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& Food and Agriculture Organization of the United Nations

Vacancy Announcement No:

Issued on:
Deadline For Application: 17 April, 2024
Position Title: Administrative Assistant Grade Level: G-4
Duty Station: Asmara, Eritrea
Organizational Unit: FAO Representation in Eritrea, FRERI
Fixed-term: two years with possibility of extension
Post Number: 0807702
CCOG Code: 2102
*The length of appointment for internal FAO candidates will be established in accor-

dance with applicable policies pertaining to the extension of appointments

Duration *:

Organizational Setting

The Food and Agriculture Organization of the United Nations (FAO) contributes to the
achievement of the 2030 Agenda through the FAO Strategic Framework by support-
ing the transformation to MORE efficient, inclusive, resilient and sustainable agrifood
systems, for better production, better nutrition, a better environment, and a better life,
leaving no one behind.

The main objective in the FAO country offices, which are headed by an FAO Represen-

food security and to reduce hunger and malnutrition, to help develop the agricultural,
fisheries and forestry sectors, and to use their environmental and natural resources in a
sustainable manner.

The post is located in the FAO Representation in Asmara, Eritrea.

Main Purpose
The Administrative Assistant performs a large variety of routine administrative transac-

work unit.

Supervision Received/Exercised

The Administrative Assistant reports to the Assistant FAO Representative (Administra-
tion).

He/she acts independently in routine matters. Supervision received is focused on the
quality of the work performed and provides for on-the-job learning.

Working Relationships

The Administrative Assistant usually interacts with a wide variety of colleagues within
the work unit and with immediate clients within the Organization, providing routine
administrative and office support services.

Key Functions/Results
* Retrieve, enter, select and analyse data from a wide variety of sources, including

sary calculations.

» Assemble and review supporting documentation for processing affiliate workforce,
travel or financial actions in FAO’s corporate systems, while ensuring compliance with
FAQ’s rules and regulations.

» Maintain imprest accounts; reconcile expenditures, balances, payments, statements

office accounts.

* Maintain detailed records of budget estimates, obligations and available balances;
record receipts and disbursements (ledgers, cash books, vouchers, etc.); make disburse-
ments from petty cash fund and balance accounts.

* Prepare routine correspondence of an administrative nature; draft correspondence to

cial matters, as required.
* Maintain local inventory records with responsibility for proper recording of assets,
their maintenance and safeguard.
* Maintain a filing system of administrative and financial documents.
* Maintain liaison with local banks and financial institutions to keep up-to-date with
financial and regulatory information (exchange and interest rates, procedures and rules,
maintenance of bank accounts, etc.).

C Support the administration of personnel and equipment as well as protocol-related is-

tative, is to assist Governments to develop policies, programmes and projects to achieve

tions and office support functions contributing to the smooth and efficient running of the

FAQ’s corporate system and data bases; verify accuracy of data documents; make neces-

and other data; assist in the preparation of recurring and special reports by preparing and
editing data in appropriate format as requested; monitor project, programme and general

verify data, answer queries, and obtain additional information on transactions and finan-

B
Sucs.

* Assist in duties related to recruitment, payroll, staff de-
velopment, and other HR administrative duties.

* Perform other related duties as required.

Impact Of Work

The incumbent’s work impacts on the timely and efficient
delivery of office support services and on the overall out-
put of the work unit.

CANDIDATES WILL BE ASSESSED AGAINST THE
FOLLOWING

Minimum Requirements

Education: Secondary school education.

Experience: Three years of experience in administrative
and office support work.

Languages: Working knowledge (proficient - level C) of
English.

IT Skills: Good knowledge of the MS Office applications,
Internet and office technology equipment.

Ability to use accounting software and other information
systems and databases to insert data, make enquiries, re-
trieve/define ad hoc reports and analyses and edit results
in appropriate format.

Residency: General Service Staff are recruited locally. To
be eligible for this position, candidates must be nationals
of the country of the duty station or possess an existing
visa/work permit and reside within commuting distance
of the duty station at the time of the application. “Com-
muting distance” means the distance within which staff
members can travel daily between their place of work and
their residence.

Competencies

* Results Focus

* Team Work

« Communication

* Building effective relationships

* Knowledge Sharing and Continuous Improvement

Technical Skills

* Good knowledge of the communication and documenta-
tion standards.

* Good knowledge of corporate computerized financial/
travel/human resources systems and administrative proce-
dures and policies.

* Good knowledge of the organizational structure.

* Candidate should provide evidence of completion/ex-
emption from the National Service.

Desirable Qualifications And Skills

* Limited knowledge (intermediate - level B) of one of
the other working languages of the Organization (Arabic,
Chinese, French, Russian or Spanish).

Application should be submitted in the below link:

https://jobs.fao.org/careersection/fao_external/jobdetail. ft
17j0b=2401113&tz=GMT%2B02%3 A00&tzname=Europ
e%?2FBerlin

Please note that all candidates should adhere to FAO Val-
ues of Commitment to FAO, Respect for All and Integrity
and Transparency.
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