FARM-Africa Southern Sudan 

Job Description

LAST UPDATED 21st MARCH 2006
Position: 
Secretary/Administrative Assistant
Duty station: 
FARM-Africa, Rumbek Office

Monthly Salary in KES:   45,560 (basic)

Position holder:              Vacant 
Organisation: 
FARM-Africa

Prepared by:                    Charles Hopkins, Project Coordinator SSLRDP

Total number of staff you are responsible for: Two 
Report to:                       Administrator/Accountant 
General Description:
To provide reception, secretarial and administrative support to the FARM-Africa South Sudan Programme.

Duties                                                                                                               Time 

1. To perform routine secretarial and administrative tasks



65%

2. To manage office logistics, including ensuring that sufficient supplies are 

available at all times 







30%                                                                          

3.
To play an active role as a member of the FARM-Africa Sudan team                         5%

Standards
1.1 To maintain an effective and efficient filing system (electronic and hard copies).

1.2 To type letters, reports and other documents.

1.3 To receive and send letters, faxes and e-mail messages.
1.4 To answer and forward phone calls.

1.5 To prepare payment vouchers.
1.6 To receive visitors to the Rumbek office and direct them to the appropriate staff.

1.7 To handle and ensure timely replenishment of office petty cash.

1.8 To line manage the Driver and the Office Assistant.

1.9 To provide secretarial support to the Project Coordinator and the Logistics Officer.

1.10 To maintain a detailed database of resource persons and national partners.

1.11 To take the minutes of office meetings.  
1.12 To carry out basic IT maintenance including updating virus software.
2.1
To ensure that office supplies are promptly requisitioned and supplied.
2.2
To ensure that all office assets are kept in a good working condition and report any faulty equipment to the Administrator/Accountant immediately.   
2.3
To assist in organising meetings, workshops and conferences.

2.4
To ensure that the office and its environs are kept clean and conducive for working.
3.1
To attend monthly meetings with the Logistics Officer, Administrator/Accountant and other office staff.

3.2
To complete an annual appraisal with the Administrator/Accountant.
3.3
To undertake any other duties as may be assigned by the Administrator/Accountant or the Project Coordinator.
Competencies:
	Essential
	Desirable

	· Qualification in Advanced Secretarial Studies from a recognised institution

· Computer literacy in MS-Office (Word, Excel, Outlook)

· Basic accounting/financial management 

· Basic IT maintenance 

· Communication

· Customer service

· Administration

· Ability to work well in a difficult, insecure and stressful environment
	· Negotiation

· Team bulding

· Previous work experience in Southern Sudan 

· Telephone switchboard operation

· Fluency in at least one Southern Sudanese dialect 
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