United Nations Children’s Fund

UNICEF

is looking for a qualified candidate to fill the position of 

Programme Assistant to the Deputy Representative
Location:  Kyiv, Ukraine

Objective:

To provide regular back up to programme staff in implementing programme activities including support to logistical arrangements for project activities and management of information flow. 
Responsibilities:

· Assist Project Officers in liaison with governmental and non-governmental organisations for coordination of programmes.

· Input and maintain programme-related data in UNICEF’s planning/financial system.
· Provide Project Officers with information on programme implementation. Contribute to preparation of reports by providing information, preparing tables and drafting. 
· Produce programme-related financial reports.
· Monitor the status of donor proposals, coordinate the process of donor reports submission, prepare the financial component to the donor report.
· Maintain programme files and archives.
· Support programme implementation activities and prepare/draft relevant reports.

· Contribute to project design and formulation, data collection, maintenance of project related database, project implementation, data analysis and progress reporting.

Requirements:

· University degree in Social Sciences or in related technical fields.

· Three years of experience in office administration and record-keeping.

· Good analytical, negotiating, communication and advocacy skills.

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

· Fluency in English, Russian and Ukrainian.

Applications from qualified women are encouraged.

UNICEF is a non-smoking environment.

The deadline for submission of applications is 14 June 2010.

Only short-listed candidates will be contacted.

	Applicants that fulfill the above requirements are requested to complete a United Nations Personal History 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:
Applications should be sent to:

UNICEF Office, 1, Klovskiy Uzviz, Kyiv, Ukraine

Fax No. 380-44-230-2506

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