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	                     United Nations Mission
	بعثة الأُمم المتحدة 

	                   in the Sudan
	في السودان


	                                                                              UNMIS


TEMPORARY VACANCY ANNOUNCEMENT (TVA)

TVA No. UNMIS-TVA-2010-FS5-ISS-054
Post No. 59664
Location: Juba
Date Posted:  Monday, 30  August 2010
Deadline: Sunday, 12 September 2010

Contracts Management Assistant, FS-5
The United Nations Mission in Sudan (UNMIS) requires Contracts Management Assistant, FS-5, for a period of six (6) months in the above-mentioned area.

RESPONSIBILITIES:

Under the direct supervision of the Chief, Contracts Management Unit (CMU), the Contracts Management Assistant: Support the work of the Performance Management Unit (CCPMU) to ensure the effective implementation of supply and service contracts, with an aim to achieve probity and proper performance of obligations by all parties to such contracts; Assist as assigned in implementing the CCPMU's work program, Standard Operating Procedures (SOPs), policy initiatives and projects; Assist as required with compiling data and monitoring the implementation of quality assurance surveillance plans; Assist in monitoring and analyzing information on contract performance to ensure compliance with contract terms, milestones, schedules, deliverables and cost objectives; Assist the Unit in gathering input for preparing audit responses; Maintain CCPMU electronic and hardcopy files and records, complete accounting and reporting requirements to ensure proper audit trail of the contract compliance and performance management role; Compile information and data as required for budget preparation; Assist with implementing contract close out procedures including compiling data for contractor assessment; Anticipate monitor and alert the CCPMU to potential conflicts and performance issues with vendors such as of variation, extension of time, enforcement of warranties / securities, disputes, poor performance or non-compliance with contractual obligations; Propose to CCPMU solutions to minor contract interpretation and implementation issues; Assist the Unit with routine drafting e.g. faxes, memos, LCC presentations, draft routine SOWs and routine contract amendments; Perform other work as required. 
COMPETENCIES:

Professionalism – Proven ability and relevant experience in contract or quality administration; fiscal and procurement knowledge preferably including UN financial rules; 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; Communication – Proven communication (verbal, written and presentation) skills, articulating situations and options concisely conveying all appropriate information; explaining and advocating management position to vendors and third parties; Commitment to Continuous Learning - Initiative and willingness to learn new skills, and ability to adapt to changes in work environment. Client Orientation – Strong collaborative negotiation skills, and ability to influence others to reach consensus; Technical Awareness – Computer skills, including ability to operate common applications; Ability to define and extract management information for logistics support; Teamwork – Proven interpersonal skills and the ability to establish and maintain effective working relations in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. 
QUALIFICATIONS:

Education High school diploma or equivalent is required. Relevant professional training in contract law, quality management, logistics management is an advantage and may be a requirement. Work Experience At least 8 years of progressively responsible experience in contract/quality administration is required. Relevant experience with regards to supply and management, especially in an international peacekeeping environment or relief operations is essential. Extensive knowledge of the UN rules, regulations and working practices pertaining to field missions is an advantage. Languages Fluency in spoken and written English or French; knowledge of another official UN language is an advantage and sometimes a requirement. Fluency in local language may be desirable. 
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 Wednesday, 8 September 2010, 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.
