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TEMPORARY VACANCY ANNOUNCEMENT










(08/09/2009)
	NOTE

	Appointment against this post is on a local basis. External candidates will be considered only when no suitable internal candidate from the duty station is identified. The candidate is responsible for any travel expenses incurred in order to take-up the appointment. This is a temporary position. Appointment against this position is for a limited duration and does not carry any expectancy, legal or otherwise, of renewal.


	VACANCY NOTICE NO.:
	GS-09-21

	ORGANIZATIONAL LOCATION:
	UNON/HRMS

	DUTY STATION:
	Nairobi

	FUNCTIONAL TITLE:
	Human Resources Assistant

	DURATION:
	4 months

	GRADE:
	G-5

	CLOSING DATE:

	14/09/2009



The United Nations Office at Nairobi (UNON) is the UN headquarters in Africa and the representative office of the Secretary-General. We support programme implementation of the UN Environment Programme (UNEP) and the UN Human Settlements Programme (UN-HABITAT) globally, as well as other UN offices in Kenya, by providing administrative, conference and information services (www.unon.org). This post is located in the United Nations Office at Nairobi, Human Resources Management Service, Recruitment and Classification Section at the Nairobi duty Station. Under the general supervision of the Chief, Recruitment and Classification Section and the direct supervision of the Human Resources Officer, the incumbent will be responsible for the following tasks: 
DUTIES AND RESPONSIBILITIES

1.  Recruitment and Placement 
· Evaluate and screen applications of candidates for eligibility and suitability. 

· Review and edit draft vacancy announcements. 
· Collaborate with Staff Development and Training on the organization and coordination of recruitment examinations for short-listed applicants.
· Oversee the electronic maintenance of vacancy announcement files, tracking status of vacancy announcements, web posting of UN system vacancies, and other electronic reports.
· Maintain Recruitment and Central Review Body related databases containing Human Resources related statistics and prepare periodic reports.
· Maintain internal databases and prepare periodic reports. 
2.  General 
· Provide general office support services, process, draft, edit, proofread and finalise documents. Prepare for signature/approval a variety of correspondence and other communications; set up and maintain files/records (electronic and paper) schedule appointments/meetings, monitor deadlines.
· Prepare written response to queries concerning Human Resources related matters.
· Perform other related duties as required.
COMPETENCIES

Professionalism: Knowledge of human resources policies, procedures and practices and ability to interpret and apply them in an organizational setting; Shows pride in work and in achievements; Demonstrates use of initiative and makes appropriate linkages in work requirements and anticipates next step; Is conscientious and efficient in meeting commitments, observing deadlines and achieving results; Shows persistence when faced with difficult problems or challenges.
COMMUNICATION: Ability to write in a clear and concise manner and to communicate effectively orally. Ability to communicate with tact and discretion. 
CLIENT ORIENTATION: Ability to identify clients' needs and appropriate solutions; ability to establish and maintain productive partnerships with clients. 
PLANNING AND ORGANIZING: Effective organization skills and ability to handle a large volume of work in an efficient and timely manner.
QUALIFICATIONS 
Completion of secondary education. Additional technical training in the field of administration, especially in Human Resources is desirable.
EXPERIENCE
Five years of experience in the field of administration, preferably some within the UN System. At least 1 year experience in Human Resource Management is required.
LANGUAGE REQUIREMENTS 

English and French are the two working languages of the United Nations Secretariat. For the post advertised, fluency in oral and written English is required. Knowledge of a second official UN language is an advantage.
OTHER DESIRABLE SKILLS:

Good computer skills (Microsoft Office Windows Applications) required.

	Qualified candidates may submit their applications including their curriculum vitae or United Nations Personal History form (P.11) to the address mentioned below on or before the deadline.
Email: recruitment@unon.org
Please quote;

· Vacancy Notice number and Functional Title in the Subject of the e-mail. Applications without the correct Vacancy Notice number and Functional Title will not be processed.
· Index Number (for UN staff member)

· Attach an updated fact-sheet, and a copy of the last two performance appraisals.

Applications received after the deadline (14/09/2009) will not be considered.




UNEP, UNHABITAT and UNON do not charge a fee at any stage of the recruitment process. If you have any questions concerning persons or companies claiming to be recruiting on behalf of these offices and requesting the payment of a fee please contact:  recruitment @unon.org
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