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VACANCY NOTICE NO. W/8.11/2012/

Issue Date: 11 Jan 2012
                                               Closing Date: 9th Feb 2012.
	Title
	Administrative Assistant (Adm/Fin)
	
	Duty Station
	Thimphu

	Post No.
	152351
	
	Organizational Location
	Bhutan

	Grade
	THI7
	
	Duration
	24 months (fixed term)


MAIN DUTIES TO BE PERFORMED                                 


Under the supervision of WR and in collaboration with the Administrative Officer (NPO/AO), Bhutan, the incumbent performs the following functions:

A.      Finance/Budget 

1. The incumbent will assist in financial matter in WR Office that includes handling all aspects of imprest account for review and signature by NPO/AO and WR and further submission to WHO/SEARO.

2. Processes, disburses payment for participants attending WHO Regional and International Group Educational Activities (GEAs) in Bhutan and maintain e-imprest.

3. Maintains liaison with the local financial institutions and banks to obtain day-to-day information on exchange and interest rates, changes in procedures and regulations and matters pertaining to maintenance of office bank accounts.

4. Reviews bank balances in WHO FC and local currency accounts and ensures timely replenishment.

5. Assists in preparing budget estimates for specific programme activities for their implementation.

6. Assists in monitoring the budget of the various programmes during implementation and advising the WR on their status.

7. Following up on expenditure statements from the Government for liquidating of outstanding DFC and other accounts.

8. Initiates and conducts financial review meetings for individual health Programmes;

9. Analyzes WHO financial input to the country, tabulates and puts up for WR for decision-making;

10. Assists in compilation of reports by contributing information on financial aspects of programmes.

B.     Administration
1. Advises and assists senior stall in the area of office management.  Arranges for and/or attends meetings on day-to-day administrative matters, participates in discussions of new or revised procedures and practices, interprets and assesses the impact of changes and makes recommendations for follow-up action;

2. Supports the office in ensuring safety and security for office and office vehicles. 

3. Maintains up-to-date information on WHO vehicles, checks log books, supervises their     conditions and ensures routine maintenance, repair and cleanliness.

4. Supports the office in assigning transport and drivers for WHO collaborative activities.

5. Initiates suitable action on economy measures for the Office.

6. Supervises the maintenance of inventory of office supplies and equipment, furniture, etc. and carry out sp checks;

7. Supervises the store management, registry of communications, and flow of mails within and outside the Office;

8. Initiate work on repair and maintenance of office as and when required;

9. Liaising with local insurance companies to insure office properties, cash in transit, and vehicles.

C.    Management of supplies
1.     Support the office in supplies management as per the requirement of the programmes and as per the WHO procurement rules. WR, NPO/AO and other office staff will participate in quotation calls and tender meetings of the supplies to be ordered.

a.   Initiates procurement of supplies through quotation çalls for collaborative programmes in line with the delegation of authority to WR and in consultation with Programme staff in Office.

b.   Initiates communication with MSU and Headquarters for supplies that are out of the WR’s delegation of authority, monitors their status and takes follow-up action.

c.   Arranges customs clearances, takes delivery, further distributes them to programmes and obtain their receiving reports.

d.   Maintains the record of supplies, reviews and analyzes all supplies as inputs to the overall Programme reviews.

e.   Initiate disposal of obsolete and damaged office equipments through proper procedures.

D.     Any other duties as assigned
EDUCATIONAL QUALIFICATIONS, EXPERIENCE, ETC.

	Knowledge & Skills
	Thorough knowledge of the WHO Rules, Regulations and Administrative Procedures, ability to operate computers, word processors and other WHO specific management softwares, and good knowledge of modem office procedures. The incumbent is also required to participate in both formal and informal discussions with WHO staff as well as the national authorities and be able to draft appropriate communications and reports in English on administrative and financial matters.

	Education & Special Training
	Secondary education with basic accounting.  Training in using WHO management softwares and on office practices and procedures an asset. 

	Experience
	Over seven years in posts responsible for financial and administrative tasks. Experiences within WHO in these areas will be most suitable.

	Languages
	Excellent knowledge in both spoken and written English and the local language.


                                                             LATE APPLICATIONS WILL NOT BE ACCEPTED
Note:

1. Staff member applicants, including temporary staff, should submit five copies of WHO 824E and one copy of the WHO Personal History Form (PHF).

2. External applicants should submit a brief resume giving details of relevant work experience and qualifications. Vacancy Notice number should be mentioned on the application and separate applications are required for more than one vacancy.

3. Applicants from the United Nations or Specialized Agencies should apply through their Personnel Officers, and should attach completed personal history forms. 
4. Applications should be addressed to: WR, WHO Country Office, Thimphu Bhutan
5. A test may be held for this position.

6. External candidates will be contacted only if under serious consideration.

7. WHO is committed to workforce diversity.
8. WHO does not recruit smokers.
9. Please contact Administrative Officer for any further details.
