
The mission of WHO is the attainment by all peoples of the highest possible level of health.

Vacancy Notice No: AFRO/16/TASR155

Title: Logistics/ Administrative Clerks

Grade: G4

Contract type: Temporary Appointment under Staff Rule 420.4

Duration of contract: 12 Months

Date: 15 November 2016

Application Deadline: 30 November 2016

Duty Station: Juba, South Sudan, Republic of

Organization unit: AF_SSR AF South-East Sub-Region
(AF_SSR) /
AF_SSD South Sudan (AF_SSD)

.

OBJECTIVES OF THE PROGRAMME :
The Logistics/Administrative Assistant will be responsible for providing logistics/administrative assistance in general program
implementation and management and day-to-day liaison with other program counterparts in the respective states. He/She will
provide comprehensive secretarial and administrative support to the WHO Program, including drafting correspondence, taking of
minutes, arranging for the processing of government clearances, making travel arrangements, arranging for coordination
meetings and related tasks. The Log Administrative Assistant carries out his/her functions under the direct supervision of the Sub
Office Coordinator.

The WHO Representative's Office, South Sudan aims to effectively implement WHO's programmes in South Sudan, harmonize
and align the WHO support with national processes and systems, effectively and efficiently mobilize and utilize resources within
the framework of the WHO emergency platform.

Description of duties:
Under the general supervision of the Sub Office Coordinator, the incumbent is responsible for supporting the WHO activities in
his/her area of responsibility on administrative, financial and logistic issues, as follows:

Finance:
-Track the status of authorised funds daily for all polio related activities including
 financial reports after each round of SIAs, NTAs, and hub running expenses
 G - Disburse funds for all polio activities strictly adhering to WHO procedures
-Ensure and account for monthly payment of salary to all field staff

Transport Management
Plan in liaison with the Sub Office Coordinator transport resources for the office and programme activities
Ensure that WHO standard Vehicle Log book supplied by WHO Country Office is present and used by drivers for each mission.
Compile monthly report for fuel and kilometres consumption.
Make sure all operated cars are covered by 3rd party insurance.
Select a local car rental company through LTA with proper competitive bidding for exceptional transport needs (Vaccination
campaign.)
Ensure that management of fuel stock is carried out in an efficient and cost-effective manner.
Monitor car mileage to initiate regular service maintenance with the contracted service provider
To make sure WHO south Sudan Driver Policies adhered by the users.

Stock management/warehousing
Ensure warehousing good practice (Stock cards, management of expiration dates, handling standards, stacking standards.).



Provide monthly with the remaining volume capacity of the warehouse (in cbm)
Maintain records of supply distribution and list of the consignment of the beneficiaries.
Provide with monthly situation of stock to the Logistic officer in Juba every last day of the month.
Conduct quarterly a physical inventory and send the outcome to the WCO logistic officer.
Communicate to WCO country office lists of supplies for disposal when required.

Asset Management
Implement the process of establishment full and comprehensive Fixed Asset Register, records keeping,
Ensure that all standards and exercises for assets accountability and records are in place, and are sufficient:
Maintain updated registration of Assets, custodian personnel and location,
Communicate to WCO country office lists of assets for disposal when required.

Compound management
Responsible for all office compound safety and security issues.
Ensure that all necessary materials are in place in the office compound
Ensure compounds are clean and neat.
Express needs for hardware supplies not available locally to WCO South Sudan logistic officer

Other
Other tasks and responsibilities as directed by Sub Office coordinator

REQUIRED QUALIFICATIONS

Education:
Essential: Completion of Secondary education or equivalent technical or commercial education with specialization in accounting,
budgeting or finance.

Desirable: Diploma, Degree or higher education in administration, accounting or finance will be an advantage

Skills:
Competencies
1) Communicating in a credible and effective way
2) Producing results
3) Fostering integration and team work

Functional Skills and Knowledge required:
1.Professionalism - Knowledge of the UN systems. Demonstrated ability to manage processes and maintain accurate records.
Ability to work independently and to maintain flexibility in working hours.
2.Planning and Organising - Demonstrated effective organisational skills and ability to handle work in an efficient and timely
manner.
3.Teamwork - Good interpersonal skills; ability to work in a multi-cultural, multi-ethnic environment with sensitivity and respect for
diversity. Demonstrated ability to develop and maintain effective work relationships with counterparts.
4.Communication - Ability to write in a clear and concise manner and to communicate effectively orally.

Other Skills:
Computer literacy (Microsoft Office, Lotus Notes, and Internet) is essential;

Experience:
Essential:
At least 3 years of administrative experience, of which preferably; experience in providing assistance in program and project
coordination and implementation or related experience in Administrative work/Finance or logistics.

Desirable:
Relevant experience in WHO, UN or other international organizations.

Languages:



Excellent knowledge of English. Other languages relevant to the local context would be an asset.

Additional Information:
Duty Stations:
Juba
Aweil
Malakal
Bentiui
Rumbek
Bor
Torit
Wau
Yambio
Kuajok

This vacancy notice may be used to fill other similar positions at the same grade level.

Online applications are strongly encouraged to enable WHO to store your profile in a permanent database. Please visit WHO's e-
Recruitment website at: www.who.int/employment. The system provides instructions for online application procedures.

All applicants are encouraged to apply online as soon as possible after the vacancy has been posted and well before the deadline
stated in the vacancy announcement.

WHO is committed to workforce diversity.

Any appointment/extension of appointment is subject to WHO Staff Regulations, Staff Rules and Manual. Only candidates under
serious consideration will be contacted.

WHO has a smoke-free environment and does not recruit smokers or users of any form of tobacco.

http://www.who.int/employment

