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	ألأمم المتحدة


United Nations Mission in Sudan

UNMIS

VACANCY ANNOUNCEMENT

VA No. UNMIS-GS-10-049
VA Issuance Date:  26 May, 2010
Deadline for Applications:  Open 1

The United Nations Mission in Sudan is seeking qualified candidates for the following post(s):

	Title: Contracts 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, Contracts Service Unit (CCSU) of the Supply Section, the incumbent will perform the following duties.

· Review the contracts and prepare bullets points for quick reference to contract terms and conditions. 

· Prepare the contract files/ documents in an orderly manner to ensure that all contract documents are filed and updated. 

· Keep abreast with the contract terms and conditions; 

· Conduct, at least,  monthly inspection of services provided by Contractors in the mission area; determine requisitioner’s justification for these services; and verify contractors provision of services, as per CCSU approval;

· Keep track of the contract expiry dates and Not to Exceed (NTE) Amount and alert Contracts Management Section (CMS) through CCSU accordingly.  

· Monitor the expenditures in order not to exceed the purchase order amount;

· Verify invoices received from contractors and ensure the completeness of supporting papers.

· When called upon, vet all invoices submitted by various contractors before submission to Finance Section through CMS for payment processing. 

· Ensure the completeness and accuracy of invoices and documents before submission to R&I,;

· Maintain contract files and update databases, such as invoice payment database, fuel consumption database, photocopier machines database, expenditures,  and other related contract databases;  
· Generate relative status reports for audit trail.

· Draft routine correspondence for approval/signature of CCSU
· Liaise with Contractor, CMS, Finance Section and end-user on deliveries issues, invoices, payments, disputes invoices and any other related matters.
· Perform other duties assigned by the Chief, CSU. 

Competencies:

Professionalism:  Extensive knowledge of all contract management techniques.  Substantive knowledge of internal contract policies, processes and procedures and extensive experience in their application; demonstrated ability to apply good judgment in the context of assignments assigned.
Planning & Organizing:  Ability to plan own work and manage conflicting priorities.  Ability to plan and guide the work of staff supervised.
Technology Awareness:  Extensive computer skills; proficiency in standard computer applications (e.g. Lotus Notes, Word, etc.), as well as in the use of procurement-related databases and other software. 
Teamwork:  Substantive interpersonal skills, plus the ability to establish and maintain effective working relations with people in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity.
Communications:  Excellent written and spoken communications skills, including the ability to prepare and review a variety of contracts documentation and correspondence.
Qualifications:

Education: Completion of secondary education plus relevant certification/diploma or other supplemental academic qualifications or training in the field of business administration or contract management/finance/accounting.   A degree an asset

Experience:  At least five (5) years experience in the field of contract management /finance/accounting at the national or international level.  Experience with United Nations or NGO is an asset.

Language:  Fluency in spoken and written English and Arabic; knowledge of other languages spoken in Sudan 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-10-049 

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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