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	ألأمم المتحدة


United Nations Mission in Sudan

UNMIS

VACANCY ANNOUNCEMENT

VA No. UNMIS-GS-10-019
VA Issuance Date: 18 March, 2010. 
 
Deadline for Applications:  Open 1
The United Nations Mission in Sudan is seeking qualified candidates for the following post(s):

	Title: Information Management Assistant 


	Grade: 
GL - 5
	Region (please indicate preference in application): Khartoum
  

	POST OPEN FOR SUDANESE NATIONALS ONLY 

	Women are strongly encouraged to apply 2


1 Vacancy will remain open for at least two weeks, or until it is filled. Preference will be given to internal candidates who are at the same grade as the post being advertised, then to internal candidates one grade below the post, and finally to external candidates. 

2 Equally-qualified female candidates will be given priority for selection (DPKO Under-Secretary General’s Policy Statement on Gender Mainstreaming). Candidates wishing to return home are also strongly encouraged to apply. 
Duties and Responsibilities:

Under the supervision of the Chief Records Management and Archiving Unit of the General Service Section, the incumbent shall perform the following tasks:

· Proactively assist with the implementation of the Electronic Records Archiving program in UNMIS and fully perform functions of senior technical staff in their absence; 

· Demonstrate independent project planning, documentation and implementation skills. Assist in drafting system documentation suite for users and clients;

· Gather user requirements and provide technical analysis, design, and recommendations for modifications of the EASy archiving software system or any future systems that may be implemented at UNMIS;

· Suggest enhancements to system operations and follow-up with CITS to provide on-going upgrades. Provide input to assessment of any new database systems as required and connectivity issues at team sites and Sector offices;  

· Provide management, configuration and maintenance of the archiving input tools (Web forms, digital senders, high-volume scanners and e-mail). Installation of EASy archiving [or any other ER systems as applicable] in UNMIS offices as required at the user interface level. By aware of the relational database interactions at the back-end level as applicable;

· Assist UNMIS offices in performing scanning and data entry tasks of the deposited files into the UNMIS electronic Records Management system, this includes adding the standard file classification information (meta-data) according to the prescribed file plan and provide training to users;

· Monitor and quality check offices scanning into EASy archiving, providing assistance when needed;

· Serve as General Services Section (GSS) focal point for all matters to do with the creation and maintenance of the GSS Intranet page. Make assessments of software such as those used for creation and maintenance of Intranet pages, distributed workspaces or Wiki’s. 

· Performs high level technical and help-desk support and other unit-related duties as assigned by supervisors. 

· Perform any other duties as may be required.
Competencies:
Professionalism - Good knowledge of information management, classification and retrieval systems; tact and discretion in dealing with high ranking officials and with extremely confidential matters and materials; demonstrated ability to apply good judgment in the context of assignments given and to respond appropriately when difficulties or conflicts arise; 
Planning and Organizing – Ability to plan own work and manage conflicting priorities under tight deadlines and to work with speed and accuracy. 

Technology Awareness – Full proficiency in the use of advanced applications of UN standard and specialized software applications of information databases, internet/intranet services and, information management storage and retrieval systems.

Communication – Good communication (spoken and written) skills, including drafting and editing skills. 

Teamwork – Good interpersonal skills and ability to establish and maintain effective working relations in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. 
Accountability - Operates in compliance with organizational regulations and rules; and take personal responsibilities for his/her own shortcomings and those of the work unit, where applicable.

Qualifications:

Education: High school diploma or equivalent.  Post-secondary education at college, university or specialized training institution in Technical Information/Records Management, Computer applications and database management is an asset.

Experience: At least five (5) years of progressive relevant experience in Information/Records Management. Demonstrated experience in information analysis and archiving tools (web forms, digital senders, high volume scanner and email).  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 spoken in Sudan and/or other UN languages is an advantage.  
____________________________________________________________________________
Candidates should submit with their applications the following documents:

1- Cover Letter (letter of motivation or application letter); 

2- The United Nations Personal History form (P-11); 

3- Academic Certificate(s) and/or High School/Secondary Diploma; 

4- 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); 

5- Three (3) letters of reference from former employers or academic instructors.

By email: 

All applicants are strongly encouraged to apply by e-mail and MUST include ONLY the VA No in the subject line of their email.

E.g. UNMIS-GS-10-019 

General Services: unmis-recruitmentgs@un.org

By Mail:

Chief Civilian Personnel Officer, United Nations Mission in Sudan (UNMIS) 

Ebeid Khatim Street 

Khartoum, 11111, 

Sudan 

By Hand:

UNMIS Headquarters, Khartoum or through the UNMIS Regional Offices in Juba, Malakal, Wau, Rumbek, Kadugli, Ed Damazin, Abyei and El Obeid  

By Fax: 

Outside Sudan - 00 249 187 086200 

Inside Sudan - 0 187 086200 
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