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VACANCY ANNOUNCEMENT



GEO–09–005
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

· January 2010
Major Duties & Responsibilities
· Administers the office multi-user network and other data and telecommunication facilities.
· Administers and supports proper functionality of office applications.
· Organizes and performs office training on computer applications.
· Coordinates the introduction and roll-out of new or upgraded applications;
· Undertakes programming and development of various small scale applications for office work-process improvement and management; 
· Performs other administrative duties as required (e.g. office equipment maintenance and repair, administration and payment certification of various telecom or other technical service agreements, Management of equipment inventory records, etc).
· May periodically be requested to back-up functions of other administrative staff.
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. 

· Knowledge of the overall design and operating principles of related commuter system 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.
· Ability to deal with multiple tasks; with good prioritization skills, 

· Good working knowledge of English and Georgian languages.

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–09-005”. 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, and 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 

MONDAY 30 NOVEMBER 2009
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 encourage to apply.
