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	CONSULTANT VACANCY ANNOUNCEMENT


	
	                                   Issued on 5 Feb. 2018

	         ORGANIZATIONAL LOCATION:
	UN-     Habitat office in Tehran, Islamic Republic of Iran

	         DUTY STATION:
	           Tehran- I.R. Iran

	         FUNCTIONAL TITLE:
	              Administrative Assistant


	         DURATION:
	12         12 Months

	         CLOSING DATE:
	[bookmark: _GoBack]           28th Feb. 2018




Background:
UN-HABITAT’s Tehran Office was established in 2009 to strengthen cooperation between the Islamic Republic of Iran and UN-Habitat, to contribute towards capacity building in the themes of sustainable urban development through policy development, institutional implementation and improvement of required skills and to promote UN-Habitat mandated activities in Iran, particularly in the field of earthquake resistance construction

Responsibilities
Under the overall supervision of the chief of UN-Habitat Tehran Office, and under the direct supervision of the Administrative Officer, Tehran Office, the Administrative Assistant will provide administrative assistance to the supervisor to ensure that routine services and activities within the administrative domain are properly implemented. Daily tasks may include:
1) Smooth Management of the Office Support:
· Assisting the Chief of the Office/Administrative officer with making / answering the calls and official correspondence with the Government, drafting them in both Persian and English, 
· Provide support in making correspondence to respond to enquiries in respect to relevant administrative, financial audit, personnel matters 
· Provide support organization of regular and ad-hoc meetings; preparation of minutes and summaries of actions to be taken; tracking of progress on planned issues; follow-up as appropriate
· Provide support in maintenance of office filing system ensuring safekeeping of confidential materials. Use of automated/electronic filing system
· Provide support to administration of travel, meetings, appointments and drafting of background notes
· Provide support to organization of advocacy events, if required
· Provide support to prepare public information on UN-Habitat and its global Programme
· Support coordination with UN RC Office and UNDP CO on matters of common interest and liaises with internal team members at Headquarters if necessary,

2) Human Resources Management Support:
· Provide support in maintaining attendance and leave records of the office/project personnel
· Provide support in responding to enquiries and provide information to office/project personnel regarding their entitlements, administrative procedures and processes 

3) Financial Management Support:
· Provide support in preparation of budget performance submissions and finalization of budget performance reports.
· Provide support in preparing financial reports.
·  Provide support in preparing the petty cash expenditure report.
· Provide support in maintaining proper official project records such as project documents, approved budget revisions, financial authorizations for accountability and audit purposes
· Provide support in operating local expenditures, and maintain appropriate records

4) Procurement and Logistical Services Support:
· Provide support in management of procurement processes; 
· Provide support in recording procurement documents for audit and accountability purposes, including inventories

5) Any other tasks assigned by the Chief of Office and Administrative officer 

Education 
 Having University degree in Business Administration, Finance, Office Management , Human Resources or other related fields. 

Qualifications 
 Minimum 3 years of experience in a reputable institution or international organization 

Competencies
· Demonstrated knowledge and competence in administrative and clerical work is required; 
· English speaking and writing fluency; Good translation skills; 
· Good planning and report/minutes/memo writing skills is required; 
· Able to carry out his/her work in an organized manner; 
· Able to work independently and in a team; 
· Familiar with MS Word, MS Excel, Power Point, MS Outlook is a must. 
· Knowledge on organization structure and management functions of the inspectorate system is an asset; 
· Previous working experience at national execution or international funded projects is an asset. 
· Able to work in a multi-cultural, multi-national environment; 
· Demonstrated interpersonal and communication skills.


LANGUAGE SKILLS
· Strong proficiency in written and spoken English and Persian is required. 

	Applications should include:
· Cover memo (maximum 1 page)
· The PHP should be attached to the application as a PDF file.
· Summary CV (maximum 2 pages), including the following informations:
1. Educational background (incl. dates)
2. Professional Experience (assignments, tasks, achievements, duration by year/months)
3. Other Expriences and Expertise (e.g. Internships/ Voluntary works, etc.)
All applications should be submitted to UN-Habitat Tehran Office E-mail address:
info.tehran@unhabitat.org 

Deadline for application: 28th Feb. 2018

UN-HABITAT does not charge a fee at any stage of recruitment process. If you have any question concerning persons or companies to be recruiting on behalf of these offices and requesting  the payment of a fee, please contact: recruitment@unon.org 
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