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Vacancy Notice: 2009/006
PROGRAMME ASSISTANT – GS6
(Fixed Term Appointment)

	UNICEF office in Fiji is seeking to employ a person, who will be based in their Suva office, under the general guidance of the Chief of HIV and AIDS, performs a variety of information gathering, monitoring, technical and administrative services of moderate scope and difficulty, in support of programme activities.



	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 governments by providing information, preparing tables and drafting relatively routine sections. Prepares background information for use in discussions with governments 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.  


	REQUIREMENTS & QUALIFICATIONS:
We welcome applicants who have the following educational background, skills and experience:

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

· Six years of progressively responsible clerical or administrative work, of which at least one year is closely related to support of programme activities of HIV/AIDS
· Working knowledge of one/two working language(s) of the organization. 

· Good communication and interpersonal skills. 

· Ability to take initiative and work independently.

· Strong integrity and maturity to alert supervisor on errors and mistakes by self and counterparts.

RESPONSES:
If interested please include in your application:

1. A covering letter describing how you meet each of the requirements listed above.

2. Your current Curriculum Vitae (work and education history) and UN Personal History Form (P11)

3. The names, addresses, emails and phone details of three work related referees

Details Job Description and UN Personnel History Form (P11) can be obtained from the UNICEF Solomon Islands Office in Honiara or UNICEF website: www.unicef.org/pacificislands
Applications must be submitted  NOT LATER THAN 2.00pm on Friday 5 June 2009 to:

Chief of Operations
Vacancy – Programme Assistant                                                      

UNICEF Pacific, 5th Floor Fiji Development Bank Building
360 Victoria Parade,
Private Mail Bag, Suva
UNICEF offers competitive terms and conditions of employment to successful applicants. We welcome applications from both women and men. UNICEF is a smoke free environment.


