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VACANCY 

Operations Manager
DUTY STATION:

Guyana
SECTION:

Operations
DATE OF ENTRY:

1 February 2010
TYPE OF CONTRACT:
 Fixed Term
LEVEL:


NO-C
PURPOSE OF POST:

Manages the operational functions of Guyana and is responsible for at least five areas namely, finance/accounts, personnel, administration, supply and IT in support of the country office programme. This post also has overview responsibility for the Operations function of the UNICEF Offices in Suriname and Trinidad & Tobago.
MAIN DUTIES AND RESPONSIBILITIES:

· Certifies and confirms operational transactions for the three offices through the   interpretation and determination of applicable policies, procedures, rules and regulations, (e.g., bank accounts, disbursements within authorized  limits, contractual agreements, personnel administration, purchase of supplies and equipment).  Approves operational transactions within established limits.

· Monitors compliance with all the operational systems and   procedures.  Establishes relevant internal controls.  Ensures accuracy, promptness and appropriateness of information and reports, including periodic management indicators, to the Representative and HQs.

· Participates in the country programme strategy, development, planning and preview/review meetings to identify staffing and administrative operational requirements.

· Reviews structures and operations of the three offices, and updates job descriptions prior to budget preparation, in line with the country programme commitment.  Prepares budget and the accompanying justification and documentation.  Monitors and controls budget allotments.

· Establishes, maintains and provides technical guidance and support to various consultative and advisory committees submitting appropriate documentation and relevant reports, (i.e., APC, JCP, JCC, CRC, PSB).  Coordinates staff-related issues and activities with staff association.

· Advises and recommends to the Representative and HQ when deviation from rules and regulations may be required and proposes alternative solutions through the Representative to HQ, to meet office objectives.

· Undertakes regular overview visits to the other two offices to resolve issues for attention, supports major activities, establishes and/or conducts monitoring and evaluation of systems and procedures and the adherence to rules and regulations, and training and guidance.  

· Analyzes needs, develops and implements a plan for office automation, which includes supervision of installation and/or adjustment of global computer systems, acquisition and maintenance of hardware/software, and the training of staff.

· Leads acquisition of expendable and non-expendable properties (administrative and/or programme supplies), ensuring that   procurement is made according to organization's rules, regulations and procedures. Controls inventory, its utilization and disposal.

· Manages and oversees the recruitment of staff for the offices in an appropriate and timely manner. Provides staff briefing and orientation regarding all of the operational areas.  Also provides counseling on personnel-related issues, including career development.

· Participates in the timely planning and acquisition of supplies during the programme review process. Ensures administrative support in its delivery, monitoring, control and inventory.

· Security Focal Point for staff and premises

QUALIFICATIONS

Advanced university degree in Business Administration, Management or a related field.

EXPERIENCE

Five years of progressively responsible professional work experience in personnel and finance management and office administration.

LANGUAGES

Excellent command of English.  A working knowledge of Spanish will be an asset.
OTHER COMPETENCIES:
· Ability to express clearly and concisely ideas and concepts in written and oral form.

· Ability to supervise professional and support staff, including detailed supervision of all transactions.

· Proven skills in management and administration.

· Proven ability to plan, manage and monitor the effective use and safekeeping of fixed assets and  

     Financial resources.

· Good analytical and negotiating skills.

· Ability to organize and implement training.

· Computer skills, including internet navigation, and various office applications.

· Demonstrated ability to work in a multi-cultural environment, and establish harmonious and 
     effective working relationships both within and outside the organization.
APPLICATIONS:

Letter of Application with updated CV and completed UN-P11 Form must be addressed to:



The Representative
UNICEF, 

72 Brickdam, 

Georgetown 

and sent by e-mail to 
 georgetown@unicef.org
CLOSING DATE:

23 November, 2009

UNICEF is an equal opportunity employer.

Applications will be considered only if accompanied by an updated CV and P11 form, as well as the two most recent PERs/Evaluations (mandatory for UNICEF & UN candidates). 
Regret letters will only be sent to shortlisted candidates.
UNICEF is committed to gender equality in its mandate and its staff. Well qualified candidates, particularly women are strongly encouraged to apply.
