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	ألأمم المتحدة


United Nations Mission in Sudan

UNMIS

VACANCY ANNOUNCEMENT

VA No. UNMIS-GS-10-064
VA Issuance Date: 22 July, 2010

Deadline for Applications:  Open 1

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

	Title: Supply Assistant


	Grade: GL – 3

(for roster)
	Region (please indicate preference in application): 
Multiple Regions

  

	POST OPEN FOR SUDANESE NATIONALS ONLY 

	Women are strongly encouraged to apply 2


1 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 Supply Officer the Supply Assistant will perform the following duties:

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

· Ensures effective and timely stock picking from approved issue vouchers for immediate delivery to the users.

· Prepare and update all Issue Vouchers as well as physically prior to delivery of stock to customers.

· Assist in coordination of pick up from local vendors and delivery of supplies.

· Assist in organizing the storage of the goods in the warehouse (or store) according to materials category.  
· Provide stock location data for Inventory.

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

· Notify offices when orders are ready for pick-up and delivers bulk items to offices as required 

· Ensure that all reasonable measures are taken to prevent theft of stock and reports discrepancies as soon as they become known.

· Advise the Supply Officer of any irregularities occurring in the store or warehouse.  

· Assist in managing and maintaining a comprehensive electronic database of expendable and non-expendable UN property.
· Assist data readings on photocopier sage as required. 

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

· Place and arrange stores and equipment according to established BIN locations.

· Apply PIN labels (UNCCS # & item description) on each product. 

· Assist on annual and periodic physical inventories of UN equipment and assets. Conduct daily Cycle Counts of expendables.
· Report results of the cycle counting to the Supply Officer repeat cycle counts whenever results deviate from established tolerance margins.  

· Pack materials and prepare the necessary documents to ship within the mission area.

· Prepare for issue a variety of supplies according to approved supply requests.

· Maintain cleanliness of storage facility. 






         

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. Post-secondary education at college, university or specialized training institution in stores/warehouse/supply is an asset. 

Experience: At least three (3) years professional experience in stores/warehouse/supply.  Experience with UN/NGO or other International bodies is an added asset.
Languages skills: Fluency in oral English and Arabic. Knowledge of other languages spoken in Sudan and/or other UN languages is an advantage. 
Other skills: Possession of a valid driving license, Forklift experience or license is highly desirable.

____________________________________________________________________________

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.

6- Internal candidates must submit 2 most recent performance evaluations.

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-10-064
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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