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United Nations Mission in South Sudan

UNMISS
RE-ISSUED-INTERNAL/EXTERNAL VACANCY ANNOUNCEMENT

NOTE:

THE UNITED NATIONS DOES NOT CHARGE A FEE AT ANY STAGE OF THE RECRUITMENT PROCESS (APPLICATION, INTERVIEW MEETING, PROCESSING, TRAINING OR ANY OTHER FEES).  THE UNITED NATIONS DOES NOT CONCERN ITSELF WITH INFORMATION ON BANK ACCOUNTS.

VA No. UNMISS-GS-16-98
VA Issuance Date: 22 November 2016
 
Deadline for Applications: 7 December 2016
The United Nations Mission in Sudan is seeking qualified candidates for the following post(s):

	Title: Property Control and Inventory Assistant
	Grade:  GL – 4
	Region: 1 post Juba.
  

	POST OPEN FOR SUDANESE NATIONALS ONLY 

	Female candidates are strongly encouraged to apply 2


Duties and responsibilities:

Under the supervision of Chief Property Control and Inventory Unit, the incumbent shall perform the following tasks:

· Prepare and conduct physical verifications as delegated by the Supervisors (this includes, but is not limited to: ensuring that all targeted clients are fully informed of upcoming physical inspections; preparing lists of assets and other supporting reports; scheduling and conducting inspections with target clients; scheduling follow-ups, etc.);

· Ensure that Galileo is accurately updated within 24/48 hours from the physical verification;

· Monitor and verifies accuracy of inventory data captured in UNMISS Assets Database (Galileo);

· Monitors the Galileo system to ensure that all Non-Expendable items that have been received in the mission are entered in Galileo and all records are updated by Receiving and Inspection Unit correctly;

· Ensure that all activities are carried out in conformity with the established standard procedures. Proactively keep Supervisors informed of progression and promptly notify any deviation from schedule;

· Ensure that anomalies (i.e.: wrong or missing barcodes/serial numbers, wrong item descriptions, etc.) are promptly reported to his/her Supervisor for immediate correction. In case of missing barcodes, he/she should follow-up with R&I and Commodity Managers for possible re-barcoding of asset;

· Continuously review Physical Verification Vouchers (PVV) and Galileo data entry for compliance with required quality standards. When needed, the PCIU Inspector will be responsible to prepare, coordinate and conduct, ad-hoc, unplanned inspections;

· To plan, prepare, coordinate (with AMUs, TCCs/ PCCs and end- users) and execute the regional assets physical verification program in accordance with the six-month work cycle and to verify whether accurate accountability of assets issued to end-users is being maintained;
· To maintain and update information collected during physical inspection in Galileo and to correct discrepancies accordingly thereby ensuring accuracy of inventory data;
· To maintain accurate and auditable records, in both hard and electronic format, for property control and accountability at UNMISS in conformance with Secretariat Administrative Instructions, LDS/OMS/DPKO guidelines and UNMISS standard operating procedures;
· Run a view in Business Object report;
· Performs other duties as maybe assigned by CPCIU.
Competencies:
Professionalism: 
Shows pride in work and in achievements. Is conscientious and efficient in meeting commitments, observing deadlines and achieving results. Is motivated by professional rather than personal concerns. Shows persistence when faced with difficult problems or challenges. 

Communication: 

Speaks and writes clearly and effectively. Listens to others, correctly interprets messages from others and responds appropriately. Asks questions to clarify, and exhibits interest in having two-way communication.  

Teamwork: 
Works collaboratively with colleagues to achieve organizational goals and is willing to learn from others. Places team agenda before personal agenda. Supports and acts in accordance with final group decision, even when such decisions may not entirely reflect own position. Shares credit for team accomplishments and accepts joint responsibility for team shortcomings.
Qualifications:

Education:  High school diploma.  Post-Secondary education at college, university or specialized training institution is an asset. (Nature and level of specialized training should include office management/business administration and technical and communications skills.
Experience: At least four (4) years of progressively responsible experience and high level of demonstrated analytical and problem-solving skills.  Experience with UN/NGO or other International bodies an added asset.
Languages: Fluency in written and spoken English.  Knowledge of other Sudanese languages is an asset.

____________________________________________________________________________

Candidates should submit with their applications the following documents:

1- Cover Letter (letter of motivation or application letter); 

2- The United Nations Personal History form (P-11) 

3- Academic Certificate(s) and/or High School/Secondary Diploma; 

4- Birth Certificate – if not, a combination of (I) Assessment of Age and National Passport or (ii)  Assessment of Age and new National ID Card (the Assessment of Age on its own is not acceptable); 

5- Three (3) letters of reference from former employers or academic instructors.

6- Two most recent performance evaluations.
By email: 

All applicants are strongly encouraged to apply by e-mail and MUST include ONLY the VA No in the subject line of their email. E.g. UNMISS-GS-16-98. General Services: unmiss-recruitmentgs@un.org
By Hand:
To Human Resources Section, UNMISS Headquarters, Juba or to the UNMISS Field Administrators Offices in South Sudan. 

Please collect the receipt of the application from Human Resources Section, Juba and /or Field Administrator’s Office.

(Human Resources Section, Juba and /or Field Administrator’s Office will scan both the application and copy of the receipt to unmiss-recruitmentgs@un.org) no later than 5 days from the closing date of the VA. Application Submission to Human Resources, Juba - Time: 2pm to 4pm  Monday through Friday; Field Administrator’s Office – Time: 9am to 12pm Monday through Friday. 
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