	1134 LOGISTICS PROCUREMENT ASSISTANT

	Location :
	Bujanovac, SERBIA

	Application Deadline :
	14-Sep-10

	Type of Contract :
	Service Contract

	Post Level :
	SC-3

	Languages Required :
	English   

	Starting Date :
(date when the selected canditate is expected to start)
	01-Oct-2010

	Duration of Initial Contract :
	1 October 2010 – 31 March 2011 with possibility of extension of one year

	Refer a Friend  Apply Now

	Background

	Purpose: 

 

The purpose of this TOR is to recruit a qualified candidate to undertake administration related to logistics and procurement in support of the Joint UN projects.
 

Objective:
 
The objective is to support the implementation of activities, ensuring good logistical support, timely procurement and general support to office administration, including security-related tasks.

 

Background Information:
 

The Joint Programme (JP) will have four key outcomes:

 

Outcome 1 - Community Cohesion and Human Capital: Communities in South Serbia are stronger, more integrated, and better able to reduce inter-ethnic tensions and conflict risk;

Outcome 2 - Public Services: More equitable and improved access to public services and welfare benefits (including basic registration documentation, health and education);

Outcome 3 - Economic Development: Increased overall economic prosperity of the region, and reduced discrepancies in wealth and employment between ethnic groups, and with other parts of the country;

Outcome 4 – Migration Management: Migrants from the region fully participate in the social and economic life of the region and thereby contribute to the development of their wider communities and Serbia’s EU integration aspirations. 

JP outcomes will be achieved through cooperation between the participating UN agencies (UNDP, UNICEF, UNHCR, ILO, IOM and UN-HABITAT) and national partners, namely the Ministry of Public Administration and Local Self-Government, Ministry of Economy & Regional Development, Ministry of Education, Ministry of Youth and Sport, Ministry of Health, Ministry of Human and Minority Rights, The National Employment Service, Commissariat for Refugees and IDPs, The Coordination Body for South Serbia, The Ombudsperson, Regional Center for Development of Pcinjski and Jablanicki districts, The Cities of Leskovac and Vranje and municipalities of Bojnik, Lebane, Vlasotince, Crna Trava, Medvedja, Vladicin Han, Surdulica, Bosilegrad, Trgoviste, Bujanovac and Presevo. 

	Duties and Responsibilities

	Duties and Responsibilities
Measurable outputs of the work assignment
 

Under the direct supervision of the Deputy Programme manager, the Logistics / Procurement Assistant will overall be responsible to:  

· Performing a variety of standard tasks related to contract, asset and procurement management, ensuring full compliance of activities with UNDP rules, regulations, and policies, and providing advice as required to JP management. 

· Lead procurement processes for the South Serbia JP, including updating rosters of relevant suppliers, preparation of required documents, bids or proposals, co-ordinate their evaluation, negotiation of certain conditions of contracts in full compliance with UNDP rules and regulations, in direct co-ordination and co-operation with the JP Finance Assistant and UNDP Belgrade Procurement Unit. 

· Organisation of procurement processes, including preparation of Request for Quotation (RFQ), Invitation to Bid (ITB) or Request for Proposal (RFP) documents, receipt of quotations, bids or proposals, collecting, screening and preparation of documentation, data processing, preliminary bids evaluation, filing; organisation of UNDP shipments, including customs and all related documentation and implementation of follow-up actions. 

· In co-ordination with the JP Management, Finance Assistant and the UNDP CO Operations Unit, take lead in organising and realising procurement actions in accordance with managerial decisions and recommendations from the UNDP CO Procurement Unit. 

· Design and update soft copy database of South Serbia JP projects, contracts, designs, plans and other relevant programme documentation. 

· Assistance in preparation of budget and provision of information for audit. 

· Provide administrative support for implementation of the surveys to be undertaken by the JP. 

· Provide administrative and logistical support for the organisation and implementation of JP events, e.g. training workshops, seminars, etc., liaising with national participants as well as JP colleagues. 

· Arrangements for travel and accommodation, preparation of travel authorizations, filing of information for DSA payments, processing requests for visas, ID cards and other documents. 

· Systematic collection, verification and filing of information for on call driver and travel agencies payments; co-ordination of on call driver services and maintenance of vehicle log. 

· Asset management and maintenance for the JP office, including computer equipment, furniture and office equipment and vehicles: this will include taking lead responsibility for establishing and maintaining an inventory, and the co-ordination of regular maintenance (and associated record-keeping) of assets, including vehicle registration, insurance and maintenance. 

· Custodian for management of office stationery supplies, including maintenance of stock list of stationery, distribution of stationery as required by staff and keeping a log of distribution, planning for procurement of new supplies, etc. 

· Support for information gathering when requested, i.e. web searches or local enquiries for updated statistics, locating copies of key reports, etc. 

· Maintain security / travel log and emergency contact numbers lists, general support to the JPM / Area Security Co-ordinator in their duties and compliance with UN DSS security regulations. 

· Perform other duties as required. 

Performance Indicators for evaluation of results
· Compliance with UNDP rules, regulations and policies of procurement and logistics activities ensured. 

· Effective co-ordination on procurement and logistical issues ensured with the five other participating agencies, as well as the national partners. 

· Procurement plans and contracts prepared and issued in a timely manner; project filling system for technical procurement documentation established and maintained. 

· High quality assistance provided to the JP team for logistics / procurement issues. 

· Travel and security logs maintained to date and in a clear and precise manner. 

	Competencies

	· Ability and experience across a broad range of administrative functions. 

· Ability to take initiative to solve problems within existing regulation frameworks, and also to propose more efficient systems for management consideration where appropriate. 

· Effective organisational skills and ability to prioritise own work plan and co-ordinate / advise on work scheduling for team colleagues in relation to logistics and procurement. 

· Demonstrates strong oral and written communication skills. 

· Teamwork – good inter-personal skills, ability to work in a multi-cultural environment with sensitivity and respect for diversity. Demonstrated ability to develop and maintain effective work relationships with budget/finance, human resource and programme colleagues. Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability. 

· Consistently approaches work with energy and a positive, constructive attitude, and remains calm, in control and good humoured even under pressure. 

· Demonstrates integrity by modeling ethical standards: treats all people fairly without favouritism. 

	Required Skills and Experience

	Education:  

· Secondary Education.  

Experience:
· At least 4 years of progressively responsible experience with an international organisation, preferably UN system, in the field of logistics, finance, procurement or related administration. 

· Knowledge of UNDP ERP Software (ATLAS) and UNDP rules and procedures essential. 

· Knowledge of national financial rules and regulations an asset. 

· Demonstrated proficiency of personal computer spreadsheet (including Excel), basic accounting and word processing software applications, including knowledge of automated procurement systems and handling web-based management systems. 

· Knowledge of UN agencies and government structures. 

· Ability to demonstrate a sense of self-assuredness. 

· Strong communication and interpersonal skills.  

Language Requirements:
· Fluency in English and Serbian. Knowledge of Albanian would be considered an asset. 

	

	UNDP is committed to achieving workforce diversity in terms of gender, nationality and culture. Individuals from minority groups, indigenous groups and persons with disabilities are equally encouraged to apply. All applications will be treated with the strictest confidence.
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