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VACANCY NOTICE NO. W/8.11/2012/

Issue Date: 11 January 2012
                                               Closing Date: 9th Feb 2012
	Title
	Messenger/General Service
	
	Duty Station
	Thimphu

	Post No.
	330715
	
	Organizational Location
	Bhutan

	Grade
	THI2
	
	Duration
	24 months (fixed term)


MAIN DUTIES TO BE PERFORMED                                 


Under the supervision of the Administrative Officer (AO) and general guidance of WR, the incumbent will:

1. Retrieve references, correspondences and other office documents;

2. Support photocopying, filing and retrieving documents

3. Receive and answer telephone calls for the office in an appropriate manner

4. support the office in delivering and collecting official mails and pouches

5. Assist in packing and unpacking of pouches and other heavy materials

6. Assist Assistant (ICT/Procurement) in the maintenance of Stock Register by inventorying items received in the store 

7. Open and close the Office and ensure that the office premises are kept clean and tidy by the contractual cleaning services

8. Any other tasks as assigned by the office.

EDUCATIONAL QUALIFICATIONS, EXPERIENCE, ETC.

	Knowledge & Skills
	-  Ability to sort out and organize large quantities of materials 

- Skill in duplicating, collating and distribution of documents

 - Skill in office automation

	Education & Special Training
	- Completion of secondary education 

- Basic computing skills is an asset

- Ability to ride two wheelers

	Experience
	- At least 3 years of experience in clerical /messenger

- Experience in working and familiarity with the UN/WHO system  

	Languages
	         Good knowledge of the local language and basic knowledge of spoken and written English 


                                                             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.
