United Nations Children’s Fund 

UNICEF

Is looking for a qualified professional to fill in the position of 

Administrative/Supply Assistant

Objective:
Applicants that fulfill the above requirements are requested to fill in a United Nations Personal History application (form P.11). This should be submitted, together with a resume/CV and accompanying covering letter describing your professional interests in working for UNICEF, to the following address, fax or e-mail:
Responsibilities: 

	Undertakes market research, compiles lists of local sources of procurement, contacts local vendors for price quotations, prepares summary of bids including information on price and conditions of offer. For more costly procurements required under the procurement procedures, drafts bid invitations and/or requests for price quotations; drafts related correspondence. 
Maintains up to date all hard copy and electronic supply files. Undertakes research, compiles reports and provides information as requested. Maintains the supplier database.
Monitors TADs and confirms receipt of supplies verifying quantities against delivery receipts, POs and specifications. Notifies supervisor in case of discrepancy.
In addition to general administration responsibilities, may also supervise directly or indirectly, activities concerned with office and grounds maintenance, security, transport and similar services.  
Provides logistics support for events organized by UNICEF.
Reviews supply requisitions for clarity, adequacy of specifications, confirms availability of funds, and requests additional information as necessary. 




Requirements:

· University Degree in Economics/ Business Administration or related field.
· Solid work experience at the professional level of at least three years administration and procurement.

· Good analytical, negotiating and communication skills 

· Ability to work harmoniously in an international and multicultural environment.

· Good working knowledge of computer applications (MS Office / Windows)

· Fluency in English, Russian and Ukrainian.

Applications from qualified women are encouraged.

UNICEF is a non-smoking environment.

The deadline for submission of application 05 August 2010
Only short-listed candidates will be contacted.

	Applicants that fulfill the above requirements are requested to fill in a United Nations Personal History application (form P.11). This should be submitted, together with a resume/CV and accompanying covering letter describing your professional interests in working for UNICEF, to the following address, fax or e-mail:
UNICEF Office in Ukraine

UNICEF, 1 Klovsky Uzviz St, Kyiv, Ukraine
Fax:  230-2506

E-mail: recruitment_kiev@unicef.org (Please indicate ‘Admin Supply Assistant’ in the subject of your application)


