
 
 

United Nations High Commissioner Refugees (UNHCR) 
 

INTERNAL/EXTERNAL VACANCY ANNOUNCEMENT 

Vacancy Notice No.: 2015/HCR/SSDYA/045 

Please circulate widely in other agencies 
and government offices at your duty stations. 

 
Title of Post Admin Assistant Grade G4 
Post Number 10016481 Date of Issue 03/09/2015 

Location Yambio, South Sudan Closing Date 16/09/2015 
 
ORGANIZATIONAL CONTEXT. Define the role of the position within the team, describing its leadership 
role, if any, it’s external/internal work relationships or contacts, the contextual environment in which it 
operates and the scope of supervision received, and where applicable, exercised by the incumbent.  
  
The Administrative Assistant will provide administrative assistance to the immediate supervisor and/or Head of 
the Office to ensure that routine services and activities within the administrative domain are properly 
implemented. Subject to the nature of the task/assignment in hand. S/he will receive regular guidance from 
his/her supervisor. As per specific instructions, the incumbent may require liaising with other internal or 
external entities, to ensure effective delivery of services and achievement of objectives. The nature of certain 
personnel/administrative tasks requires discretion and confidentiality as per UNHCR standards and practices. 
The incumbent’s workload and the assignments will remain under constant scrutiny and direction of the 
supervisor. 
 
Accountability (key results that will be achieved) 
 
The Administrative Assistant is a position within an office/Division/Bureau that requires basic knowledge of 
administrative rules, procedures as well as operational standards of a UNHCR office. The nature of certain 
administrative/personnel functions require discretion and confidentiality.  
 
Duties and Responsibilities 
Under the direct supervision of Admin/Finance Associate, the incumbent will perform the following duties: 
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     Responsibility (process and functions undertaken to achieve results)  
 

1. Maintain hard and electronic office files and records; classify and code material relating to a variety of 
topics;  

2. Search and retrieve office files, and reproduce documentation and background material for reference and 
action by the supervisor, as and when required; 

3. Receive, register, route correspondence and office pouch. Maintain a follow up system 
4. Draft routine correspondence, memoranda and reports. Format more complex documents by using the 

appropriate technology.  
5. Facilitate implementation of Personnel administrative formalities and processing of documents in relation 

to official travels, leaves and movements of staff. Support staff members with processing personnel-
related documentation.  

6. Maintain office inventory and stocks of office supplies. Monitor the asset management track to ensure all 
admin procurements and disposal of UNHCR property are done and recorded accurately.  

7. Assist the supervisor to monitor and record expenditure/disbursement of funds. 
8. Following instructions from the supervisor make logistic and administrative arrangements for seminars, 

workshops, and briefings that may be required by the Office/Division.  
9. May regulate and monitor routine provision of services and/or shifts from providers, as and when 

applicable; 
10. Monitor office/compound facilities and equipment and in consultation with the supervisor take 

appropriate action to ensure proper functioning at all time. 
11. Any other responsibilities/functions deemed necessary by the supervisor/or senior manager in order to 

meet the level of the services in the organization 

 

 

 
ESSENTIAL MINIMUM QUALIFICATIONS AND PROFESSIONAL EXPERIENCE REQUIRED.   

 Completion of Secondary education or equivalent technical or commercial school with 
certificate/training in Business Administration, Finance, Office Management , Human Resources or 
other related field. 

 Minimum 3 years (for secondary education holder) or 4 years (for certifcate/training holder) of 
previous job  experience relevant to the function;  

 Computer skills (MS office and People soft applications). 
 Fluency in English and working knowledge of another relevant UN language or local language.  
 In offices where the working language is not English, excellent knowledge of working language of 

duty station and working knowledge of English.  
 

DESIRABLE QUALIFICATIONS & COMPETENCIES.   
 

 Good knowledge of UNHCR Admin and financial rules, procedures and processes; 
 Knowledge and working experience of MSRP (Peoplesoft); 
 Prior exposure to UNHCR refugee operations  and functions relating to field office administration 
 Completion of  UNHCR learning programmes or specific training relevant to functions of the position. 

 
Submission of Applications 
This vacancy is open for qualified South Sudanese ONLY.  Female candidates are encouraged to apply. 
 
IMPORTANT 
Please send your application addressed to Human Resources Officer, UNHCR Representation Office, Juba or via 
email to ssudjurhr@unhcr.org, not later than 16 September 2015.  
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Applicant should clearly indicate the Title of the Position and vacancy notice number.  Please remember to 
submit photocopies/scanned copies of all supporting documents.  Documents submitted shall not be returned to 
the applicants.  Due to the volume of applications only short listed candidates will be notified.  We may conduct 
a test and/or interview for the position.  Late application will not be considered. 

 
Refugees – who cares?   WE DO! 

 


