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FROM THE AMERICAN PEOPLE





	VACANCY ANNOUNCEMENT



	  No. 07-13           Date: August 2, 2007


OPEN TO:

All Interested Candidates

POSITION:

Administrative Assistant 

OPENING DATE:
August 6, 2007

CLOSING DATE:
August 17, 2007

WORK HOURS:
Full-Time, 40 hours/week

SALARY:

Ordinarily Resident:  Local Compensation Plan




(Position Grade:  FSN-6)

BASIC DUTIES OF THE POSITION:

Under the supervision of the Team Leader for Strategic Objective 14 (SO14), the incumbent manages the administrative, logistical and secretarial functions of SO14 in the General Development Office of USAID/Nigeria. 

MAJOR DUTIES AND RESPONSIBILITIES:

Compose routine correspondence, cables and documents as required; Receive visitors including senior GON officials, donor partners, implementing partners and provide factual information on SO14 activities.

Scan, Fax, photocopy documents and prepare invitation letters for consultants, U.S. Direct Hires and grantees, as well as other TDYers.

Backstop other SO14 Admin Assistants in assisting external visitors and GDO staff with country clearance, travel arrangements, hotel reservations, transportation and ticket confirmation.

Assist in assembling information for briefings and report preparation; Provide logistics support to and for the conduct of meetings and assist the SO14 Program Assistants in coordination of special events.

Make and confirm appointments involving staff, consultants and high level host country government partners; Liaise with other GDO Administrative Assistants to ensure that SO14 events are correctly reflected on the mission’s calendar of events 

Maintain SO14 electronic and hardcopy files and records; Responsible for SO14 mails, office requisition and general service requirement.

Perform any other duties as assigned.

MINIMUM REQUIREMENTS:

NOTE:  All applicants are instructed to address each selection criterion detailed below with specific and comprehensive information supporting each criterion.

Education: Completion of secondary school and post secondary secretarial training is required.  Degree in Secretarial Studies or Business Administration is desirable.
Prior Work Experience: Minimum of three years of progressive secretarial/administrative experience is required.  

 Knowledge: Thorough knowledge of secretarial and office practices is required.  Familiarity with HIV/AIDS programming is desirable.

Skills and Abilities: Must possess computer skills in Microsoft Word, Excel etc., excellent interpersonal skills; ability to plan, organize and carry out duties with minimum supervision and ability to type 60 WPM.

Language: Level IV English (Fluency) is required.  

TO APPLY: Interested applicants should indicate position on envelope and forward their type written application and detailed resume no later than the closing date to:

TO APPLY:  Interested applicants should indicate position on envelope and forward their type written application, detailed resume and credentials, no later than the closing date to:

The Executive Officer 

USAID/Nigeria

7-9, Mambilla Street
Off Aso Drive
Maitama 
Abuja.
NOTE: Successful internal candidates will be hired in accordance with 3 FAM 7576.1.  Successful external candidates will be subject to one year of probation and may begin at FSN-5 depending on salary history, qualification and experience.  Promotion to FSN-6 will be after the completion of one year probationary period and successful performance of duties at the FSN-5 level.

As part of USAID/Nigeria’s commitment to the precepts of greater involvement of people living with HIV/AIDS, qualified applicants who are living openly and positively with the virus and who will be comfortable working in such an environment where they will be regarded as a role model for positive living are strongly encouraged to apply.
An Equal Opportunity Employer

EXO:  COEdereka

EXO:  IOgungbayo
GDO:  KKasan

GDO: 
CChappell






