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   UNITED NATIONS
     INFORMATION CENTRE
                        UNIC
	     NATIONS  UNIES

         CENTRE D’INFORMATION   
                           CINU


مركز الأمم المتحدة للإعلام

لبلدان الخليج

VACANCY ANNOUNCEMENT 
ADMINISTRATIVE/TEAM ASSISTANT (G-4), UN Information Centre, Manama 
Serving Bahrain, Qatar & UAE 
  
Responsibilities: 
Under the general supervision of the Director of the UN Information Centre (UNIC), the Administrative/Team Assistant will be responsible for the following duties: 
  
Human Resources Management 
Initiate, process, monitor, review and follow-up on actions related to the administration of the Centre's human resource activities, e.g. recruitment, performance appraisal, job classification reviews,  training etc., ensuring consistency in the application of regulations and procedures 
Enter, maintain, and certify administrative data and records for time and attendance, performance appraisal, etc., in electronic information systems 
Review entitlements-related claims and reports 
Provide advice and guidance to staff with respect to the administrative procedures, processes and practices, liaising with UNHQ as necessary 
Maintain and review organizational staffing tables 

  

Budget and Finance 
Monitor status of expenditures and allotments, record variations, update budget tables 
Consolidate data received and provide support to higher-level staff with respect to budget reviews of relevant intergovernmental and expert bodies 
Review requisitions for goods and services to ensure (a) correct objects of expenditure have been charged and (b) availability of funds 
Assist in preparation of budget performance reports 

  

General Administration 
Timely dispatch and collection of mail and large parcels. 
Prepare documents for customs clearance for duty-free goods 
Purchase stationery, office supplies and cleaning supplies for the office 
Maintain petty cash account 
Monitor and make frequent contacts with telecommunications and office equipment providers to prevent and minimize disruptions 
Contact service technicians to attend to problems when the need arises 
Assist in substantive activities when required 
Prepare administrative report 

  
Other Duties 
  
Timely re-dissemination of UNHQ and local common system press releases and information material 
Update database on contacts of local, regional and international media institutions in the countries of UNIC’s  jurisdiction   
Ensure mailing and distribution of UN documents among media, NGOs, Government bodies and educational institutions 
Organize visits of students, researchers, and officials to the UN House library 
Monitor print media and draft daily press reports for the UN Country Team and UNHQ. 
Assist in other substantive activities as required 
Performs other duties as assigned 

    
  
  
Qualifications: 
  
Education: 
High school or equivalent diploma.  University degree or diploma in business administration highly desirable. 
  
Experience: 
At least five years progressively responsible experience within the UN system in the field of finance, accounting, human resources, administrative services, or other related fields.   
  
Language: 
Fluency in oral and written Arabic and English required; knowledge of second official UN language or local language desirable. 
  
Other Skills: 
Knowledge of UN systems and procedures as they relate to Staff Rules and Regulations, personnel and administrative policies and procedures as well as financial rules and procedures highly desirable. 
  
Applications: 
Please forward curriculum vitae, and completed UN P-11 form and relevant certificates to 
UN Information Centre (P.O.BOX 26004), Manama. 
  
Date   posted:   (20 August 2009)   Deadline for submission of application :   (20 September  2009) 
بيت الامم المتحدة – ص.ب:26004 – المنامة – مملكة البحرين – ت: 17311676 – فاكس: 17311692
U.N. House, P.O. Box 26004, Manama, Kingdom of Bahrain, Tel:17311676, Fax:17311692

E-mail : friji@un.org

