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LEADER IN REPRODUCTIVE HEALTH AND

 POULATION AND DEVELOPMENT
Re-Advertisement


Post Title:

Personal Assistant to the Representative
Level:


ICS 6 (Equivalent to level GS6)

Duration:

One Year (with possibility of extension)

Duty Station:

Nairobi 
Date of Issue:

25th February 2009 


Closing Date:                 5h March 2009
Under the direct supervision of the UNFPA Representative, the incumbent will perform the following duties and responsibilities:-

· Provides support to the UNFPA Representative on all matters, including arranging meetings, following up on decisions made, preparing itineraries and agendas for visiting missions and delegations; as well as providing technical support and preparation and collection of background information for those missions.
· Arranges appointments and carries out time management for the Representative, receives high-ranking visitors, places and screens telephone calls and answers queries with discretion.  Prepares supervisor’s travel plans, arranges flights and visas.
· Prepare briefing materials for the Representative.

· Receives screens, logs and routes correspondence, attaches necessary background information and maintains follow up system.  Keep lists of names, addresses and telephone numbers of ministers, senior government officials and members of the diplomatic corps.

· Ensure efficient flow of information among staff and the Representative.  Facilitates liaison and co-ordination with UNFPA staff in the field, other UN agencies, government, civil society and SCAB.

· Provides professional secretarial support and guidance to UNFPA sub-offices in Somalia.

· Participates in the Organisation and preparation of staff meetings, or special meetings and takes minutes and/or notes.  Prepares informal translations and acts as an interpreter.

· Draft correspondence and ensures follow up.  Clears all correspondence for the supervisor’s signature.

· Service as Daily attendance and leave recorder for the supervisor and UNFPA section staff.

· Organizes and supervises the overall office filing system.  Maintains policy, confidential and general management files.

· Supervises the receptionist and other staff as determined by the Representative, maintaining close working relations and providing on-job training for clerical tasks.

· Performs other relevant tasks that may be assigned.
Job Requirements:
Academic Requirements:

· Completion of Secondary School Education plus qualifications in secretarial/business education courses.

Experience:

· At least five years secretarial/administrative experience, preferably part of it with an international organization or the UN.  

Languages:

· A good command of the English language, both written and spoken, good drafting skills
Special skills:
· Proficiency in current office software applications.
· Ability to take initiative and work under pressure

· Ability to assume additional responsibilities

Submission of application:
Please send your curriculum vitae and P11 marked “Personal Assistant to the Representative by 5th March 2009 to: The UNFPA- Somalia, P.O. Box 28832, and 00200 Nairobi, Kenya, or e-mail: sheikhistarlin@unfpa.org
Women are strongly encouraged to apply.

UNFPA will only be able to respond to those applications in which there is further interest.







