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	ألأمم المتحدة


United Nations Mission in Sudan

UNMIS

VACANCY ANNOUNCEMENT

VA No. UNMIS-GS-10-065
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: Warehouse 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 Regional Supply Officer & Warehouse Manager. The incumbent is responsible for the movement, control and storage of UN assets held in the warehouses. Duties include but are not limited to the following:

· Assists in receiving, storing, securing and shipping stock from the Region Supply Office and Warehouse.
· Assists in physical inspections of all incoming shipments against the cargo manifest, packing list and/or all returned goods. Reports any discrepancies to the Warehouse Manager.  

· Ensures effective and timely stock picking from approved issue vouchers for immediate delivery to the users.
· Packs materials and prepares for issue a variety of supplies according to approved supply requests/pending issue vouchers.
· Prepare and update Vouchers electronically as well as physically prior to delivery of stock to customers.

· Places and arranges stores and equipment according to established BIN locations.

· Provides stock location data to Inventory Assistant.

· Assists in annual and periodic physical inventories of UN equipment and assets. Conducts daily Cycle Counts of expendables.
· Reports results of the cycle counting to Warehouse Manager or Inventory Assistant, repeats cycle counts whenever results deviate from established tolerance margins.  
· Assists in managing and maintaining a comprehensive electronic database of expendable and non-expendable UN property.

· Delivers stock to all offices in the Region according to the established schedule.

· Advises the Regional Supply Officer and Warehouse Manager of any irregularities occurring in the warehouse or during deliveries.  
· Assists Warehouse Manager in various warehouse operations.
· Maintains cleanliness of storage facility. 
· Operates Forklift.

· Assembles and delivers furniture.
· Is responsible of the vehicle assigned to him; which means: making appointments for the regular maintenance, filling the trip ticket, being responsible for the equipment issued with the vehicle, etc…

· Performs other duties as required by the RSO.    
Competencies:
Professionalism - Demonstrated use of initiative and ability to make appropriate linkages in work requirements and anticipate next steps. Ability to maintain accurate records and review/interpret a wide variety of data. 
Planning and Organizing - Effective organizational skills and ability to handle a large volume of work in an efficient and timely manner. 
Commitment to continuous learning - Initiative and willingness to learn new skills.
Technology Awareness - Good computer skills, including proficiency in word processing, spreadsheet applications, and other relevant software packages. 
Teamwork - Good interpersonal skills; ability to work in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. 
Communication - Ability to write in a clear and concise manner and to communicate effectively orally. 
Qualifications:
Education: High school diploma or equivalent. Post secondary education at college, university or specialized training institution in warehousing is an asset.
Experience: At least 3 years of progressively relevant experience in warehousing and stores.  Experience with UN/NGO or other International bodies is an added asset. 
Language skills: Fluency in written and spoken English and Arabic. Knowledge of other languages spoken in Sudan and/or other UN languages is an advantage. 
Other Skills: Knowledge of logistics operations and supply services. Ability to produce high quality work under pressure and cope with deadlines. A valid category B driving license. Good physical condition and able to lift cartons weighing 30 kg.
____________________________________________________________________________
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-10-065
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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