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United Nations Development Programme





    Lao PDR





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.





VACANCY ANNOUNCEMENT FOR LAO NATIONAL


Administrative Assistant at ICS-5 level, UNDSS


FIXED TERM APPOINTEMENT (FTA) 


Initial contract 12 months – Renewable





Background





The United Nations Department of Safety and Security (UNDSS) is looking for a dynamic Lao National to fill the position of Administrative Assistant at the UNDSS office in Vientiane. The Department of Safety and Security is responsible for providing leadership, operational support and oversight of the security management system, ensuring the maximum security for staff and eligible dependants as well as enabling the safest and most efficient conduct of the programmes and activities of the United Nations System.





Duties and responsibilities


Provide effective administrative and financial support to the UNDSS Office in Lao PDR in the execution of its activities.


Assist with Human Resources (HR) issues for all staff in the UNDSS Office and ensure compliance with established UN HR rules and regulations.


Ensure that logistical requirements of the UNDSS Office are addressed in a timely manner.


Assist the security adviser and local security assistant in collecting, updating and communicating information related to the security situation in the country, including incidents and accidents affecting UN staff and dependants


Support knowledge building and knowledge sharing among the staff in the UN Security Management System in Lao PDR.





Competencies


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


Displays cultural, gender, religious, racial, and age sensitivity and adaptability.


Works actively towards continuing personal learning and development in one or more practice areas, acts on learning plan and applies newly acquired skills.


Performs competently a variety of standard specialized and non-specialized tasks and work processes that are fully documented, researched, recorded and reported.


Ability to review a variety of data, identify and adjust discrepancies, identify and resolve operational problems.


Ability to perform work of confidential nature and handle a large volume of work.


Strong IT skills, knowledge of Atlas.


Ability to work in an organized and systematic manner.





Qualifications and experience


Degree/Diploma in Administration and Accounting or related subjects.


Relevant formal training in administration, human resources or related field is desirable.


A minimum of five years of working experience in administrative services, finance and human resources or related areas required with knowledge in operating specific UNDSS applications and sound knowledge of the UN communication network.


Fluent in written and spoken English and Lao.


Experience in the use of computers and office software packages (MS Word, Excel, etc) and knowledge of spreadsheet and database packages. Experience of handling web based management systems would be desirable. 


Good interpersonal communication skills.








Detailed job description available at the UNDP Human Resources Unit and on-line from��HYPERLINK "http://www.undplao.org/vacancies/"�http://www.undplao.org/vacancies/�


 The applicants are required to apply on-line via the website above by 25 November 2010





Inquiry - telephone: (856-21) 267 777 or Fax: (856-21) 267 799





Female candidates are encouraged to apply


Only short-listed candidates will be contacted for interview
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