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

Job Code Title:
Classified Grade:
Duty Station:

Organizational Context

the SDGs

Education
* Secondary education is required:

but it is not a requirement.
Experience

management systems such as ERP,
* Fluency in English is required:

Other

Application

Closing Date:

strictest confidence.

VACANCY ANNOU \T(‘l* MENT E
VA/05/202:

Executive Associate
G7
Asmara

UNDP Eritrea is a trusted development partner of choice for the Govemment of State of Eritrea (GoSE). It contributes to
development of Eritrea in the areas of inclusive growth and livelihoods, diplomacy and public sector govemance, environment
and sustainable development. UNDP Fritrea’s contributions are guided by the CPD and the UNSDCF 2022 — 2026 in line with

Under the guidance and direct supervision of the RR & DRR, the Executive Associate ensures effective and efficient
fimctioning of the office, full confidentiality in all aspects of assignment, maintenance 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 an
efficient flow of information, actions on instructions, and agendas.
UNDP adopts a portfolio approach to accommodate changing business needs and leverage linkages across interventions
to achieve its strategic goals. Therefore, UNDP personnel are expected to work across units, flnctions, teams, and projects in
multidisciplinary teams in order to enhance and enable horizontal collaboration..

Key Duties and Accountabilities

* Ensures effective and efficient fimctioning of the RR & DRR office.

* Ensures provision of effective communications support to the office.

* Ensures facilitation of knowledge building and management.

* Team Building and Knowledge Management.

MINIMUM QUALIFICATIONS
* University Degree in Business Administration, Public Administration, or an equivalent field will be given due consideration,

. Minimum of 7 years (with high school diploma) or 4 years (with bachelor's degree) of progressively responsible
secretarial, admmistrative, finance, M&E, programme experience is required at the national or infemational level:
* Experience in the use of computers, office software packages (MS Word, Excel, efc), data packages, and web-based

* Fluency in the national language of the duty station is required.
* Fluent written and spoken English is required.

* Qualified female candidates are especially encouraged to apply.

Interested applicants should apply on the link below:
httpsy/estm.faem? oraclecloud comvhemUI/CandidateExperience/ensites/CX._1/joby13127/2utm_mediun=jobshare

4 September 2023
Copy of document indicating exemption from/completion of national service should be uploaded.
UNDP is committed to achieving workforce diversity in tenms of gender, nationality and culture. Individuals from minority
groups, indigenous groups and persons with disabilities are equally encouraged to apply. All applications will be treated with the

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

(Only ShortListed Candidates will be contacted).
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