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VACANCY ANNOUNCEMENT FOR LAO NATIONAL


Programme Assistant at ICS-5 Level 


 Contract 12 months – Renewable





Background


UNDP Lao PDR Country Office is seeking a Programme Assistant who will mainly provide secretarial and programmatic assistance to the office’s Deputy Resident Representative for Programme (DRR/P).  The Programme Assistant will work in close collaboration with the other Senior Management as well as Programme Units and Operations Units of the UNDP CO and with the UNDP supported projects’ staff, so as to provide effective and efficient support to DRR/P. The initial contract will be for 12 months, and renewable.





Duties and responsibilities


Arranges appointments and maintains a calendar for DRR/P; Receives high-ranking visitors; arranges meetings with high-ranking officials; arranges official receptions given by DRR/P.


Prepares briefing materials for DRR/P for use on official trips or special meetings.


Organizes and participates in Programme Unit Chief Meetings and All Programme Staff meetings and takes notes. Also prepares informal translations or may acts as interpreter for DRR/P.


Receives, screens, logs and routes correspondence. Attaches necessary background information and follows up.


Makes travel arrangements for DRR/P and performs liaison duties with other management staff and CO units. Maintains leave records and travel plans of DRR/P.


Drafts required correspondence. Maintains policy, confidential and general management files.


Provides administrative support to the Chief Resident Economist of the UNDP Country office.


Acts as the assistant to UN Resident Coordinator / UNDP Resident Representative in her/his absence and provide necessary back-stopping services to RC/RR.


Briefs and trains other Programme Assistants as necessary including on office procedures and protocols.


Participates in the training for the operations/projects staff on programme. Contributes to knowledge networks and communities of practices.





Competencies


Demonstrates commitment to UNDP’s mission, vision and values.


Able to effectively and efficiently perform a variety of specialized tasks related to administrative support, managing data, schedule management, maintenance of protocol, drafting of correspondence, etc.


Develops and enhances understanding about UN/UNDP systems, procedure and programme activities.


Be proactive and demonstrate initiative, and be able to work independently as well as in a team.


Demonstrates openness to changes. 


Focus on results for clients and respond positively to feedback.


Multi tasking and ability to work under stress.





Qualifications and experience


Post Secondary Education, preferably with specialized certification/diploma in Business Administration.


At least 5 years of relevant experience in high level secretarial position or relevant administrative experience is required at the national or international level.


Experience in the usage of computers and office software packages (MS Word, Excel, etc.).


Good communication and drafting skill. 


Good written and spoken communication in both English and Lao.


Experience in working in multi-national setting with people from different cultural backgrounds in the asset.








This is UNDP Fixed Term Appointment, based in the UNDP Country Office in Vientiane.








Detailed job description available in the Human Resources Office and ��HYPERLINK "http://www.undplao.org/vacancies/"�http://www.undplao.org/vacancies/�


The applicants are required to Apply Online via the website above


Please apply by 06 August 2010 to:








Telephone: (856-21) 267777 or Fax: (856-21) 267799





Female candidates are encouraged to apply


Only short-listed candidates will be contacted for interview
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UNDP is the UN’s global development network, advocating for change and connecting countries to knowledge, experience and resources to help build a better life
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