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	ألأمم المتحدة


United Nations Mission in Sudan

UNMIS

VACANCY ANNOUNCEMENT
VA No. UNMIS-NPO-10-024
VA Issuance Date: 4 July 2010
Deadline for Applications:  Open 1
The United Nations Mission in Sudan is seeking qualified candidates for the following post(s):

	Title:  Human Resources Officer 

	Grade: 

NPO (NOB) 3
	Region (please indicate preference in application): Juba/Wau (2 posts)
  

	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. 
3 Locally-recruited General Service (GS) staff interested in applying for a National Professional Officer (NPO) post must meet the minimum requirements of the post, including academic qualifications and years of relevant professional experience. Experience in the General Service category does not count as professional experience. If selected, the GS staff member will be required to resign his/her current post before taking up the NPO post. There will be no break in service between the two types of appointments. 

Duties and Responsibilities

Under the supervision of the International Human Resources Officer, the National Human Resources Officer will be responsible for the following duties: (These duties are generic, and may not be performed by all Human Resources Officers.)
General

- Provides advice and support to managers and staff on human resources related matters. 

- Keeps abreast of developments in various areas of human resources.

Recruitment and placement

- Coordinates with client offices in identifying upcoming vacancies.

- Prepares vacancy announcements, reviews applications, and provides a short-list to clients’ offices.

- Reviews recommendation on the selection of candidate by client offices.  

- Serves as ex-officio in the interview panel, supervises the preparation of job offer for the successful candidate, including salary recommendations and other on boarding processes. 

- Prepares and presents cases to the local review board.
- Monitors the work of the Human Resources Assistants in carrying out all human resources administrative transactions including preparation of personnel actions, maintenance of staffing tables, and processing of contracts.

- Supervises the maintenance of the human resources filing system.

Administration of entitlements

- Administers and provides advice on salary and related benefits, travel, and social security entitlements.

- Provides advice on interpretation and application of policies, regulations and rules. Reviews and provides advice on exceptions to policies, regulations and rules.

- Supervises the handling of requests for entitlements and claims, paying particular attention to requests requiring more extensive knowledge of the rules;

- Reviews data pertaining to conditions of service under existing rules and regulations as well as HR Reform, advising the staff members accordingly; 

- Provides employees with relevant information and administrative guidelines concerning new entitlements arising from the HR Reform initiative effective 1 July 2009, by 

- Ensure compliance within the HR unit for the extension of all staff members’ contracts at least four weeks prior to their expiry. 

Time and Attendance  

- Oversee the maintenance of time and attendance records for civilian staff, monthly Attendance Records Cards and in MATRIX; 

- Advise civilian and military staff while mentoring HR colleagues in the interpretation of leave/R&R entitlements according to UN rules and administrative circulars; 

- Liaise with the Mission’s Health Services Section on verification and certification of Sick Leave/Medical Evacuation cases. 

Performance Management
- Provide advice on performance management issues, including the rebuttal process, to mangers/supervisors and staff members through information sessions, individual coaching, etc. with a view to identifying areas for improvement, identifying reasons for underperformance, drafting Performance Improvement Plans and Reports (PIPs and PIRs) based on an agreed work-plan and competencies, encouraging ongoing and timely feedback, and monitoring and evaluating performance.  

- Ensure the accuracy of the uploading of all upcoming e-PAS reports into FPMS and keep staff status files updated. 
- Report on the status of e-PAS implementation to enable informed management decisions. 
General 

- Train and guide GL-5 and GL-4 HR Assistants with respect to the letter and the intent of the rules surrounding recruitment, entitlements administration, time and attendance, and the use of human resources databases and other processes.
- Provide advise in drafting and/or processing more complex correspondence, based on research into the relevant rules, while providing explanations to more senior staff;
- Oversee the setting up and maintenance of all reference files/records (electronic and paper);
- Conduct research on a range of Human Resources related issues and new developments; 

- Supervise the maintenance of automated databases (FPMS/IMIS/Nucleus) containing Human Resources related statistics, and prepare periodic reports; 
- Perform any other duties as required. 
Competencies : 

Professionalism: Ability to identify issues, formulate opinions, make conclusions and recommendations.

Client orientation: Ability to identify clients' needs and appropriate solutions; keeps clients informed of progress or setbacks in projects; meets timeline for delivery of products or services to client.

Planning& Organizing:  Develops clear goals that are consistent with agreed strategies; identifies priority activities and assignments; adjusts priorities as required; allocates appropriate amount of time and resources for completing work; foresees risks and allows for contingencies when planning; monitors and adjusts plans and actions as necessary; uses time efficiently.

Teamwork: Good interpersonal skills; ability to work in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. 

Commitment to continuous learning: Willingness to keep abreast of new developments in the field of human resources. 

Technological awareness: Solid computer skills, including proficiency in word processing and good knowledge of human resources databases. 

Communication: Ability to write in a clear and concise manner and to communicate effectively orally.
Qualifications: 
Education: Bachelor Degree or a Masters Degree human resources management, business or public administration, social sciences, education or related field.
Work Experience: At least 2 years with a master’s degree or equivalent (4 years with a BA) of progressively responsible experience of working in human resources management, administration or related area.
Languages: Fluency in spoken and written English and Arabic; knowledge of other languages spoken in Sudan is an asset. 
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-NPO-10-024
National Professional Officers: unmis-recruitmentnpo@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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