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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-HRSS-010
Post #: 56444

Location: Khartoum
Date Posted:  Tuesday, 29 March 2011
Deadline: Tuesday, 12 April 2011
Protocol Assistant, FS-4
The United Nations Mission in Sudan (UNMIS) requires Protocol Assistant, FS-4 for an initial period of six (6) months to assist in the below-mentioned area.

RESPONSIBILITIES:

Within delegated authority, the Protocol Assistant will be responsible for the following duties: Supervise and review the work of junior Protocol Assistants day to day assignment; Meet and greet services for new arrivals as well as UNMIS staff members at Khartoum International Airport; Acts as Focal point for dealing with Ministry of Foreign Affairs for the arrangements of visa upon arrival and resident permits issues; Draft Note Variables for entry and resident visas; Provide assistance for issuing visa to UNMIS personnel and the officials from substantive offices; Liaise with officials of Ministry of Foreign Affairs for other protocol issues; Coordinate with embassies and consulates for smooth issuance of visas; Focal point for meeting and seeing off VIPs and UN officials at airport; Book VIP lounge in Khartoum airport for arrival and departure of dignitaries; Provide assistance with lost baggage, to include claiming, tracking and pick-up; Provide information to staff on visa, resident visa and G-4 visas including the preparation of related correspondence and coordination with counter part at HQ New York. Undertake duties such as reporting to the Ministry and perform other duties as may be required.
COMPETENCIES:

Professionalism:  Thorough knowledge of protocol and travel related processing requirements; in-depth experience; ability to apply sound judgment in the context of assignments given; ability to plan, manage and resolve conflicting priorities; commitment to implementing the goal of gender equality by ensuring the equal participation and full involvement of women and men in all aspects of peace operations. Technology Awareness- Fully proficient computer skills and use of relevant software, e.g. word processing, Protocol related software e.g. Excel and data entry process. Communications:  - Solid written and spoken communication skills (spoken and written), including the ability to draft standard memoranda and to articulate ideas in a clear, concise style; ability to provide detailed explanations orally. Teamwork:  Good interpersonal skills and ability to develop working relations in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity, including gender balance.

QUALIFICATIONS:

Education: High school diploma or equivalent. Technical training in the field of business administration or protocol and travel related matters. Experience: At least 6 of progressively responsible experience in protocol and travel related matters in the United Nations, international organization, military or private sector. Valid driving license is required.  Language: Fluency in spoken and written English and Arabic; knowledge of a second UN language is an advantage and sometimes a requirement.
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, 12 April 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. 
