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	UNITED NATIONS DEVELOPMENT PROGRAMME

JOB DESCRIPTION




	I. Position Information 



	Job Code Title:                          Administrative Assistant
Classified Grade:                      ICS-5 level
Supervisor:                                Security Adviser, United Nations Department of Safety and          Security (UNDSS)



	II. Organizational Context 



	Under the overall guidance and supervision of the Security Adviser, the Administrative Assistant provides support to office operations performing a variety of standard administrative processes ensuring high quality and accuracy of work. The Administrative Assistant promotes a client, quality and results-oriented approach. 

The Administrative Assistant works in close collaboration with the Operations, Programme and projects staff in the CO and other UN agencies staff to exchange information and ensure consistent service delivery.




	III. Functions / Key Results Expected



	Summary of Key Functions:

· Provide effective administrative and financial support to the UNDSS Office in Lao PDR in execution of its activities.
· Assist with Human Resources (HR) issues to all staff in UNDSS Office and ensure compliance with established UN HR rules and regulations.
· Ensure that logistical requirements of UNDSS Office are addressed in timely manner.
· Assist 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 UNSMS Lao PDR.



	1. Provide effective administrative and financial support to the UNDSS Office in Lao PDR in execution of its activities, focusing on achievement of the following results:
· Screen and prioritise all incoming correspondence, compile relevant background documents and references, identify issues requiring the Security Advisor’s attention and refer others to relevant officer for appropriate disposition, monitor and follow-up on actions to be taken.
· Draft responses to enquiries in respect to relevant administrative matters.
· Handle a wide range of information requests and inquiries; respond, or draft responses, to a diverse range of correspondence and other communications.
· Organise official meetings, workshops, assist in the organisation of training courses and provide necessary logistical arrangements.
· Exercise quality control for all outgoing documents, proofread and edit text as required.

· Process the Identity Card (ID) requests of all UN Staff in Lao PDR using EDIsecure ID card system.

· Assist in all activities related to travel e.g preparation of Travel Authorizations (TAs), book flights and make travel arrangements for UNDSS staff.

· Prepare required documents regarding visa extensions, UNLP renewals, diplomatic ID card for initial processing and renewal.

· Provide administrative support to the cost share Guard Force project.

· Assist in budget, procurement and finance issues: initiate process and follow-up on all UNDSS finance matters with UNDP.
· Assist in the management of the UNDSS core budget and the common services account cost-shared budget.

· Maintain the internal expenditures control system which ensures that vouchers processed are matched and completed, transactions are correctly recorded and posted in Atlas.

· Initiate timely corrective actions on unposted vouchers, including vouchers with budget check errors, match exceptions and unapproved vouchers.

· Create of requisitions in Atlas and register the receipt of goods.

· Prepare mid-year and end-year finical reports for UNDSS core and the common service account cost-share budget.

· Maintain petty cash flow and records.


	2. Assist with Human Resources (HR) issues to all staff in UNDSS Office and ensure compliance with established UN HR rules and regulations, focusing on achievement of the following results:

· Liaise with UNDP HR and provide information and advice to staff regarding administrative procedures, processes and practices, conditions of service, duties and responsibilities under the Staff Rules and Regulations.

· Act as leave monitor and ensure timely processing of leave requests and attendance sheets for UNDSS team.
· Provide general office support services and perform other related duties as may be assigned.
 

	3. Ensure that logistical requirements of UNDSS Office are addressed in timely manner, focusing on achievement of the following results:
· Assist in identifying the equipment needs and develop the Annual Procurement plan for UNDSS office in Vientiane.

· Conduct annual equipment inspection and submit reports to Security Adviser.


	4. Assist 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, focusing on achievement of the following results:
· Administer and ensure maintenance of accurate records of Security Management database and provide various reports designing specific queries. 

· Generate staff lists and distribute them to the Zone Wardens.

· Assist and coordinate security-training programmes that include newly assigned staff members and security orientation briefings.
· Provide security briefing to new staff when required. 
· Provide operational support to the LSA when required.

· Respond to incidents and accidents affecting UN staff and their eligible dependants when Security Adviser and Local Security Assistant are not available.
· Provide security assistance to UN staff and eligible dependants when required.
· Perform other related duties as required and report for duty as and when necessary (on call).
· Regular liaise with counterparts in other UN AFPO ensuring that all reporting requirements are met. 


	5. Support knowledge building and knowledge sharing among the staff in UNSMS Lao PDR, focusing on achievement of the following results:
· Participate in the training for the operations/projects staff on administration and safety and security issues.
· Contribute to knowledge networks and communities of practice.



	IV. Impact of Results



	The key results have an impact on the accurate and timely implementation of the overall UN security programme at the country level.



	V. Competencies 



	Corporate Competencies:

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

· Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability

Functional Competencies

Knowledge Management and Learning
· Shares knowledge and experience

· Actively works towards continuing personal learning and development in one or more practice areas, acts on learning plan and applies newly acquired skills

Development and Operational Effectiveness
· Ability to perform 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

· Good knowledge of administrative rules and regulations

· Strong IT skills, knowledge of Atlas

· Ability to provide input to business processes re-engineering, implementation of new systems

Leadership and Self-Management
· Focuses on result for the client and responds positively to feedback

· Consistently approaches work with energy and a positive, constructive attitude
· Remains calm, in control and good humored even under pressure

· Professionalism: Exercises absolute confidentiality, discretion and judgement in all matters pertaining to the UNDSS office. Ability to perform a broad range of administrative functions; ability to apply knowledge of various United Nations administrative, financial and human resources rules and regulations in work situations; shows pride in work and in achievements; is conscientious and efficient in meeting commitments, observing deadlines and achieving results.
· Teamwork: Works collaboratively with colleagues to achieve organisational goals; shares credit for team accomplishments and accepts joint responsibility for team shortcomings.

· Client Orientation: Considers all those to whom services are provided to be 'clients' and seeks to see things from clients' point of view; meets timeline delivery of products or services to client; establishes and maintains productive partnerships with clients by gaining their trust and respect.
· Communication: Ability to deal with people in a tactful manner as necessary. Speaks and writes clearly and effectively; listens to others, correctly interprets messages from others and responds appropriately; demonstrates openness in sharing information and keeping people informed.



	VI. Recruitment Qualifications



	Education:
	Completion of secondary education is required. Relevant formal training in administration, human resources or related field is desirable.



	Experience:
	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.



	Language Requirements:
	Fluency in written and spoken English and Lao is required. 




	VII. Signatures-  Job  Description Certification



	Incumbent  (if applicable)

Name:                                                                         Signature                                         Date

	Supervisor

Name:                                                                         Signature                                         Date

	Chief Division/Section

Name:                                                                          Signature                                        Date
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