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VACANCY ANNOUNCEMENT

GEO-10-002

OPERATIONS ASSISTANT 

Under the general supervision of the Operations Manager the incumbent performs administrative support functions, which periodically (not permanently) may include supervision of group of drivers engaged in fields of work, such as transportation and clerical administrative tasks.

Conditions

· Applicants must hold Georgian citizenship

Terms of Employment

· 3 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

1. Acts as a focal point in travel related workflows.  Maintains the complete master file for the Travel Authorizations. Regularly updates the current TA status and advices respective sections on the outstanding/uncompleted travel processes (missing certificates, Trip Reports, refunds, etc.)

2. Advises and assists other staff in the area of office management.  Arranges for and/or attends meetings on day-to-day administrative matters; participates in discussions of new or revised procedures and practices; interprets and assesses the impact of changes; and makes recommendations for follow-up actions.  

3. Prepares, on own initiative, correspondence, reports, evaluations and justifications, as required, on general administrative or specialized tasks which may be of a confidential nature within the assigned area of responsibility.

4. In addition to general administration responsibilities, may also supervise directly or indirectly, activities concerned with office and grounds maintenance, security, transport and similar services.  

5. 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–10-002”. 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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