UNICEF UKRAINE

is looking for a qualified candidate to fill the position of 

Administrative and Supply Assistant
TERMS OF REFERENCE 

PURPOSE OF THE POST:

Under the direct supervision of the Operations Manager, the Administrative and Supply Assistant is accountable for supporting the supply, logistics and administrative functions in the office as well as assist in the procurement, distribution and monitoring of UNICEF’s supplies, in support of the Country Programme.
MAJOR DUTIES AND RESPONSIBILITIES:

· Assist in the implementation of the supply component of the Country Programme, including a system for the procurement, storage distribution of supplies to all project sites. 
· Interact with the Programme Section in the preparation of the appropriate documentation: supply list, supply plan, supply requisitions, purchase orders, tendering documentation, etc. – in accordance with the procurement specifications and supply procedures
· Act as Contract Review Committee secretary by preparing and distributing the case files as well as preparing the meeting minutes.

· Undertake filed visits to project sites to monitor the supply inputs. Propose corrective actions to improve the logistical and supply procedures. 
· Manage the supply component in the ERP system, generate the required supply reports, conduct supply budget reviews, analysis, etc.
· Undertake market research, compile list of local sources of procurement, liaise with local vendors, follow up with the bidding process, including the price information and conditions of offer,
· Support the supervisor and the Head of the Office, and update staff on administrative policies, procedures rules and regulation.  Implement the appropriate application and interpretation of administrative rules, regulations, policies and procedures. Brief and assist arriving and departing staff on basic administrative procedures and requirements. 

· Keep the supervisor abreast of potential problem areas, prepare reports on administrative matters as required.

· Assist supervisor in preparing estimates on office premises, supplies and equipment requirements for budget preparation purposes. Assist the Operations Manager in the establishment and maintenance of security arrangements and related administrative services. 

· Support the management of administrative supplies, office equipment and vehicles, updating inventory of items. Assists the supervisor in Property Survey Board submissions, preparing minutes of meetings. Assists the supervisor in executing PSB recommendations approved by the Head of Office.
· Ensure that all administrative transactions and arrangements of contracts are in compliance with the applicable policies, procedures, rules and regulations. Contributes to the reviews of contractual arrangements related to administrative support (i.e. courier, premises maintenance, ancillary administrative support, vehicle maintenance, equipment maintenance etc.) to ensure that the terms and conditions of all contracts are being adhered to by providers of goods and services. 
· Support effective working relations with other agencies, local authorities and implementing partners on issues relating to administrative matters through  information exchange, collaboration, and harmonization.
QUALIFICATIONS AND COMPETENCIES REQUIRED:

· EDUCATION
Completion of Secondary School, University level courses in administration, finance or any other related field of discipline relevant to the job.

· WORK EXPERIENCE
Five years of progressively responsible experience in office management, administration, finance, accounting, supply or any other relevant function. 
· LANGUAGES 

Fluency in English, Ukrainian and Russian is required.
· COMPETENCIES
 Competency Profile
i)  Core Values (Required)

· Commitment

· Diversity and Inclusion

· Integrity

ii) Functional Competencies (Required)
· Analyzing
· Applying Technical Expertise 
· Planning and Organizing 
· Following Instructions and Procedures 
iii)  Technical Knowledge

                  a) Common Technical Knowledge Required 

•  Principles of office management, operations management, programme management and administration 

                     •  IT Skills and working knowledge of UNICEF SAP/HR, MICROSOFT – Excel,    

                         PowerPoint and Word software.

•  Administrative service management's goals, visions, positions, policies, and strategies  

•  Supply operations, logistics and purchasing administration

•  Rights-based and Results-based management

b) Specific Technical Knowledge Required 

•  UNICEF administrative service management’s policies, procedures and guidelines in the manual as relevant, in the context of the country situations and conditions of work. 

•  UNICEF Mid-Term Strategic Plan (MTSP) as it relates to administrative service management in the context of the country situations and conditions of service. 

c) Technical Knowledge to be Acquired/Enhanced

•  UN policies and strategy to address issues in harmonization of administrative service management and operations in the common system..

•  UNICEF positions about UN common approaches to administrative service management and operations issues.

•  UN security guidelines. 

•  Government regulations and laws in the locality pertinent to administrative service

The deadline for submission of applications is 06 September, 2011.
Only short-listed candidates will be contacted.

Applicants that fulfil the above requirements are requested to complete a United Nations Personal History Form (P. 11) which is available at a web-site www.unicef.org/employ and submit it together with a resume/CV and a cover letter describing your professional interests in working for UNICEF.  

Applications should be sent to:

UNICEF Office, 1, Klovskiy Uzviz, Kyiv, Ukraine

Fax No. 380-44-230-2506

E-mail: recruitment_kiev@unicef.org
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