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VACANCY ANNOUNCEMENT

GEO-10-001

PROGRAMME ASSISTANT 

Under general supervision, performs a variety of supporting functions to the Programme Officers, first of Social Policy and then Health sections. This will be through information gathering, monitoring and following up on the work-processes, drafting and preparing documentation/inputs. Undertakes technical and administrative services of moderate scope and difficulty in support of programme activities.

Conditions

· Applicants must hold Georgian citizenship

Terms of Employment

· 6 months Temporary Assignment (TA) contract in accordance with the salary, benefits and allowances of a GS-6 post applicable to all staff of the United Nations system. 

Starting Date

· May 2010
Major Duties & Responsibilities

· Collects information mainly from records and reports and prepares periodic and ad hoc reports on programme and project activities.

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

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

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

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

· Performs other duties, as required

Successful candidates to the post will have

· Completion of secondary education, preferably supplemented by technical or university courses in a field related to the project management. 

· Three to five years of progressively responsible clerical or administrative work, of which at least one year is closely related to support of program activities 

· Working knowledge of two working language(s) of the organization: English and Georgian. Russian as an asset

· A lively and professional personality with strong interpersonal skills who can act with discretion, candor and sensitivity

If you are interested in the position and have the required qualifications, please address your (1) Application Letter with the (2) detailed Curriculum Vitae and (3) completed UN Personal History Form to: Representative, UNICEF Georgia, UN House, IV Floor, 9 Eristavi Street, Vake, Tbilisi 0179, Georgia. Electronic copy of UN Personal Form is available at jobs.ge website. All applications must be in English, hand-delivered in sealed envelopes and labelled only as “VACANCY ANNOUNCEMENT GEO–10-001”. 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 Wednesday 19 May 2010
UNICEF IS A SMOKE FREE ENVIRONMENT
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