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	ألأمم المتحدة


United Nations Mission in Sudan

UNMIS

VACANCY ANNOUNCEMENT

VA No. UNMIS-NPO-10-032
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: Claims Officer 
	Grade: 
NPO (NOB) 3


	Region (please indicate preference in application): Juba, (MIS894525) 

  

	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. 

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 Chief General Services Section (GSS)/Head of Unit, the incumbent will be responsible for the following duties: 
· Drafts, reviews and applies policies, procedures, objectives and guidelines affecting claims and the disposal of assets of the Organization;

· Drafts correspondence as required; analyses documentation concerning loss of life, physical injury and loss/damage to property and records claims by category;•

· Reviews cases that have resulted in claims and recommends appropriate action; 

· Prepares case summaries, including case presentations; gathers, review and analyses information; prepares the agenda for presentation to the Local Claims Review Board (LCRB), to the Local Property Survey Board as well as to the Headquarters Claims Review Board and the HQ Property Survey Board; 

· Handles and deals with all matters related to the disposal of UN Owned Equipment (UNOE) (sale, donation, gift, discard, etc.); •Arranges on-site visits to resolve discrepancies and contradictions in the evidence or to secure additional information;

· Consults with insurance company representative on status of current claims, etc.; Prepares minutes of the Local Claims and Property Survey Boards (CRB and LP SB);
· Ensures staff are adequately trained and identifies additional training needs; •Acts as Secretary to the Local Property Survey Board (LP SB) and the Local Claims Review Boards; 

· Prepares reports and maintains statistics on current and managerial information;

· Maintains close contact and cooperation with UN Headquarters on PSB and CRB;

· •Performs any other duties as assigned

Competencies:
Professionalism: Expert knowledge in the field of property management, comprehensive grasp of UN electronic inventory applications and UN accounting practices. Ability to interpret and articulate UN rules, proficiency in computer applications and software for database management operations.

 Judgment and Decision-making: Ability to integrate the work of the Unit into the mission’s work program, establish priorities, manage and monitor work plans, 

Planning and Organizing: Sound judgment and proven ability to plan and organize, requiring in-depth understanding of the work program’s strategic direction.

Technological Awareness: Experience in the application of information technologies to business practices and procedures that are relevant to commodity management and distribution control. Excellent knowledge of methodologies for database management and analysis is essential. 

Communication:  Proven ability to write in a clear and concise manner and to communicate effectively, including ability to prepare reports, conveying maximum information; 
Teamwork: Proven interpersonal skills as well as an ability to establish and maintain effective working relations with people in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity.

Qualifications:
University degree preferably in business administration, public administration, legal or other relevant field, or equivalent combination of relevant degree and extensive relevant experience.

Experience:  Minimum of four (4) years relevant progressively responsible experience with a Bachelors degree, two (2) years with Masters. Good drafting and report writing skills are required.

Languages skills: Fluency in written and spoken English and Arabic. Knowledge of other languages spoken in Sudan an asset

Other Skills
Previous relevant property control experience in UN Agencies or NGOs and proven ability in analytical work is 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-NPO-10-032
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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