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UNOPS helps its partners in the United Nations system meet the world’s needs for building peace, recovering from disaster, and creating sustainable development. UNOPS is known for its ability to implement complex projects in all types of environments around the globe. In an effort to promote organizational excellence, UNOPS seeks highly qualified individuals for the following position: This is a local position and is open to all nationals of the duty station or individuals with valid work permit. Vacancy Details Vacancy Code



VA/2010/APO/MMOC/060 (Re-advertised)



Post Title



Programme Assistant



Post Level



Local Individual Contractor Agreement (LICA-3)



Project Title



PR-GFATM



Org Unit



Myanmar Operations Center (MMOC)



Duty Station



Yangon, MYANMAR



Duration



1 year (with possibility of extension)



Closing Date



30 May 2011



Background The Myanmar Operations Centre (MMOC) under the UNOPS Asia and Pacific Regional Office has been established to develop, support and oversee UNOPS’ portfolio of projects in Myanmar and to ensure that synergies between projects are effectively developed. The MMOC plays a critical role in ensuring quality services to UNOPS partners that meet stringent requirements of speed, efficiency and cost effectiveness. In February 2009, MMOC was selected by the Myanmar Country Coordination Mechanism for The Global Fund to Fight AIDS, Tuberculosis and Malaria as one of two Principal Recipients of GFATM grants for Myanmar. The implementation of the grants is commencing in January 2011. To strengthen implementation of the GFATM grant activities, UNOPS is seeking a qualified candidate to the position of Programme Assistant.



Duties and Responsibilities Under the direct supervision of the respective National Health Officers and the overall direction of the Public Health Programme Officer, the Programme Assistant shall be responsible for performing the following specific duties and responsibilities:      



Assist in drafting of projects reports and memos Prepare project communication, documentation, reports and contracts, checking accuracy and compliance with UNOPS formats and style Maintain hard and computerized (soft) records for the projects operational and financial transactions for ease of reference and retrieval Responsible for document management, including file closures, archiving and monitoring due dates for projects progress, status reports and submission by UNOPS of substantive financing, budget utilization and budget utilization to clients Assist in monitoring expenditures, verify accuracy of requests, completeness of documentation and availability of funding-Inform supervisor of budget status, process for action, inform client and actively follow up to completion. Prepare briefing materials as required or mission and/or discussions on project activities and status



       



Interact with colleagues, clients and partners to exchange vital information on operational issues and seek cooperation to resolve routine operational issues and process problems and refer complex issues to supervisor with recommendation for course of action. Assist in briefing project personnel on UNOPS Procedure Assist in the administration and monitoring of all aspects of the project implementation including finance, budget and administration. Arrange field visits and coordinate all related logistics and administrative matters as necessary Issue statistical reports for M&E Purposes Assist in day to day coordination of the project activities, i.e. assist in collecting and assembling data and reporting activities of the project. Initiate purchase orders (POs) in ATLAS for making payments to implementing partners Perform other relevant duties as may be assigned by the supervisor.



The incumbent is responsible to abide by security policies, administrative instructions, plans and procedures of the UN Security Management System and that of UNOPS



Required Selection Criteria Competencies Professionalism – Ability to conduct independent research and analysis, identify issues, and recommend solutions; proven analytical skills. Familiarity with UN and UNOPS rules, regulations and policies. Ability to work systematically, accurately and under pressure. Planning and organizing - Ability to establish priorities and to plan, coordinate and monitor own work plan and those under his/her supervision. Result-oriented - Ability to focus on the result for the clients and respond positively to feedback Client orientation - Ability to identify clients' needs and appropriate solutions; ability to establish and maintain productive partnerships with clients. Communication - Proven ability to write in a clear and concise manner and to communicate effectively orally. Teamwork - Strong interpersonal skills and; ability to establish and maintain effective working relations with people in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. Analyzing Skills – Ability to make rational judgments for the available information and analysis and probe for further information or greater understanding of a problem and present with alternative options Good organizational skills Self- reliant: Ability to act independently with a minimum of supervision. Specific assignments may be reviewed while in progress; however the majority is reviewed on completion. Routine duties are performed independently. Technological awareness - Excellent computer skills and ability to use software tools to present data clearly and concisely; Good working knowledge of MS Office applications including proficiency in Excel, Spreadsheets & Database Software Education/Experience/Language     



Secondary education is required. A University degree preferably in development policy, social work administration or related area. At least 4-5 years of experience in similar field of work or exposure to project management preferably with an international Organization. Willingness to undertake regular field visits in difficult conditions. Previous successful involvement with and a good knowledge of NGOs and civil society. Fluency in written and spoken English & Burmese Languages required.



Submission of Applications Qualified candidates may submit their application, including a letter of interest, complete Curriculum Vitae and an updated United Nations Personal History Form (P.11) (available on our website), via e-mail to [email protected] . Kindly indicate the vacancy number and the post title in the subject line when applying by email.



Additional Considerations - Applications received after the closing date will not be considered. - Only those candidates that are short-listed for interviews will be notified. - Qualified female candidates are strongly encouraged to apply. For more information on UNOPS, please visit the UNOPS website at www.unops.org.
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