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	                     United Nations Mission
	بعثة الأُمم المتحدة 

	                   in the Sudan
	في السودان


	                                                                              UNMIS


TEMPORARY VACANCY ANNOUCEMENT (TVA)

TVA No. UNMIS-GS-10-007

Position:
Language Assistant/Driver - GL-3/4 
Date Posted:
1 June 2010

Deadline: 
31 August 2010
Location: 
Southern Sudan 
The United Nations Mission in Sudan (UNMIS) requires Language Assistant/Driver, GL-3/4, for an initial period of six (6) months to assist in the below-mentioned functions.
RESPONSIBILITIES:

Under the supervision of the Head of Office/State Referendum Adviser or his/her duly designated representative, the incumbent will perform and carry out the following duties and responsibilities:

· Provide oral interpretation/translation at meetings and conferences with national stakeholders, senior community leaders and UN referendum staff from local dialects/Arabic into English and vice/versa;

· Provide, as required, written and oral translation of materials relevant to the referendum process and UNMIS’ mandate; 

· Coordinate and schedule meetings with local actors, if requested;

· Provide efficient, comprehensive and timely administrative support, as required, to the electoral team;

· Drive staff members safely to and from various destinations as required, including field trips to locations outside the duty station headquarters;
· Assist in collecting and delivering documentation to and from UN agencies, local authorities, NGOs and other concerned government offices;

· Assist with messenger duties that may be required by the Supervisor;

· Work with Transport /Dispatch Officer on issues related to the maintenance of office vehicles including daily entries in vehicle log books and ensure that vehicles are cleaned regularly; ensure that vehicles are refueled , as required;

· Perform minor mechanical repairs on vehicles as required and ensure that the assigned vehicle (s) is kept in good mechanical condition

· Should be prepared to be deployed on short or long term (reassigned) basis in any part of Sudan.

Competencies:

Professionalism:  Ability to work independently without supervision, remain calm in stressful situations; ability to manage processes, maintain accurate records in administrative fields.
Client Orientation: Demonstrated ability to develop and maintain effective work relationships with supervisors and colleagues

Communication: Ability to write in a clear and concise manner and to communicate effectively orally.

Teamwork: Good interpersonal skills. Ability to work in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. Demonstrated ability to develop and maintain effective work relationships with supervisors and colleagues. 

Planning and Organization:  Ability to plan own work, to work effectively under stress and to priorities and handle multiple tasks with tight deadlines.

Qualifications:

Education: High school diploma. Post-secondary education at college, university or specialized training institution in translation/interpretation will be beneficial.

Experience: At least three (3) years related experience at GL-3 and four (4) years at GL-4, demonstrated analytical and problem-solving skills, which should include at least two (2) years driving experience, and possession of a valid National Driver’s license for at least two years prior to the date of application for this position; experience with UN/NGO or other International bodies is an added asset. 
Languages skills: Fluency in written and spoken English and Arabic; knowledge of other languages and dialects spoken in Southern Sudan is a requirement.
Other Skills: A safe driving record is mandatory.

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 Tuesday, 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. 
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