The London Office of the United Nations High Commissioner for Refugees is seeking to fill the following vacancy: Administrative/ Finance Clerk, GL4  (Post No. 652013)
The successful candidate will join the administrative team, work under the supervision of the Administrative and Finance Assistant and provide administrative support to the Representative's office, as required. 
Regarding routine functions, there will be an emphasis on personnel-related activities, such as the processing of entitlements, issuance of contracts and maintenance of personnel records and files. Responsibilities will also include providing support and backup to the Administrative and Finance Assistant and carrying out tasks as required, including facilitating internal and external travel, preparation of budgets and payments, etc. 

Salary: Approximately 24,651.00 GBP gross depending on experience. 

Please find attached a detailed description of tasks, and other requirements.

1.Perform personnel work and deal with all routine matters relating to the personnel administration of staff, including the preparation of contracts; renewal of contracts;  tracking of medical records; identification of entitlements and their processing, as well as the maintenance of complete and up to date personnel files and records;

2. Maintain accurate attendance records of staff, and ensure changes are incorporated in personnel attendance records as required;

3. Process requests for travel authorizations and the settlement of travel claims;

4. Update and transmit inventory records of non-expendable property and ensure that office equipment is in good working order;

5. Process data relevant to the financial responsibilities of the office in UNHCR’s MSRP system;

6. Monitor data on programme activities by preparing progress reports, budgets and expenditures, as well as current obligations and future programme and/or budgetary implications;

7. Prepare periodic and ad hoc reports on administrative, financial and programme matters;

8. Assist with the timely preparation and submission of performance evaluation reports;

9. Assist with administrative issues, such as the request for visas and liaison with external bodies to facilitate medical evacuation of UNHCR staff and their relatives to the UK;

10. Draft routine correspondence, documents and reports, using word processing;

11. Provide general support to the administrative work of the Representative’s office;

12. Perform other duties as required.

Functional Competencies for the post: 

1. Coordinating with other staff

2. Liaising with external contacts

3. Data Handling

4. Drafting reports/ correspondence

5. Providing general clerical/ administrative support and advice

6. Finance

7. Monitoring and Evaluating Programmes/ Projects

8. Personnel Administration

Education 

Secondary Education; Diploma / Certificate in Business Administration, Accounting, Economics, or related disciplines; very good knowledge of English.
Job Experience:
3-5 years of experience relevant to the function.

How to Apply
A written application form (P11) available at www.unhcr.org.uk and covering letter is required and should be sent to: Human Resources, UNHCR, Strand Bridge House, 138-142 Strand, London WC2R 1HH.

 

Closing date for applications: 15:00 on Friday 4 May 2007.
 

Please note applications will not be accepted by email.
UNHCR has a policy of gender equity and equal opportunities. Recruitment is without distinction of race, sex or creed, and on a competitive basis. Candidates are required to be legally entitled to reside and work in the UK. Acknowledgements will only be sent to short-listed candidates under serious consideration who will be required to demonstrate appropriate technical skills.

