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




VACANCY ANNOUNCEMENT

GEO-09-003

EXECUTIVE ASSISTANT 


Purpose of the post is to provide secretarial and administrative support to the Representative. Work is assigned by the supervisor, performed independently and reviewed upon completion for accuracy and compliance with instructions.

Conditions

· Applicants must hold Georgian citizenship

Terms of Employment

· After an initial trial period, a one-year Fixed-Term contract (renewable) in accordance with the salary, benefits and allowances of a GS-5 post applicable to all staff of the United Nations system. 

Starting Date

· 1 September 2009
Major Duties & Responsibilities

· In charge of protocol matters which includes arranging meetings with high-ranking officials, and arranges official receptions given by the head of office. Participates in the organization and preparation of staff meetings or special meetings and takes minutes and/or notes.

· Arranges appointments and maintains supervisor’s calendar, receives visitors, places and screens telephone calls and answers queries with discretion.  

· On computer, prepares correspondence for supervisor’s signature ensuring that spelling, punctuation and format are correct, checking enclosures and addresses and proofreading for correctness. Prepares correspondence, documents and reports, some of which are highly confidential. Drafts non-substantive correspondence and ensures follow-up.

· Prepares informal translation and may act as interpreter.

· Makes travel arrangements for the supervisor and performs liaison duties with other units. Prepares briefing materials for supervisor for use on official trips or special meetings.

· Maintains policy, confidential and general files.

· Clears correspondence for conformity with established procedures and accuracy of statements before being signed by supervisor.

· Receives, screens, logs and routes correspondence, attaches necessary background information and maintains follow-up system;

· Selects and makes pertinent abstracts and undertakes searches for information.  

· Keeps lists of names, addresses and telephone numbers of ministers, government officials and members of the diplomatic corps.  

· Performs other duties as required

Successful candidates to the post will have

· Completion of secondary education preferably supplemented by technical secretarial courses. Very good knowledge of standard computer applications is required. Knowledge of protocol desirable.

· Five years secretarial experience. Experience with an international organization is highly desirable.

· Very good knowledge of English, Russian and Georgian required. 

· Ability to draft correspondence in English

· Strong organizational skills

· Good human relations skills
· Discretion

If you are interested in the position and have the required qualifications, please address your (1) Application Letter with (2) detailed Curriculum Vitae and  (3) completed UN Personal History Form (electronic copies are available on  www.jobs.ge, www.hr.com.ge, www.undp.org.ge, www.cenn.org, www.unicef.org/georgia websites) to: Representative, UNICEF Georgia, UN House, IV Floor, 9 Eristavi Street, Vake, Tbilisi 0179, Georgia.  All applications must be in English, hand-delivered in sealed envelopes and labeled only as “VACANCY ANNOUNCEMENT GEO–09-003”. The envelopes should be placed in the vacancy box located in the Entrance Hall of the UN house with the respective label on it. Regret letters will only be sent to short listed candidates.   
All applications must be submitted no later than close of business of 

Tuesday 28 June 2009
UNICEF IS A SMOKE FREE ENVIRONMENT
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