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CHAMBERS, LEGAL SUPPORT ASSISTANT, G-5 (Temporary J ob Opening until 31 December 2017 
 
 DEADLINE FOR APPLICATIONS : 01 March 2017 
 DATE OF ISSUANCE   : 23 February 2017 

OFFICE     : Chambers, Registry 
 VACANCY ANNOUNCEMENT  : 2017/ICTY/REG/CHAM/017-GS 
 

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

 
Organizational setting and Reporting: 
This position is located in Chambers Section of the  Registry under the supervision of the Head of Cham bers. 
 
Responsibilities: 
Management of individual case files ensuring timely  receipt of legal instruments, distributing, mainta ining and updating detailed 
log sheets, ensuring that all related correspondenc e and other documentation is appropriately distribu ted, registered, filed and 
followed up as necessary ensuring smooth cooperatio n with various other sections. Provides general off ice support services, 
schedules appointments, monitors deadlines, monitor s staff attendance, facilitates office space alloca tion, assists in the 
maintenance of the Chambers archive vault to ensure  rapid retrieval of critical information, conducts reference searches upon 
request, identifies material for inclusion in files , coordinates with archives on retirement, storage and retrieval of files. Assists 
trial and pre-trial teams with all practical aspect s of their work, processes and proofreads a variety  of specialized legal 
documentation, requests translations, sets up and m aintains files and records, maintains trial indicat ors chart, compiles the 
monthly update, coordinates contributions to the An nual Report. Assists various committees and other m eetings in the 
preparation of session’s documents. Coordinates vis its to the Detention Unit with relevant customers i ncluding Judges. Tracks 
status of meetings and monitors follow up actions. Provides meeting arrangements and servicing. Provid es guidance and 
training for new staff when necessary. Maintains in ternal databases on cases for tracking and trend an alysis. Generates a 
variety of statistical and non-statistical reports from the existing databases. Conducts basic researc h on assigned issues using 
different resources. Handles a variety of inquiries  from internal and external parties provides detail ed information on processes 
and procedures related to a range of legal activiti es, instruments and issues. Performs other ad hoc d uties as assigned. 
 
Competencies:  
• Professionalism - A thorough knowledge of ICTY poli cies, procedures and practices. Shows pride in work  and in 

achievements; demonstrates professional competence and mastery of subject matter; is conscientious and  efficient in 
meeting commitments, observing deadlines and achiev ing results; is motivated by professional rather th an personal 
concerns; shows persistence when faced with difficu lt problems or challenges; remains calm in stressfu l situations. 

• Planning and Organising- Develops clear goals that are consistent with agreed strategies; identifies p riority activities and 
assignments; adjusts priorities as required; alloca tes appropriate amount of time and resources for co mpleting work; 
foresees risks and allows for contingencies when pl anning; monitors and adjusts plans and actions as n ecessary; uses 
time efficiently. 

• Client Orientation - Considers all those to whom se rvices are provided to be “clients” and seeks to se e things from clients’ 
point of view; establishes and maintains productive  partnerships with clients by gaining their trust a nd respect; identifies 
clients’ needs and matches them to appropriate solu tions; monitors ongoing developments inside and out side the clients’ 
environment to keep informed and anticipate problem s; keeps clients’ informed of progress or setbacks in projects; meets 
timeline for delivery of products or services to cl ient. 

 
 
QUALIFICATIONS 
 
Education:  High school diploma or equivalent. 
 
Experience:  Five years related administrative expe rience. Demonstrated ability to use computer techno logy. 
 
Languages:  English and French are the working lang uages of the ICTY. For this post, fluency in Englis h is required. 

Knowledge of other ICTY languages is desirable. 
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HOW TO APPLY: 
 
NOTE FOR INTERNAL CANDIDATES: 
 
1) Staff at the G-4 and G-5 level are eligible to a pply. 
2) Interested staff members must complete the ICTY Internal Application Form and UN Personal History P rofile (PHP) form 

obtainable via the TRIBUNET or ICTY website. Please  submit all documents including the last two e-PAS’ s 
ELECTRONICALLY AS ONE DOCUMENT to the recruitment@i cty.org in-box.  Please indicate the job opening nu mber in the 
subject line. 

3) 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.  

4) Applicants may have to sit the Administrative Su pport Assessment Test (ASAT) as per information cir cular ICTY/IC/2004/49 
of 2 September 2004. 

 
 
NOTE FOR EXTERNAL CANDIDATES: 
 
1) External applicants must complete the UN Persona l History Profile (PHP) form obtainable from the IC TY website 

(www.icty.org ) or personal Inspira account and forward electroni cally AS ONE DOCUMENT to the recruitment@icty.org  in-
box.  Please indicate the job opening number in the  subject line. Applicants may have to sit the Globa l General Services Test 
(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. 
 
 
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 DEADLINE AT MIDNIGHT (THE HAGUE TIME) ON 
THE CLOSING DATE WILL NOT BE ACCEPTED. 
 


