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UNITED NATIONS 
 

NATIONS UNIES 

 

Ref. No.: 

2015-058 

/G2/FIN/ADM  

 

 

TEMPORARY JOB OPENING ANNOUNCEMENT 
 

 

GS-2  Office Assistant  

TJO Grade Level
1
  Functional Title 

ECLAC/Financial Services Section  

Department/Office/Division/ Service/Section 

Management and Operations Support      Administration 

Job Network and Job Family (See list on page 3-4)* 

  
20/09/2015  

 
 

Deadline 
(DD/MM/YYYY)  

 

Duty Station: Santiago Estimated Start Date: 21/09/2015  

Duration of need: until 31 October 2015 Open to External Candidates? YES        NO    

 

DUTIES AND RESPONSIBILITIES 
 

Under the overall supervision of the Chief of the Section the incumbent will be responsible for the following duties: 

 

 

• Sorts and distributes or processes mail and other documents. 

• Uses basic keyboard and word processing skills to prepare forms and short documents (e.g. memos, letters, faxes, electronic mail, 

etc.). 

• Receives phone calls and visitors and refers them to the appropriate source or reply personally to queries when possible. 

• Photocopies a variety of documents and other materials.  

• Delivers urgent mail/messages. 

• Maintains updated filing system of the Office (paper and electronic). 

• Operates a variety of office equipment in the performance of basic office functions, e.g. photocopier, facsimile, printer, scanner, 

etc. 

• Prepares background material for meetings, as requested. 

• Ensures that the Office is well supplied with frequently used stationary and functioning equipment and materials. 

• • Provides secretarial and administrative support to all the staff. 

• Performs other duties as assigned. 

 

 

 

 
  

                                                 
1
 For eligibility and other conditions, please see the Notes at the end of this form. 
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COMPETENCIES 
 

• Professionalism – Knowledge of basic clerical functions.  Ability to operate standard office equipment.   Shows pride in work 

and in achievements; demonstrates professional competence and mastery of subject matter; is conscientious and efficient in 

meeting commitments, observing deadlines and achieving results; is motivated by professional rather than personal concerns; 

shows persistence when faced with difficult problems or challenges; remains calm in stressful situations. 

 

• Teamwork:  Works collaboratively with colleagues to achieve organizational goals; solicits input by genuinely valuing others’ 

ideas and expertise; is willing to learn from others; places team agenda before personal agenda; supports and acts in accordance 

with final group decision, even when such decisions may not entirely reflect own position; shares credit for team accomplishments 

and accepts joint responsibility for team shortcomings. 

 

• Accountability: Takes ownership of all responsibilities and honours commitments; delivers outputs for which one has 

responsibility within prescribed time, cost and quality standards; operates in compliance with organizational regulations and rules; 

supports subordinates, provides oversight and takes responsibility for delegated assignments; takes personal responsibility for 

his/her own shortcomings and those of the work unit, where applicable. 

 

For Managerial Positions: 
 

      

 

QUALIFICATIONS 

Experience:  At least one year of experience in clerical and general office support or related area is required. 

Education:  High School diploma or equivalent is required. Secretary/Administrative Assistant diploma is desirable. Must have 

passed the United Nations Administrative Support Assessment Test (ASAT) at Headquarters or an equivalent locally-administered 

test at Offices Away.  

Languages:  For the post advertised, fluency in oral and written Spanish is required. Knowledge of English or another official 

United Nations language is an advantage.  

Other Skills:        
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ADDITIONAL COMMENTS 
 

 Post UNA021-09055EL-L0011 

 

 

Please mention the reference 2015-058/G2/FIN/ADM on the title of your application, which should be submitted to:  

staffing@cepal.org. 

 

 

 

 

DOCUMENTS REQUIRED: 

 Cover Letter 

 Personal History Profile (visit https://inspira.un.org to generate a PHP) 

 Proof of required academic credentials (for external applicants) 

 Employment verification letter from most recent employer (for external applicants) 

  Last two completed Performance Appraisal or two Reference Letters for external applicants 

 

 

 Other:        

  
 

 

ALL SUBMISSIONS TO BE SENT TO: 

 

Contact Name: Human Resources Section Email Address: staffing@cepal.org 

Copy (cc):       Email Address:       

 

 

* Hiring Manager/Recruiter, please choose from the list of Job Networks the appropriate Job Family: 

 

ECONOMIC AND SOCIAL DEVELOPMENT  

Economic Affairs 

Environment Affairs 

Population Affairs 

Statistics 

Social Sciences 

Public Administration 

Programme Management 

Science and Technology 

Drug Control and Crime Prevention 

LEGAL  

 
Jurists 

Legal Affairs 

Ombudsman 

 

MANAGEMENT AND OPERATIONS SUPPORT  

Administration 

Audit 

Finance 

Procurement 

Human Resources 

Medical 

Production, Service & Transport 

Investment Management 

Management & Programme Analysis 

Ethics 

Engineering 

Pension Management 

Logistics 

PUBLIC INFORMATION AND EXTERNAL RELATIONS  

 

Public Information 

Protocol 

 

https://inspira.un.org/
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POLITICAL, PEACE AND SECURITY  

Political Affairs 

Humanitarian Affairs 

Human Rights 

Civil Affairs 

Electoral Affairs 

Rule of Law  

CONFERENCE MANAGEMENT  

 
Conference Services 

Language 

 

INFORMATION SYSTEMS AND  COMMUNICATION 

TECHNOLOGY 

 

Information Systems and Technology 

Information Management 

SAFETY AND SECURITY 

 

 
Security 

Safety  
 

 

Notes: 
 

 A current staff member who holds a fixed-term, permanent or continuing appointment may apply for temporary 

positions no more than one level above his or her current grade. However, a current staff member who holds an 

appointment at the G-6 or G-7 level may also apply to temporary positions in the Professional category up to and 

including the P-3 level, subject to meeting all eligibility and other requirements for the position. A staff member 

holding a temporary appointment shall be regarded as an external candidate when applying for other positions, 

and may apply for other temporary positions at any level, subject to staff rule 4.16 (b) (ii). Therefore, a staff 

member holding a temporary appointment in the General Service or related categories may only apply to positions 

within those categories. For full information on eligibility requirements, please refer to section 5 of 

ST/AI/2010/4/Rev.1 on Temporary Appointments. In its resolution 66/234, the General Assembly further “stressed 

that the Secretary-General should not recur to the practice of temporarily filling posts in the Professional and 

higher categories with General Service staff members who have not passed the General Service to Professional 

category examination other than on an exceptional basis, and requests the Secretary-General to ensure that 

temporary occupation of such posts by the General Service staff shall not exceed a period of one year, effective 

1 January 2013…” Consequently, eligible candidates in the General Service or related categories for temporary job 

openings in the Professional category that have not passed the competitive examination may be selected only on an 

exceptional basis endorsed by the Office of Human Resources Management where no other suitable candidate could 

be identified. 

 

 Subject to the funding source of the position, this temporary job opening may be limited to candidates based at the 

duty station. 

 

 While this temporary assignment may provide the successful applicant with an opportunity to gain new work 

experience, the selection for this position is for a limited period and has no bearing on the future incumbency of the 

post. An external candidate selected for this position is bound by the prevailing condition of the staff selection 

system under ST/AI/2010/3, as amended, and ST/AI/2010/4/Rev.1. A staff member holding a temporary 

appointment who is recruited in the Professional and above categories on a temporary appointment, and placed on a 

position authorized for one year or longer may not apply for or be reappointed to his/her current position within six 

months of the end of his/her current service. This provision does not apply to staff members holding temporary 

appointments and placed on positions authorized for one year or more in duty stations authorized for peacekeeping 

operations or special political missions.  

 

 The expression “Internal candidates”, shall mean staff members who have been recruited after a competitive 

examination under staff rule 4.16 or after the advice of a central review body under staff rule 4.15. 

 

 Please note that candidates will be required to meet the requirements of Article 101, paragraph 3, of the Charter as 

well as the requirements of the post. 

 

 For information on special post allowance, please refer to ST/AI/1999/17.  

 

 For more details on the administration of temporary appointments please refer to ST/AI/2010/4/Rev.1. 

http://iseek.un.org/Local%20Settings/Temp/Local%20Settings/04%20STAFF%20RULES/sr%20%204.16%20%20%20%20%20Competitive%20examinations.doc
http://www.un.org/ga/search/view_doc.asp?symbol=ST/AI/2010/4/Rev.1
http://www.un.org/ga/search/view_doc.asp?symbol=ST/AI/2010/3/Amend.1

