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Food and Agriculture Organization of the United Nations
GENERAL SERVICE VACANCY ANNOUNCEMENT NO:

Issued on:

Deadline For Application: 07 June, 2024

JOB TITLE: Information Resources Assistant GRADE LEVEL.: G-4
DUTY STATION:

ORGANIZATIONAL UNIT: ~ FAO Representation in Eritrea, FRERI =~ DURATION : Fixed
term: 2 years, with possibility of extension

POST NUMBER: 0807745
CCOG CODE: 2.1.05

The Food and Agriculture Organization of the United Nations (FAO) contributes to the achievement
of the 2030 Agenda through the FAO Strategic Framework by supporting 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.

Organizational Setting

The main objective in the FAO country offices, which are headed by an FAO Representative, is to
assist Governments to develop policies, programmes and projects to achieve 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 Information Resources Assistant provides a large variety of standard support functions that
contribute to the smooth and effective running of all Information and Communication Technology
(ICT), Information Resources and Records Management functions, within the Office.

Supervision Received/Exercised

The Information Resources Assistant (Office Technology coordinator) reports to the Assistant FAO
Representative (Administration). He/She receives the technical guidance of the relevant technical
Division and/or Office at HQ and in the Regional Office. He/she acts independently in routine mat-
ters in line with established policies and procedures. Supervision received is focused on the Office
relevant priorities, in particular the meeting of timelines and the quality of support given to clients
and ensures learning opportunities.

Working Relationships

The Information Resources Assistant has frequent interaction with staff at all levels within the Of-
fice and with HQ relevant offices for selected functions to exchange routine information concern-
ing the entire scope of information resources support.

Key Functions/Results

Information & Communications Technology:

* Act as first point of support in ICT matters, receive, log and monitor requests as per established
procedures, responding to ad-hoc queries, and retrieving data.

* Provide 1st and 2nd level support to resolve I'T-related issues pertaining to FAO standard equip-
ment; escalate those issues that cannot be solved to the Regional IT Office support IT staff and to
the technical team in the IT Division; monitor progress and ensure problem resolution.

* Liaise with external technical support providers, following up on user problems until resolution is
achieved.

* Support the operation and use of the office network infrastructure (wired or wireless LANs, rout-
ers, firewalls), internet access and network services (file/print services, security, email backups) in
accordance with corporate policies established by the IT Division.

* Initiate requests for purchases of hardware and software, according to corporate guidelines and
procedures ensuring Regional Office signoff on expenditures and IT Division clearance for non-
standard items.

The hiring Office may select a maximum of 6 to 8 key functions relevant to the office needs and the
corresponding minimum requirements and technical skills.

Level 1 provides support for received calls from users and solve technical issues if technically able
to do so, coordinating responses to/from 2nd level teams and generally managing the users’ requests
for support in all areas of IT. Examples of activities performed at 1st level are: basic trouble-
shooting providing information relating to hardware and software models, and existing policies and
procedures, basic account management functions, data transfers, drafting of technical documenta-
tion and process flows.

Level 2 support builds on Level 1 activities and provides support for incidents or service requests
of moderate complexity such as: recommending acquisition of hardware, software, devices, tools;
complex software and hardware troubleshooting; maintaining inventories; desktop and laptop de-
ployment and configuration; simple user account administration; website development and updates;
configuration and testing of hardware and software; assistance in testing and evaluation of new
products and technologies; information systems monitoring and support; and, maintaining informa-

5 tion systems such as databases. B

* Monitor the Office’s Minimum Security Telecommunications ‘B
Standard (MISTS) compliance and collaborate with other agen-
cies as required.

» Maintain an inventory of computers, peripherals, software,

and MISTS equipment; Monitor the Office’s Minimum Security
Telecommunications Standards and MISTS equipment; ensure

its appropriate maintenance, secure handling and storage, and
track loaned equipment.

Information Resources and Records Management:

* Act as focal point on all matters pertaining to the information
resources, library and records management and liaise with the
Office for Corporate Communication at Headquarters as re-
quired.

* Process incoming and outgoing correspondence and documen-
tation both electronic and paper based: send, receive, analyze,
classify, route, distribute and file correspondence; check the
quality of the processes and ensure that all formal requirements
are met in compliance with standard procedures.

* Assess and execute the transfer of semi-active records to cen-
tral archives according to agreed retention schedules and proce-
dures.

* Perform other duties as required.

Impact of work

The incumbent’s work impacts on the timely and efficient
delivery of IT and/or information resources and records man-
agement support services. Actions reflect on the transparency
and accountability of the work unit and on the effectiveness and
efficiency of programme delivery.

MINIMUM REQUIREMENTS - candidates will be assessed
against the following

Education: Secondary school education

Experience: Three years of of relevant experience in user sup-
port for Microsoft Windows and Office software in a wide

area network environment and / or in registry and information
resource management (to be adapted to the needs of the hiring
office)

Languages: Working knowledge (Level C) of English, French or
Spanish

IT Skills: Experience with computer hardware repair and soft-
ware configuration. Experience with providing IT support in a
networked environment; Experience with MS Exchange and MS
Outlook. Equipment procurement, and other related administra-
tive functions.

Core Competencies

* Results Focus

» Teamwork

» Communication

* Building Effective Relationships

* Knowledge Sharing and Continuous Improvement

Technical Skills
* Good knowledge of information technology resources and
records management, and related standards.

DESIRABLE QUALIFICATIONS AND SKILLS

* Tact courtesy and ability to establish and maintain effective
working relationships with people of different national and cul-
tural backgrounds.

* 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.ftl?job=
2401673&tz=GMT%2B03%3A00&tzname=Africa%2FAsmera

Please note that all candidates should adhere to FAO Values of
Commitment to FAO, Respect for All and Integrity and Trans-
parency.

FAO IS A NON-SMOKING ENVIRONMENT
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