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TERMS OF REFERENCE
Post Title 

:
Intern, DHR, General Services NYHQ 
Contract Type

:            Internship
Duration 

:
12-16 weeks
Duty Station

: 
UNICEF New York Headquarters
Supervisor

: 
Fawzieh Abu Hadba, HR Officer, Operations Cluster, RSS

Interested applicants can apply to: fabuhadba@unicef.org
1. BACKGROUND :

Recruitment of general service (GS)  staff continue to be a challenge in UNICEF New York HQ in view of the high rotation in the GS category and limited interest in entry level positions such as G4 and or G5 posts.  The primary task of the intern is to assist in building a roster of  pre-screened pool of candidates in support of functional areas (such as administration, finance, accounts, human resources and IT)  for entry level positions as well as for temporary assignments such as TFT or Individual Services Contract for less than 3 months.  

2. PURPOSE: 
In working with NYHQ- GS recruitment, the Intern will acquire the following experience from this internship:

· Building talent pool of candidates in the general service category.

· Familiarization and understanding of UNICEF’s recruitment policies and procedures.

· Usage of UNICEF internal database systems and MS Office;
· Daily interaction with a supervisor and building a network and channels and colleagues in Division of Human Resources,  United Nations Community as well as  external networks.
3. MAIN RESPONSIBILITIES AND TASKS
· The key objective of this assignment is to provide HR support in reviewing applications and conducting pre-screening against the required qualifications and competency framework to identify and develop a pool of qualified and viable talent in the general service category.

· Manage the generic advertisement of GS post as well as the “gsrecruit” inbox and store and sort applications in accordance to functional areas. 
· Establish a database/matrix of all identified talent and if need be conduct interviews to assess suitability. 

· Arrange for UN ASAT test with the UN Secretariat for eligible candidates. 

· Provide any other administrational duties in support of recruitment activities for GS such as conducting search of candidates for a specific position and as required by clients. 

· Assist in identifying channels or outreach forums for GS especially for ITSSD position. 

4. MINIMUM REQUIREMENTS AND COMPETENCES

The incumbent must:
· Be enrolled in a programme at the Advanced University Degree level, preferably in International Relations/Affairs, Human Resources, Communications or Business Administration.

· Be fluent in English.  Knowledge of other UN working languages is highly desirable.
Required competencies: 

· Technical – Very good analytical skills and ability to synthesize concepts and material them into clear and concise thoughts (see also communication below).
· Technical - Knowledge of relevant computer systems and applications; excellent understanding of and knowledge of software such as, but not limited to, Lotus based applications, HTML, Word, Excel.
· Managing resources - Organizes and manages information to achieve defined goals and optimum results. Good managing of time and deadlines.
· Communication - Effectively presents thoughts and ideas, including complex technical concepts, in a clear, concise and readily understood manner - both verbally and in writing. Listens to and acknowledges others' perspectives and views. 
· Flexibility - Works effectively on multiple assignments simultaneously and adapts to changing demands and circumstances, keeping high attention to details.
· Good communication and interpersonal skills – able to work well in a team environment.

· Ability to work independently.
