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UNESCO CAIRO OFFICE

Vacancy Notice No: ADM/HRM/436 /16

  

Date Issue:  01 August 2016









Original Published Date: 02 August 2016









Closing Date: 16 August 2016
Post Title:  


Adminstrative/Programme Assistant (Field Operations)
Domain:  


CLT – UNESCO Cairo Office
Grade:



SB-2
Organizational Unit:

UNESCO Cairo Office/AO Unit 
Duty Station:


Cairo, Egypt
Recruitment open to:

Internal and external candidates, resident and entitled to work in Egypt

Type of contract:

Service Contract
Deadline (midnight Cairo Time)
16 August 2016
This post is for six-month special service agreement contract appointment.
OVERVIEW OF THE FUNCTIONS OF THE POST (Main Responsibilities):
Context

Under the overall authority of the Director of UNESCO Cairo and the direct supervision of the Culture Programme Specialist and the AO team of UNESCO Cairo, the incumbent will serve as Administrative/Programme Assistant to provide broad based administrative and programme support to operations supported by the Cairo Cluster Office with a view to their timely implementation and in respect of UNESCO rules and regulations. 

Main duties and responsibilities

1. Assist with the preparation and the follow-up of contracts on the basis of the documents provided by the programme staff (input in SharePoint and internal on-line systems), draft amendments, liaise with contractors, prepare dossiers for payments, etc.;

2. Provide administrative support to national staff working in the field and assist to ensure timely payments and fulfillment of contractual obligations; 

3. Assist with the organization and coordination of missions and meetings (workshops, conferences, travel arrangements for staff and participants). Prepare working documents, logistical support, communicate with the participants and participate in meetings. Conduct supporting research, collect and compile information, prepare presentations (MS Power Point) as required;

4. Ensure budgetary and financial follow-up: provide regular updates on the expenditure carried out on the basis of the project documents; participation in the development of financial reports, preparation and follow-up of any budget revision requests;

5. Assist with the creation, review and delivery of documents (correspondence, memos, reports, etc.), and put in place an appropriate filing system for the same. Liaise as necessary for translation, printing, etc.
6. Improve the website and relationship with the media.  Disseminate work done and plan of activities  through internet, newsletters, posters, blog, etc (meetings through NICE).  Contribute to work collaboration via Connect-U
7. Perform any other relevant duties as may be required;

REQUIRED QUALIFICATIONS
EDUCATION:
· Education:  At minimum, a University undegraduate diploma.  Any training in project management is desirable. 
EDUCATION:  
· 3-4 years relevant work experience; prior experience supporting project implementation activities within the UN system strongly desired.
SKILLS /COMPETENCIES
· Excellent knowledge and experience with software such as Power Point, MS Word, MS Excel;

· Excellent organizational skills – ability to foresee possible project implementation challenges in time to propose solutions and avoid delays;

LANGUAGES
· Fluent spoken and written Arabic and English
A WRITTEN EXAMINATION MAY BE USED IN THE EVALUATION OF CANDIDATES
How to apply: UNESCO staff members as well as other candidates should submit their application letter and CV (in the 
UNESCO CV standard format attached) to the address CAIRO@UNESCO.ORG
Please clearly indicate in the subject line of your application message the post title and post number. Application with no such indication in the subject line or CV not provided in the UNESCO CV standard form (attached) will not be considered.
ONLY CANDIDATES RESIDENT AND ENTITLED TO WORK IN EGYPT MAY APPLY FOR THIS POST
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