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Administrative Assistant, G-5 (Temporary Vacancy f  or the period from 1 June 2016 until 31 December 20  16)

DEADLINE FOR APPLICATIONS : 08 May /2016

DATE OF ISSUANCE : 02 May, 2016/2016

OFFICE : GSS/FMU

VACANCY ANNOUNCEMENT : 2016/ICTY/REG/GSS/015/-GS

United Nations Core Values: Integrity, Professional  ism, Respect for Diversity

Organizational setting and Reporting:

These positions are located throughout the United N ations. Administrative Assistants at this level usu ally report to a higher
level Administrative Assistant, an Administrative O fficer, Executive Officer, a Head of the Unit or to a Chief Administrative
Officer.

Responsibilities:
Within delegated authority, the Administrative Assi stant will be responsible for the following duties: (These duties are generic
and may not be carried out by all Administrative Assistants.)

Human Resources Management

« Enters, maintains and certifies administrative data and records for time and attendance, performance a  ppraisal, etc. in
electronic information systems.

Budget and Finance
¢ Monitors status of expenditures and allotments thro ugh IMIS, records variations, updates budget tables
¢ Consolidates data received and provides support to higher-level staff with respect to budget reviews o f relevant
intergovernmental and expert bodies.
¢ Reviews status of relevant expenditures and compare s with approved budget.

¢ Reviews requisitions for goods and services to ensu re (a) correct objects of expenditure have been cha rged and (b)
availability of funds.

¢ Assists in the preparation of budget performance su bmissions.
e Prepares statistical tables and standard financial reports.

General Administration

«  Drafts routine correspondence.

¢ Maintains files of rules, regulations, administrati ve instructions and other related documentation.

¢ Maintains up-to-date work unit files (both paper an  d electronic).

¢ Coordinates extensively with service units and liai ses frequently with internal team members both at H  eadquarters and

in the field.
¢ Performs other related administrative duties, as re  quired, e.g., monitoring accounts and payment to ve ndors and
individual contractors for services; physical space planning; organizing and coordinating administrati ve arrangements

for seminars, conferences and translations.

Contract Administration

¢ Assists with day-to-day administration of contracts between the UN and external contractors for outsou  rced services.

¢ Audits the contractors' invoices against the goods and services provided by the contractor and approve d by the UN.

¢ Processes the payment of contractors' invoices and monitor payments.

¢ Prepares and processes all UN forms and permissions for contractual and work Unit, Section or Service UN staff,

including: UN grounds passes, property passes, UN p arking permits, swipe-card access and door keys.

Work implies frequent interaction with the followin [oF
Staff within the Executive Office or the work unit and clients in the Department. Human resource, admi nistrative, accounting
staff in missions and Headquarters, general support services and conference services staff. Consultin g firms.

Results Expected:
Contributes to the effectiveness and efficiency of the department/unit by providing administrative sup port and specialized
assistance to more senior staff in the assigned are  as of responsibility.
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Competencies:

*  Professionalism: Ability to perform a broad range o f administrative functions, e.g., budget/work progr amme, human
resources, database management, etc. Ability to app ly knowledge of various United Nations administrati ve, financial

and human resources rules and regulations in work s ituations. Shows pride in work and in achievements; demonstrates
professional competence and mastery of subject matt er; is conscientious and efficient in meeting commi tments,
observing deadlines and achieving results; is motiv ated by professional rather than personal concerns; shows

persistence when faced with difficult problems or c hallenges; remains calm in stressful situations. Co mmitment to
implementing the goal of gender equality by ensurin g the equal participation and full involvement of w omen and men in
all aspects of work.

«  Communication — Speaks and writes clearly and effec tively; listens to others, correctly interprets mes sages from others
and responds appropriately; asks questions to clari fy, and exhibits interest in having two way communi cation; tailors
language, tone, style and format to match the audie = nce; demonstrates openness in sharing information a nd keeping
people informed.

¢ Teamwork — Works collaboratively with colleagues to achieve organisational goals; solicits input by ge nuinely valuing
others’ ideas and expertise; is willing to learn fr om others; places team agenda before personal agend  a; supports and
acts in accordance with final group decision, even when such decisions may not entirely reflect own po sition; shares
credit for team accomplishments and accepts joint r esponsibility for team shortcomings.

¢ Planning and Organising — Develops clear goals that are consistent with agreed strategies; identifies priority activities
and assignments, adjusts priorities as required; al locates appropriate amount of time and resources fo r completing

work; foresees risks and allows for contingencies w hen planning; monitors and adjusts plans and action S as
necessary; uses time efficiently.

QUALIFICATIONS

Education : High school diploma or equivalent.

Experience : Five years of experience in administrative services , finance, accounting, audit, human resources and r elated area.
Language: English and French are the working languages of th e United Nations Secretariat. For the post advertis  ed, fluency in
oral and written English is required. Knowledge of another official United Nations language is an adva  ntage.

HOW TO APPLY:

NOTE FOR INTERNAL CANDIDATES.:

Staff at the G-4 and G-5 level are eligible to appl .

Interested staff members must complete the ICTY Int ernal Application Form and UN Personal History Prof ile (PHP) form
obtainable via the TRIBUNET; ICTY website or person al Inspira account. Please submit all documents inc luding the last two e-
PAS’s ELECTRONICALLY AS ONE DOCUMENT to the recruitment@icty.or g in-box. Please indicate the job opening number in
the subject line.

Once received, a list of candidates who meet the re  quirements of the post will be sent to the supervis or, who will prepare a
written comparative analysis of the candidates and recommend a staff member for the position.

Applicants may have to sit the Global General Servi  ces Test (GGST) as per OHRM instructions.

NOTE FOR EXTERNAL CANDIDATES:

External applicants must complete the UN Personal H istory Profile (PHP) form obtainable from the ICTY website ( www.icty.org )
or personal Inspira account and forward electronica lly AS ONE DOCUMENT to the recruitment@icty.or g in-box. Please indicate
the job opening number in the subject line. Applica nts may have to sit the Global General Services Tes t (GGST) as per OHRM
instructions.

NOTE FOR PREVIOUSLY ROSTERED CANDIDATES
Roster candidates must express their interest and a  vailability for published job openings by submittin g an updated PHP and
cover letter.
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Special Notice: Extension of the appointment is sub ject to the extension of the mandate and/or the ava ilability of funds.
Appointment against this post is on a local basis.

PLEASE NOTE THAT APPLICATIONS RECEIVED AFTER THE DE ADLINE AT MIDNIGHT (THE HAGUE TIME) ON THE CLOSING
DATE WILL NOT BE ACCEPTED.



