
· Undertake some technical related administrative duties such as management of Inventory.
Other Duties & Responsibilities
· For the limited periods may act as a backup staff for other members of the Operations team. When acting as backup may be requested to implement the Administrative/Supply/HR/Finance functions in addition to the major duties and responsibilities. 
Successful candidates to the post will have

· Completion of secondary education, supplemented by a university degree in computer science. 

· Training in information system and telecommunication. 

· Six years progressively responsible experience in computer information management work, including two to three years in data processing applications, database, multi-user network and telecommunications, hardware/software installation, user assistance and end-user documentation in support of office computerization. 

· Good working knowledge of English and Georgian.
· Knowledge of the overall design and operating principles of related IT systems in the organization. Knowledge of more than one programming language, microcomputer technology and Window NT operating system.

· Ability to analyze office needs. Skills to design, implement efficient office computerization.
If you are interested in the position and have the required qualifications, please address to Representative, UNICEF Georgia your (1) application letter with (2) detailed Curriculum Vitae and (3) completed UN Personal History Form. An application must be in English, hand-delivered in a sealed envelope and labelled only as “VACANCY ANNOUNCEMENT GEO–08-005”. The envelope should be placed in the vacancy box with the respective label on it located in the Entrance Hall of the UN house, 9 Eristavi Street, Vake, Tbilisi 0179, Georgia. Regret letters will only be sent to short listed candidates.
All applications must be submitted no later than close of business of 

TUESDAY 8 September 2008

UNICEF IS A SMOKE FREE ENVIRONMENT

UNICEF is committed to gender equality in its mandate and its staff. Well qualified candidates, particularly females are strongly encouraged to apply.
