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	ألأمم المتحدة


United Nations Mission in Sudan

UNMIS

VACANCY ANNOUNCEMENT

VA No. UNMIS-GS-10-010 
VA Issuance Date: 17 February, 2010 
 
Deadline for Applications:  Open 1
The United Nations Mission in Sudan is seeking qualified candidates for the following post(s):

	Title: Mail Assistant  

	Grade: GL- 4

	Region (please indicate preference in application): Khartoum 
  

	POST OPEN FOR SUDANESE NATIONALS ONLY 

	Women are strongly encouraged to apply 2


1 Vacancy will remain open for at least two weeks, or until it is filled. Preference will be given to internal candidates who are at the same grade as the post being advertised, then to internal candidates one grade below the post, and finally to external candidates. 

2 Equally-qualified female candidates will be given priority for selection (DPKO Under-Secretary General’s Policy Statement on Gender Mainstreaming). Candidates wishing to return home are also strongly encouraged to apply. 
Duties and responsibilities:

Under the supervision of the Mail Unit Supervisor the Mail Assistant will be responsible for the following duties:  (These duties are generic, and may not be performed by all Mail Assistants.)

· Responsible for the preparation of pouch dispatch documentation and safekeeping of such records.

· Prepare tags to identify destinations, dates, airline carrier and correct pouch numbers and summary of enclosures for each destination.

· Estimate number of pouches.  Prepares daily pouch log reflecting the number of pouches, weights, etc. for scheduled airline destinations and airlines.

· Draft proposals on procedures, and systems of operation.

· Searches for the most efficient routings and schedules based on availability of space, frequency of flights, and pouch schedules. 

· Contact airline representatives on a daily basis to ensure smooth movement of pouches and to resolve any differences.
· Assist in the automation of mail operations, e.g., barcodes, etc.

· Prepare airway bills and related documents for courier pouches and special pouch shipments.

· Compile, compute and prepare statistics on work carried out by office.

· Revise outgoing pouch worksheets when routing is changed; advise departments involved; draft letters of instructions to users.

· Make airline reservations for containers for pouch shipments; check addresses to ensure correct routing; prepare paperwork, check weight, and seal containers.

· Ensure that all items received through the incoming pouch are accurately recorded, official and in compliance with pouch rules, and that respective departments are properly charged.

· Sign for valuable items to be shipped via pouch; identifies and sorts items to be shipped by pouch or by contracted shippers.

· Ensure that items for pouching are properly sorted to meet departure deadlines and provide special handling for items such as medicines, sensitive equipment, film, and other valuable equipment; advise sender about pouching procedures and best manner of dispatch.

· Assist in training new staff.
· Perform other duties as assigned by the supervisor.
Competencies: 

Professionalism: Knowledge of pouching procedures; ability to apply good judgment in the context of assignments given.  Efficient, timely and secure pouch dispatching includes receipt and related functions.  The candidate should use relevant mail operation policies, guidelines, procedures and other related processes and adhere to security procedures in respect of pouches.

Planning & Organizing: Ability to plan own work to meet designated deadlines.

Technology Awareness: Basic computer skills in computer applications (e.g. e-mail, word processing, Internet, etc.).

Teamwork: Good interpersonal skills and the ability to establish and maintain effective working relations with people in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. 

Communications: Good written and spoken communications skills as this post requires frequent interaction with both internal and external clients. Ability to provide basic explanations orally.
Qualifications:

Education: High school diploma or equivalent.  Post-secondary education at college, university or specialized training institution in the field of business administration or mail room operation is an asset.  

Experience: At least 4 years experience in pouch and mail operations within the private or public sector.  Experience with UN/NGO or other International bodies is an added asset.
Language: Fluency in written and spoken English and Arabic.  Knowledge of other languages spoken in Sudan and/or other UN languages is an advantage. 
Other Skills: Knowledge of modern pouch distribution techniques and related security precautions.

____________________________________________________________________________
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 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- Internal candidates must submit 2 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. UNMIS-GS-10-010 

General Services: unmis-recruitmentgs@un.org

By Mail:

Chief Civilian Personnel Officer, United Nations Mission in Sudan (UNMIS) 

Ebeid Khatim Street 

Khartoum, 11111, Sudan 

By Hand:

UNMIS Headquarters, Khartoum or through the UNMIS Regional Offices in Juba, Malakal, Wau, Rumbek, Kadugli, Ed Damazin, Abyei and El Obeid  

By Fax: 

Outside Sudan - 00 249 187 086200 

Inside Sudan - 0 187 086200 
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