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	ألأمم المتحدة


United Nations Mission in Sudan

UNMIS

VACANCY ANNOUNCEMENT

VA No. UNMIS-GS-10-053
VA Issuance Date: 26 May, 2010 
 

Deadline for Applications:  Open 1

The United Nations Mission in Sudan is seeking qualified candidates for the following post(s):

	Title: Camp Management Assistant 


	Grade: 

GL – 4

	Region (please indicate preference in application):
Rumbek

	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 direct supervision of the Facilities Management Officer/Assistant of General Services Section, the incumbent shall perform the following functions:

· Order and control the cleaning materials and other supplies; 
· Ensure smooth running and maximum efficiency of cleaning, housekeeping and catering operations.
· Inspect the cleaning readiness of the accommodation rooms, offices and public areas in order to meet the established cleaning and quality standards, and report clean rooms to front desk; 
· Ensure compliance with accident/loss prevention measures and health/sanitation standards;

· Check in and out clients to accommodation rooms, respond to their requests, concerns and problems to ensure client satisfaction and complete daily and monthly occupancy reports;
· Communicate and coordinate with Engineering required maintenance or repairs related to rooms/offices and public areas and facilitate relocation of office furniture and equipments;
· Inspects facilities where food items are manufactured, handled, stored, or sold to enforce legal standards of sanitation, purity, and grading and ensure safety of food for consumption by public consumers;
· Conduct spot-checks to catering facilities to check sanitary conditions, health and hygiene habits of persons and equipments handling consumer products and provide necessary reports;
· Ensure efficient disposal of solid waste;
· Assist when required with Mail and Pouch operations;
· Perform any other duties as may be assigned.  

Competencies:

Professionalism: Proven conceptual analytical and evaluative skills and ability to conduct independent research and, identifying issues, formulating options and making conclusions and recommendations.

Client Orientation: Ability to see things from clients’ point of view, identify clients’ needs and match them to appropriate solutions. Meets timeline for delivery of services to clients. 

Planning and organizing: Ability to establish priorities and to plan, coordinate and monitor own work plan those under his/her supervision.

Communication: Ability to write in a clear and concise manner and to communicate effectively orally.

Technological Awareness: Computer skills including proficiency in word processing spreadsheets and relevant software packages.

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 supervisors and colleagues

Accountability - Operates in compliance with organizational regulations and rules; and take personal responsibilities for his/her own shortcomings and those of the work unit, where applicable.

Qualifications:

Education:  High School diploma or equivalent.  Post-secondary education at college, university or specialized training institution in Catering and Hotel Management/ Administration/Office Management/or Travel related/Logistic fields.

Experience:   At least four (4) years of relevant experience in Camp Management.  Experience with UN/NGO or other International bodies is an added asset. 

Language skills:  Fluency in spoken and written English and Arabic. Knowledge of other languages spoken in Sudan and/or other UN languages is an advantage.
Other skills: Demonstrated ability to apply good judgment in the context of assignments given.  Demonstrated effective organizational skills and ability to handle work in an efficient and timely manner. Valid national Truck Driving License is desirable.
____________________________________________________________________________
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.

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-10-053
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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