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                     United Nations Mission
	بعثة الأُمم المتحدة 

	                   in the Sudan
	في السودان


	                                                                              UNMIS


TEMPORARY VACANCY ANNOUCEMENT (TVA)

TVA No. UNMIS-GS-10-005 (readvertised – change of location)
Position:
Travel Assistant -GL-5 
Date Posted: 
1 June 2010
Deadline: 
31 August 2010

Location: 
Juba
The United Nations Mission in Sudan (UNMIS) requires Travel Assistant, GL-5, for an initial period of nine (9) months to provide assistance in the below-mentioned areas.

RESPONSIBILITIES:

Under the direct supervision of the Section Chief or his/ her designated, the incumbent will be responsible for, but not limited to, the following functions:

· Calculate airfare, excess baggage entitlements, terminal expenses, daily subsistence allowance for staff and dependents travelling on missions, etc.

· Provide information to staff and consultants on the most direct and economical route, and plans routings and itineraries, plus the most economical airfare rates for such travel as permitted by the rules and regulations.
· Provide information on rates and travel schedules for specific itineraries.
· Contact airlines or travel agencies to make reservations at the least expensive fares, and request issuance of tickets.

· Initiate requests for visas.

· Review of travel claims and supporting documentation for completeness, accuracy, reasonableness, validity, and conformity with UN Rules. 
· Advises substantive offices, travelers, and other relevant staff of arrival information, requesting arrangements to be made accordingly for traveller.
· Perform other duties as directed by the supervisor.
Competencies:

Professionalism:  Good knowledge of travel related processing requirements; solid experience; ability to apply sound judgment in the context of assignments given; ability to recognize and act in the face of conflicting priorities.

Communications – Good communication skills (spoken and written), including the ability to draft standard memoranda and to articulate ideas in an effective style.
Technology Awareness – Proficient computer skills and use of relevant software, e.g. word processing, travel and IMIS related software, and data entry processes. 
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.  Post-secondary education at college, university or specialized training institution in office management/business administration or contract management is an asset.
Experience: At least five (5) years in the field of travel and visa at the national or international level. Experience with the UN/NGOs or other international bodies would be an added asset. 

Language Skills: Fluency in written and spoken English and Arabic with excellent communication and drafting skills.  Knowledge of other languages spoken in Sudan and/or other UN languages is an advantage.
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. 








