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	                     United Nations Mission
	بعثة الأُمم المتحدة 

	                   in the Sudan
	في السودان


	                                                                              UNMIS


TEMPORARY VACANCY ANNOUCEMENT (TVA)
TVA No. UNMIS-TVA-2011-FS4-GSS-007
Post No.  61695
Location: Khartoum
Date Posted:  Thursday, 17 March 2011
Deadline: Thursday 31 March 2011
Information Management Assistant, FS-4
The United Nations Mission in Sudan (UNMIS) requires Information Management Assistant, FS-4 for a temporary period to assist in the above-mentioned area.

RESPONSIBILITIES:

Within delegated authority, the Information Management Assistant will be responsible for the following duties (these duties are generic, and may not be performed by all human resources assistants.):  

Register incoming and outgoing records in the electronic record keeping system. Maintain paper-based and electronic central file system by creating new folders, applying disposition instructions and tracking file circulation. Participate in records management projects, assembles records and creates electronic file lists in preparation for records transfer. Assist in the periodic transfer of scheduled records into the archives, ensuring the accuracy of transfer documentation and providing relevant assistance to the users regarding transfer preparations. Assist in accessioning, disposition, description, and database updating activities as they relate to mission records-related projects. Perform clearinghouse functions concerning maintenance of accession, disposal and location elements of the database. Support disposition operations by liaising with records-originating offices on transfer procedures and documentation; and analyzing retention schedules and precedents in support of disposition decisions. Create and maintains manual accession records and provides information to other section staff in support of reference and archival arrangement and description activities. Oversee internal records retrieval, loan, reproduction and staff clearance operations. Support external reference services by drafting routine responses to enquiries, including records reproduction transmittals, for approval by the Unit Chief.  Conduct end-user training relating to standard electronic record keeping systems within the field mission. Participate in maintaining the Section’s reference database. Liaise with document processing services with respect to preparation, reproduction and distribution of documents and publications.  Order and follows-up on shipment of documents, reference materials, stationery and necessary equipment to various sites. Perform research and document delivery services using a range of specialized commercial databases in addition to standard sources and databases. Maintain statistics on service and workload measures. Provide relevant technical support to users of information services. Performs other duties as assigned by the supervisor. 

COMPETENCIES:

Professionalism - Knowledge and familiarity with the United Nations structure and documentation. Ability to undertake relevant research, maintains records in a systematic fashion, and retrieves necessary materials with maximum speed and accuracy. Takes responsibility for incorporating gender perspectives and ensuring the equal participation of women and men in all areas of work. Planning and Organizing - Demonstrated organizational skills and ability to establish priorities and to plan, coordinate and monitor own work plan. Technological Awareness - Fully proficient computer skills, particularly in using relevant technology and its application to archives, library, documentation and record keeping. Teamwork - Good interpersonal skills; ability to work in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. Communication - Excellent written and spoken communications skills; ability to write in a clear and concise manner and to orally explain detailed issues.
QUALIFICATIONS:

Education: High school or equivalent diploma plus a combination of relevant certification/diploma or other academic qualifications/training in library, archives or records management techniques and systems. Work Experience: At least six years progressively responsible experience in the field of archives and records management with managerial experience an advantage. Languages: Fluency in English; a second UN language is desirable and sometimes a requirement. Fluency in the local language may be essential. Other Skills: Knowledge of automated information systems applicable to archives, records management and information networks. Experience in developing and presenting training courses on records management.
Candidates with relevant experience and qualifications who wish to be considered for this temporary assignment may indicate their interest by email to UNMIS-TVA@un.org by close of business on Thursday, 31 March 2011, citing the above TVA number in the subject line and enclosing their up-to-date Personal History Profile (PHP), available from http://jobs.un.org, as well as a copy of their two most recent performance evaluation reports. While this temporary assignment will provide the successful applicant with an ideal opportunity to gain additional work experience, the selection for this position is for a limited period and has no bearing on the future incumbency of the post. Military personnel (TCC) and police personnel (PCC) on secondment cannot apply for this position during their tour of assignment nor can UN Volunteers in UNMIS and UNAMID who are currently serving or have served in the previous 6 months. Due to the volume of applications only those candidates under serious consideration will be acknowledged. 
