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VACANCY ANNOUNCEMENT

Assistant to the Executive Director – G-4
Deadline for applications: 5 October 2011
Date of issuance: 6 September 2011
Organizational Unit: UNITAR, Office of the Executive Director
Duty Station: Geneva
Remuneration: Depending on professional background and experience the Executive Director reserves the right to appoint a candidate at a level lower than the advertised level of the post.

Accountabilities: Under the supervision of the Executive Director and guidance of the Special Assistant the incumbent may be responsible for the following duties:

· Perform the full range of administrative support; typically provide direct assistance to the Executive Director.

· Respond or draft responses to routine correspondence and other communications; use standard word processing package to produce a wide variety of large, complex documents and reports.
· Attend meetings, prepare minutes.
· Monitor processes and schedules, and where applicable, assist in the verification of receipt and accuracy of requisite documents, approvals, signatures, etc. to ensure compliance with relevant requirements.

· Research, compile and organize information and reference materials from various sources for reports, work plans, studies, briefings, meetings/conferences, etc.
· Proofread documents and edit texts for accuracy, grammar, punctuation and style, and for adherence to established standards for format.

· Screen phone calls and visitors; respond to moderately complex information requests and inquiries (e.g. answer requests requiring file search, etc.), and as necessary, refer inquiries to appropriate personnel for handling.

· Assist in the maintenance of the Director’s website corner.

· Assist in the preparation of presentation materials using appropriate technology/software.

· Maintain calendar/schedules; monitor changes and communicate relevant information to appropriate staff inside and outside the immediate work unit.

· Assist with the full range of travel – related requirements of the Executive Director, including preparation of detailed travel briefs and schedules.
· Attend to all hospitality needs of the front office.
· Support the Executive Director in his personal administrative issues in order to maximize his/her efficiency and time allocation.
· Perform other duties as assigned.

Work implies frequent interaction with the following:

Staff in related organizational units across the institution.

Visitors and representatives from Permanent Missions, UN Common System and other international organizations, NGOs, etc.

Results Expected: Effective delivery of a wide range of administrative and office support to the Executive Director in a diligent manner and with excellent interpersonal skills competence.
Competencies:

· Professionalism – Good understanding of the functions and organization of the work unit and good general knowledge of the organizational structure and respective roles of related units; good knowledge of relevant operational and administrative policies, processes and procedures, including records management/filing procedures.
· Planning & Organizing – Effective time management and ability to plan own work to meet designated deadlines.
· Communications – Good computer skills; proficiency in using advanced functions on standard computer applications, e.g. Microsoft Outlook.
· Teamwork – Good interpersonal skills and ability to establish and maintain effective working relations with people in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity.
Qualifications:

Education/Experience: Bachelor’s degree in Social Sciences or Humanities and/or secretarial, executive training.  A minimum of 3 years of progressively responsible experience in administrative and office functions. 

Language: Fluency in spoken and written English and French; knowledge of Portuguese is an asset.  
UNITAR shall place no restrictions on the eligibility of men and women to participate in any capacity and under conditions of equality in its principal and subsidiary organs. (Charter of the United Nations - Chapter 3, article 8).   English and French are the two working languages of the United Nations Secretariat.  Priority will be given to the applicants from the under represented regions at UNITAR. There will be a probation period of 3 months.

How to apply:


All applicants are strongly encouraged to apply as soon as possible after the vacancy has been posted and well before the deadline stated in the vacancy announcement.   A letter of motivation as well as the P11 form/ Curriculum Vitae are to be sent to:
Email: estaffing@unitar.org
UN staff members must submit copies of their latest Performance Appraisal System (PAS) report at the time of application.
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