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	United Nations Office at Geneva

	TEMPORARY VACANCY ANNOUNCEMENT 

gENERAL SERVICES CATEGORY



Vacancy Announcement Number
11/115
Post Number


519027




Functional Title and Grade


Information Management Assistant (Archives), G-4
Department/Service
UNISDR
Deadline for Applications
16 November 2011

Estimated start date: as soon as possible

Duration: four months
Appointment is on a local basis. The internal and external candidates under serious consideration will be required to pass the UN Administrative Support Assessment Test (ASAT).
United Nations Core Values:  Integrity, Professionalism, Respect for Diversity.

Candidates will be expected to move periodically to new functions throughout their careers and are subject to the assignment by the Secretary-General to any of the activities or offices of the United Nations.
SUMMARY OF MAIN DUTIES
This post is located in Information Management Unit, of the United Nations International Strategy for Disaster Risk Reduction secretariat (UNISDR). Under the supervision of the Senior Coordinator and in collaboration with the UNISDR Librarian and PreventionWeb Managing Editor, the incumbent will:
· Assist the Information Management Unit in the development of the UNISDR Archives according to standards, practices and procedures including: review of existing files, validating content for quality control, scanning relevant content to produce PDF files, preparing titles and abstracts for archived content, adding other metadata to content, posting of all content to the archival database.
· Liaison with relevant UNISDR staff to determine relevance of information to archive

· Assist in drafting an Archival procedures manual

· Update relevant information on the UNISDR intranet
· Support organization of meetings, including preparations of agenda, attendance lists, invitations, arrangement of venues and accommodation, taking minutes and other related activities.

CORE COMPETENCIES 
Professionalism: Demonstrates professional competence and mastery of subject matter; is conscientious and efficient in meeting commitments, observing deadlines and achieving results. 

Communication: Speaks and writes clearly and effectively 

Planning and Organizing: Develops clear goals that are consistent with agreed strategies; identifies priority activities and assignments, adjusts priorities as required. 
QUALIFICATIONS AND EXPERIENCE

Completion of secondary school or its equivalent commercial school. 
At least four years of progressively responsible experience in the field of information management and/or administrative services in disaster risk reduction, humanitarian affairs or related fields, of which preferably two within the United Nations. 
Knowledge of the United Nations system, staff rules and regulations, as well as administrative policies an advantage.
Knowledge of automated information systems as applied to information networks. Experience in using scanning equipment is desirable.
KNOWLEDGE OF LANGUAGES 

Fluency in oral and written English. Knowledge of spoken and written French or Spanish desirable.
HOW TO APPLY: 
Applicants are requested to transmit their Personal History Profile (PHP on http://careers.un.org application process), letter of motivation (and two latest PAS reports for UN staff) by email to isdr.vacancies@un.org
Applications received after the deadline will not be accepted.

While this temporary assignment will provide the successful applicant with an ideal 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.

External applicants may be considered when it is not possible to identify suitable internal candidates of the same department/office. 

Please note that external candidates are generally not entitled to be appointed at the advertised level of this temporary vacancy and will therefore be graded in accordance with the current recruitment guidelines.  This means that the grade may be at a lower level than that of the advertised level of the post. For information on the provisions for special post allowance, please refer to ST/AI/1999/17.
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