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VACANCY ANNOUNCEMENT VA/05/2020

The United Nations Development Programme (UNDP) office in Asmara invites
qualified applicants (Eritrean) for the following vacant post:

UIN

Job Code Tife: Execttive Associae D|P|
Classified Grade: GS-7
Duty Station: Asmara

Organizational Context

Under the guidance and direct supervision of the RR & DRR, the Executive Associate ensures effective and efficient
functioning of the office, full confidentiality in all aspects of assignment, mamtenance of protocol procedures, programme
and operations support services, management of information flow and follow-up on deadlines and commitments made.

The Executive Associate works in close collaboration with UNDP staff, UN Agencies and national authorities to ensure
efficient flow of information, actions on instructions, agendas.

Summary of key functions:

1. Ensures effective and efficient finctioning of the RR & DRR office

2. Ensures provision of effective communications support to the office Ensures proper CO cash management
functioning,

3. Ensures facilitation of knowledge building and management.

MINIMUM QUALIFICATIONS

Education: Diploma with specialized secretanial training, University Degree or equivalent would be desirable, but it is not
arequirement.

Experience: 6 years of progressively responsible secretarial, administrative, finance, M&E, programme experience is
required at the national or infemational level. Experience in the usage of computers and office software packages (MS Word,
Excel, etc), experience in handling of web-based management systems.

Language:  Fluency in the English language

Other considerations: For more details please collect the Terms of Reference from the UNDP Reception Desk. Interested
applicants should submit duly filled P11 form (available at the UNDP Reception Desk, UN Office in Asmara) and a detailed
CV with supporting documents. Copy of document indicating exemption from/completion of national service should be
sent to UNDP Reception Desk, and UN offices, Asmara, Fiitrea.

UNDP will contact those who are considered Potential candidates. Closing date for the application is 14 days from the
date of announcement.

UNDPis committed toachieving workforoe diversity in terms of gender; nationality and culture. Individuals fromminority
groups, indigenous groups and persons with disabilities are equalty encouraged to apply. All applications will be treated with
the strictest confidence.

UNDP does not tolerate sexual exploitation and abuse, any kind of harassment, including sexual harassment, and
discrimmation. All selected candidates will, therefore, undergo rigorous reference and background checks.
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