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                     United Nations Mission
	بعثة الأُمم المتحدة 

	                   in the Sudan
	في السودان


	                                                                              UNMIS


TEMPORARY VACANCY ANNOUCEMENT (TVA)

TVA No. UNMIS-GS-10-003

Position:
Supply Assistant - GL-4 
Date Posted: 
1 June 2010
Deadline: 
31 August 2010

Location: 
Abyei, Malakal, Wau  (3 posts)
SUPPLY ASSISTANT, GL-4
The United Nations Mission in Sudan (UNMIS) requires Supply Assistant, GL-4, for an initial period of nine (9) months to provide assistance in the below-mentioned areas.

Duties and Responsibilities:

Under the day-to-day supervision of the Sector Supply Officer and the overall the supervision of the Sector Administrative Officer, the incumbent will perform of following duties:
· Provide liaison to supported programs such as Electoral and Referenda and providing direct support on all supply related matters.

· Receive stores, secure and ship stock from the Region Supply Office.

· Maintain accurate records of all supplies requests received and ensure these requests are tracked though to completion;

· Assist or is responsible for various warehouse operations (receiving, inspection of newly arrived materials, issue verification, shelving, etc.)

· Liaise with R&I Unit on delivery of program related materials.
· Ensures effective and timely stock picking from approved issue vouchers for immediate delivery to the users.

· Organize the storage of the goods in the warehouse (or store) according to materials category, produces and applies Product Identification Number (PIN) labels.

· Provide stock location data for Inventory.

· Assist in managing and maintaining a comprehensive electronic database of expendable and non-expendable UN property.

· Update records of issues, receipts, and inventories in the Galileo Management System;

· Assist the Warehouse Manager on program service activities;

· Ensure the delivery of a variety of expendable and non-expendable supplies;

· Track all movements of stock. Double-checks and confirms conformity of materials and supplies to vouchers before delivery/dispatch; 

· Monitor implementation of Standard Operating Procedures (SOP) established for Security and Safety;

· Apply safe packaging for materials ready to ship within or to other UN missions; 

· Perform regular inventories in the store stocks in order to keep the data constantly updated.

· Maintain storage facility in good order. observe safe usage of material handling equipment and report any abuse; 

· Assist in the provision of ground fuel, aviation fuel and lubricants within assigned Sector in coordination with the Fuel officer and Contractor’s Site Manager.

· Assist in reviewing and monitoring existing requirements for POL products for vehicles, aircraft and generators, both for UN-owned and Contingent-owned equipments.

· Assist in analyzing consumption patterns for POL in the Sector.

· Maintain and accurately record all POL accounting data on electronic files and databases and on regular files as required. 

· Perform any other duties as may be required.
Competencies:

Professionalism – Knowledge of basic methods and principles of Store/Warehouse management.  Skills in the principles and use of standard office computer programs and inventory control systems and logic. 
 Planning and Organizing – Demonstrated skills and ability to coordinate work schedule, work to tight deadlines and handle multiple concurrent project/activities. 
Communication – Proven communication (verbal, written and presentation) skills, formulating positions on issues, articulating options concisely conveying maximum necessary information, making and defending recommendations. 
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. Degree or diploma in Stock/Finance Management is an asset.
Experience:  At least four (4) years of progressively relevant experience in stock management, inventory control and warehousing.
Necessary skills:  A valid category B driving license. Good physical condition and able to lift cartons weighing 30 kg.
Language skills: Fluency in written and spoken English and Arabic. Knowledge of other languages spoken in Sudan and/or other UN languages is an advantage.
The following assets would constitute an advantage:  Completion of following courses:  Fire safety and combat, First Aid, Forklift operations. Ability to handle hazardous materials

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 31 August 2010, citing the above TVA number in the subject line and enclosing their up-to-date Personal History Form (P11) or Profile (PHP); Cover Letter (letter of motivation or application letter); Academic Certificate(s); Birth Certificate – if not, a combination of (i) Assessment of Age and National Passport or (ii)  Assessment of Age and National ID Card (the Assessment of Age on its own is not acceptable); three (3) letters of reference from former employers or academic instructors. 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. Should a United Nations staff member be selected for this temporary assignment, he or she will maintain a lien on his or her post. External applicants may only be considered when it has not been possible to identify suitable internal candidates. Equally-qualified female candidates are encouraged to apply. 








