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JOB DESCRIPTION

CANADIAN HIGH COMMISSION

Program:


Management/Consular Program 

Position Title:

Administrative Assistant [HR/Property]


Location:


Canadian High Commission, Nairobi

Classification Level:
LE-05

Supervisor’s Title:

Deputy Management Consular Officer (Human Resources)

................................................................................................................................

 
GENERAL  ACCOUNTABILITY: 

Under the general supervision of the First Secretary (HR) provides secretarial services and coordinates office services; performs various administrative functions for the Property and Human Resources programs; Collects, maintains and collates a variety of documentation. Performs other duties:

SPECIFIC  ACCOUNTABILITY

A.
Provides secretarial services and coordinates office services for the D/MCOs HR and Property) by:





30% 
- 
gaining a comprehensive knowledge of office routines and procedures and a good knowledge of the functions of the Property and Human Resources  sections in order to respond to basic inquiries.
- 
typing reports, charts, tables, letters, memoranda, and other correspondence in English and French from notes and drafts for the Human Resources and Property sections.
- 
preparing and recommending correspondence format standards and secretarial standards for use by the Administration Program and ensuring that these standards are observed;
- 
proof reading and formatting typed material and correcting errors;
- 
drafting and responding to routine correspondence for signature of the supervisors, in English and French;
- 
translating English texts such as administrative notices, correspondence, and job descriptions into French both in writing and verbally;
- 
reviewing incoming correspondence including registered mail, date stamping and redirecting it to the appropriate officer in the Property and Human Resources sections;
- 
making photocopies and scan of material and making proper distribution as required;
- 
locating and extracting information from a number of specified sources for use by the Property and Human Resources sections in answering correspondence and telephone inquiries;
-
receiving and answering telephone calls by providing routine information, or by referring enquiries to the appropriate persons responsible;

- 
assisting in logistical arrangements for conferences and meetings;
-
maintaining a bring forward (B.F.) system so that pending issues are brought to the D/MCO (Property) and the D/MCO (HR)’s attention in a timely manner;

-
arranging business meetings and official hospitality functions, maintaining a schedule of engagements, producing invitations and guest lists for official hospitality functions for the D/MCO (Property) and D/MCO (HR); 

- 
receiving and distributing incoming, unclassified diplomatic mail and preparing outgoing, unclassified diplomatic mail for dispatch

B.
Performs a variety of administrative Support functions for the Property and Material Section







25%


- 
assisting the D/MCO (Property) in the preparation of the budget worksheets and financial statistical data;

- 
preparing draft standing offer agreements, service contracts and maintenance contracts for the D/MCO (Property) based on the standard Government format;

- 
assisting the D/MCO (Property) with updating the PRIME database records as necessary (i.e. new SQ occupant data, etc…);

- 
verifying invoices for payment from a variety of sources, in accordance with agreed services contracts, standing offers, quotations, etc…

C.
Performs a variety of administrative support functions for the Human Resource section by:







25%


- 
assisting in preparation of ad hoc and specialized reports to Ottawa, providing research and analysis or information from administrative files, conversations with local contacts and a general knowledge of local conditions;

- 
undertaking and coordinating surveys on a wide variety of subjects;

- 
advising the appropriate sections in Ottawa of staff arrivals and departure by filling out the appropriate Outlook form;

- 
advising AAR of incoming and departing Canada Based Staff by ensuring that the appropriate forms have been filled out by incoming staff to ensure immediate ambulance coverage;

- 
photocopying, filing, sending to Ottawa, and keeping track of CBS overtime forms;

- 
regularly updating Kigali and Nairobi’s Organization Charts;

- 
responding to prospective employees seeking employment and maintaining a database of resumés;

- 
updating and maintaining employee files with updated job descriptions, performance appraisals and other appropriate correspondence;

- 
assisting the Human Resources Officer in drafting routine correspondence in English and in French;

- 
acting as Petty Cash custodian;

D. Collects, maintains and collates a variety of documentation by: 
15% 


- 
organizing and maintaining a filing system for the Property and Human Resources sections according to established records management procedures, including diaries, records and reference material;

- 
classifying, photocopying, scanning and filing letters, memoranda, fax messages and general correspondence;

- 
assisting in the maintenance of the program's non-classified files, ensuring that proper procedures for receipt, maintenance and destruction of non-classified material are followed;

- 
maintaining files in appropriate physical condition and creating new volumes as required;

- 
maintaining a central directory of contacts;

- 
regularly updating and publishing telephone and address lists for the mission;

- 
researching or receiving information required for the completion of work or purchase orders and ensuring that copies of approved work orders are attached to invoices when received;

- 
ensuring material to be kept on file is attached to the appropriate record and removing obsolete material from the files;
E. Performs other duties as required





5%


- 
Replacing the receptionist/telephonist (according to the rotating duty roster);


- 
supporting mission activities during visits, receptions and meetings and assisting in arranging logistics;

- 
Relieving and acting as back-up for the Administrative Assistant [Material] and the Personnel officer during periods of their absences.

- 
Performing other duties as allocated by the DMCOs or the Counsellor
……………………………….




……………………

Incumbent’s Signature





Date

………………………………




…………………..

Supervisor’s Signature





Date

