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LEADER IN REPRODUCTIVE HEALTH AND POPULATION AND DEVELOPMENT


VACANCY NO.
:
UNFPA/BHU/2017/01
ISSUE DATE
:
10/5/2017
CLOSING DATE
:
24/5/2017
POST TITLE
:
Secretary/Office Assistant

POST NUMBER
:
00004113
POST LEVEL
:
GS 5
CONTRACT TYPE
:
Fixed Term Appointment

DUTY STATION
:
Thimphu, Bhutan
DURATION
:
Annual, renewable 

Organizational Setting

UNFPA is an international development agency that promotes the right of every woman, man and child to enjoy a life of health and equal opportunity. UNFPA supports countries in using population data for policies and programmes to reduce poverty and ensure that every pregnancy is wanted, every birth is safe and every young person’s potential is fulfilled. 

Under the overall supervision of the UNFPA Assistant Representative or other Professional Officer, the incumbent performs administrative support functions, which may include a variety of secretarial, coordinating human resource and administrative services like registry, supply and transportation. The Secretary will be accountable to the UNFPA Assistant Representative. Within delegated authority the incumbent will be responsible for the day-to-day management of the following duties:

Main tasks and responsibilities

1.
Provides Secretarial Support to relevant staff in the Country Office with focus on the following:

· Preparation/editing/formatting of correspondence, emails, faxes, memoranda, reports, documents and/or presentations using standard software. Arranging appointments, scheduling meetings, receiving visitors, receive all incoming phone calls, provide information, take message and responding to requests for information;

· Retrieves information by maintain filing electronic and paper filing and other systems (update of office contract database, archive and station records including routine documentation of all minutes of the staff meetings). 

· Ensures availability of relevant factual information and supporting documentation highlighting key issues and providing appropriate detail for use in meetings, conferences and other events.
2.
Provides administrative support to the CO with focus on the following:

· Assist on general administrative correspondence, photocopying and scanning of official documents for records and other clerical jobs assigned by Supervisor. 

· Receive and dispatch official letter and documents. All incoming official letters/documents should be stamped and date noted and distribute to relevant staffs. 

· Plans, schedules and co-ordinates travel and logistics for meetings, conferences and special events. 

· Assist in coordinating the visits and programmes for national and international missions, including collection and collation of briefing material, etc, as required.

· Assist in the preparation of office budget applicable to staff and servicing costs, and maintains necessary budgetary control records. Act as link officers of all matters of maintenance of office IT systems (photocopying, facsimile machine and telephone), and servers with UNDP, HQ IT help desk. 
· Assist in preparation of relevant procurement procedures for goods and services. Prepare bidding papers in accordance with UNFPA requirements for procurement of both programme and office supplies. (Process and follow up on import license for goods purchase from third countries; Liaise with international/local clearing agents for delivery within the given time period; Get Receiving and Inspection Report after delivery of goods and forward it to PSB, Denmark.
· Prepare and process checklists relating to payment requests, etc.
· Administer daily vehicle movement, verify fuel consumption, check log book, and ensure proper maintenance. 
· Manage UNFPA store and maintain proper stock register and asset inventory records.
· Tracks, monitors and indents stationery items and office supplies etc. to ensure adequate resources are available. 

· Maintain roster of consultants, partners in electronic form using standard/customized software.
3.
Support the provision of the HR management functions with focus on the following:

· Perform personnel work, including interpretation of administrative rules, regulations and procedures; and processing of entitlements, issuance of contracts and maintenance of various personnel records and update contract period for staff. 
· Assist in the recruitment of staff and consultants for (at all stages from advertisement of vacancy to recruitment), ensuring consistency in application of UNFPA rules and procedures.
· Maintain and document leave plans and staff movements. Take daily attendance and prepare monthly report and keep proper information of the staff movements. 
· Respond to enquiries and provide information and advice to staff regarding administrative procedures, processes and practices, conditions of services, duties and responsibilities, and entitlements under the staff rules and regulations. 
· Act as a CO security warden. Liaise with UN Security Officer and arrange for UN ID Card and UNLP for new staff member. Undertake any other duties and assigned by Supervisor.

4.
Supports ATLAS functions in Country office with focus on the following:

· Act as Global Directory Focal point and ensure the following duties such as updating the details of staff members, updating the contract periods for all staff and updating when there is any change in address and other office information. 
· Assistance in generating various programme module reports in ATLAS.
· Creation of vendor and raise purchase order for projects.
· E-procurement, E-recruitment and E-leave management.
· Perform other relevant tasks, as may be assigned from time to time.

Required competencies
i) Core Competencies:   See the Diagram Below
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ii) Functional competencies

· Logistical support

· Managing data, documents, correspondence and reports

· Managing information and workflow

· Planning, organizing and multi-tasking

· Job knowledge/technical expertise

Languages: Fluency in English is required. Working knowledge of another official UN language is desirable. 

Other Desirable Skills:
Initiative, sound judgment, strong interest in development work, especially the mission of the United Nations Population Fund and dedication to the principles of the United Nations.

MINIMUM QUALIFICATION AND EXPERIENCE

· Secondary Education preferably with specialized certification in secretarial practice and office management. University Degree would be desirable, but it is not a requirement.
· Minimum of 5 years of progressively responsible experience across a broad range of administrative, procurement and secretarial functions. Experience in dealing with people and other partners, as well as preparing and coordinating events are essential.
· Experience in the usage of computers and office software packages (MS Word, Excel, etc) and knowledge of spread sheet and database packages, experience in handling of web based management systems
HOW TO APPLY 

Please submit your application along with resume to: The Assistant Representative, UNFPA, UN House, Peling Lam, Thimphu indicating the post and vacancy number on the envelope. Closing date for applications 24/5/2017.  Applications may also be sent through email at the following email address rana@unfpa.org or dorji@unfpa.org indicating the post and vacancy number in the subject line.

Candidates should also complete a United Nations Personal History Form (P.11). The P-11 form is available on the UNFPA website at http://country office.unfpa.org/bhutan. The completed P-11 form should be submitted along with the application.

UNFPA offers an attractive compensation package commensurate with experience. The package includes competitive net salary plus health insurance and other benefits. Qualified female candidate are strongly encouraged to apply. 

UNFPA provides a work environment that reflects the value of gender equality, team work, respect for diversity and a healthy balance of work and life. We are committed to maintaining our balanced gender distribution and therefore encourage women to apply. UNFPA does not solicit or screen for information in respect of HIV or AIDS and does not discriminate on the basis of HIV/AIDS status.

UNFPA does not charge any application, processing, training, interviewing, testing or any other fee in connection with the application or recruitment process.
Note: ONLY SHORTLISTED CANDIDATES WILL BE CONTACTED FOR FURTHER SELECTION PROCESSES.
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