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	ألأمم المتحدة


United Nations Mission in Sudan

UNMIS

VACANCY ANNOUNCEMENT

VA No. UNMIS-GS-09-074
VA Issuance Date: 22nd September, 2009.
 
Deadline for Applications:  Open 1
The United Nations Mission in Sudan is seeking qualified candidates for the following post(s):

	Title: Mail Assistant

	Grade: 
GL – 3
	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 Mail Unit Supervisor the Mail Assistant will be responsible for the following duties:  (These duties are generic, and may not be performed by all Mail Assistants.)

· Receive UNMIS incoming pouches, incoming mail, express mail and parcels and verify airlines and courier documents.

· Collect all incoming registered mail from the post office and track the distribution of all mail as well as pouch service.

· Log incoming items, and raise discrepancies to supervisor, e.g. missing pouches, incoming mail items incorrect pouch numbers, misrouted pouches etc.

· Log all items received onto the computer for financial and statistical purposes and prepare receipts and processes for distribution.

· Ensure safety and security of items received and date stamp prior to distribution.

· Assist supervisor in opening and inspecting items to ensure that all items received in pouch and mail units are official and in compliance with pouch and mail rules and regulations and maintain records.

· Ensure that outgoing pouch and courier shipments are processed to meet pick-up schedules, and that incoming pouches/courier shipment is processed in a timely manner, and that reports are completed on time.

· Provide guidance to other staff members on the proper use of diplomatic pouches or other mail service

· Prepare customs declaration in the case of parcels.

· Ensure proper coding, authorization, and addressing and sign the credit memos and summary of enclosures.

· Record the quantity of mail in each category, e.g. registered, certified, mail from missions, personal, confidential or other for statistical purposes.

· Operate tow motor, forklift or other equipments as needed.

· Deliver urgent mail, parcel, specials as needed or ensure prompt delivery of urgent mail

· Prepare weekly activities report for management.
· Perform other duties as assigned by the supervisor.
Competencies:

Professionalism: Knowledge of pouching procedures; ability to apply good judgment in the context of assignments given.  Efficient, timely and secure pouch dispatching includes receipt and related functions.  The candidate should use relevant mail operation policies, guidelines, procedures and other related processes and adhere to security procedures in respect of pouches.
Planning & Organizing: Ability to plan own work to meet designated deadlines.
Technology Awareness: Basic computer skills in computer applications (e.g. e-mail, word processing, Internet, etc.).
Teamwork: Good interpersonal skills and 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: Good written and spoken communications skills as this post requires frequent interaction with both internal and external clients. Ability to provide basic explanations orally.
Qualifications:

Education: Completion of secondary education plus other supplemental academic qualifications or training in the field of business administration or mail room operation.  

Experience: At least 3 years of progressively responsible experience in pouch and mail operations within the private or public sector or within the United Nations system.

Language: Fluency in spoken and written Arabic and English.  Fluency in other languages spoken in Sudan is an asset.

Other Skills: Knowledge of modern pouch distribution techniques and related security precautions. The candidate should have good computer skills and should possess a valid driver’s license.
____________________________________________________________________________
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-09-074
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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