	      UNITED

        N A T I O N S                      

R E L I  E F     A N D     W O R K S      A G E N C Y        F O R  PALESTINE      REFUGEES      IN      THE     NEAR       EAST
	
	N A T I O N S                      U N I E S

OFFICE    DE    SECOURS    ET     DE TRAVAUX     POUR     LES

REFUGIES    DE    PALESTINE    DANS   LE   PROCHE- ORIENT

	INTERNAL & EXTERNAL VACANCY NOTICE NO: 71/2009
يرجى من مديري المناطق والمخيمات  والمنشآت وضع نسخة من هذا الإعلان على لوحة الإعلانات لديهم والتأكد من بقائه على

اللوحة إلى  تاريخ انتهاء تقديم الطلبات


Deadline for Application: August 28, 2009
	Position Title

Recruitment Assistant
	Grade

12
	Dept. /Division

Administration Department-Personnel Division
	Duty Stations
Lebanon Field Office
	Type of Appointment
Fixed Term

	I) RESPONSIBILITIES & DUTIES:
In accordance with Agency policy and procedures, the incumbent :

·  Receives and screens applications against established criteria; assists the hiring office with screening as required; prepares analysis and presentation to facilitate the establishment of the shortlists;
· Answers candidates and hiring office queries; receives and contacts applicants and candidates and arranges appointments for interview boards and tests;

· Coordinates the presentation and administration of technical and practical test;

· Maintains and updates recruitment files and their related documentation such as vacancy notices, press advertisements, applications, incumbent profiles and other manuals or computer records related to the functions of the section; collects and compiles information from files;

· Drafts recruitment related correspondence including replies to internal and external candidates, forms, and other materials; prepares or assists in the preparation of and consolidation of statistical and other reports;

· Maintains and updates HR recruitment-related databases, records and rosters; uses database to manage recruitment steps in the time frame allotted;

· Reviews, prepares and distributes vacancy advertisements in compliance with standard practices;

· Contacts applicants to arrange for technical tests and/or personal interviews; checks professional references for recommended candidates, prepares letters to all candidates with their final status;

· Supervises overall recruitment functions assigned to his/her branch and maintains confidentiality of documents and recruitment results;

· Performs such other duties as may be assigned. 
	II)  MINIMUM QUALIFICATIONS

A  Academic and professional qualifications 

A university degree in human resources, business administration, management, public administration or related discipline. 

B.  Experience

At least two years of relevant experience in administrative and human resources. 
C. Language 
Excellent command of written and spoken English and Arabic

D. Competencies: 

I. Demonstrated ability to operate Microsoft Office Applications used by the Agency; 
II. Demonstrated skills in team work;

III. Ability to research and summarize background material;

IV. Excellent organizational skills;

V. Ability to follow up on issues actively;

VI. Good communication skills;

VII. Sound judgment on importance/priority/confidentiality of issues.
Candidates with an equivalent combination of relevant academic qualifications, professional training and progressive work experience may also be considered should there be a lack of candidates who meet the exact requirements. 

III) DESIRABLE QUALIFICATIONS

Formal training in staff recruitment or human resources management. 
IV) TECHNICAL & PRACTICAL TESTS REQUIRED: 

For short-listed candidates, the following tests will be conducted: 

· Written technical test (60%).

· Word (20%) and Excel (20%).
The top 05 scoring candidates (all test results combined), given that none have scored less than 50% on any of the tests, will be invited for an interview.

	RECRUITMENT PROCESS: 

The Recruitment process is based on the Agency’s strategy to obtain the best qualified and suitable employees through a competitive recruitment process. After the deadline for receiving applications, all applications will be reviewed by Human Resources and the Hiring Department. Short-listed candidates who fully meet the required criteria shall undergo technical and practical tests. For all posts, the weight allocated for the combined technical & practical tests is 60% and for the interview is 40%. The final recommendation for selection is based on the combined test results, interview assessment, Agency priorities and needs and the candidate’s profile.  

GENERAL INFORMATION
● UNRWA is an equal opportunity employer and welcomes applications equally from men and women. ● It is Agency policy to give full consideration to disabled candidates whose disablement does not militate against the effective performance of the duties of the post. ● Staff members are subject to the authority of the Commissioner-General and to assignment by him/her to any of the activities or offices of the Agency in or outside the area of operation. ● Priority will be given to fully qualified registered Palestinian refugees. ● Only those applications in which the Agency has a further interest will be contacted.

PROVIDENT FUND / MEDICAL INSURANCE:

   ● A staff member is eligible to participate in the Pension Fund (“Provident Fund”) and medical insurance plan.

UNRWA is a United Nations organization whose staff are expected to uphold the highest standards of integrity, neutrality and impartiality. This includes respect for human rights, for diversity, and for non-violent means of dealing with all kinds of conflict. UNRWA staff are expected to uphold these values at all times, both at work and outside. Only persons who fully and unconditionally commit to these values should consider applying for UNRWA jobs.

الأونروا هي منظمة تابعة للأمم المتحدة، وهي منظمة تفترض من موظفيها الالتزام بأعلى معايير الاستقامة والحياد والنزاهة. ويشمل ذلك احترام مبادئ حقوق الإنسان واحترام التنوع وتبني الوسائل غير العنيفة في حل كافة أشكال النزاعات.  المتوقع من موظفي الأونروا أن يقوموا بدعم هذه القيم في كافة الأوقات، سواء في أماكن العمل أم خارجه. إن أولئك الأشخاص الذين يتمتعون بالالتزام الكامل وغير المشروط بهذه القيم هم فقط الذين ينبغي أن يتقدموا بطلباتهم للعمل لدى الأونروا.

	Monthly Salary:

L.L 1,571,111 
Dependency Allowances:

Dependent spouse: L.L 60,000 per month

Dependent child: L.L 33,000 per month
	Applications should be submitted with accurate and complete information only through 
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UNRWA website:   https://jobs.unrwa.org/
For any queries please send an email to: 
recruitmentquestions@unrwa.org


	Date of issue: August 14, 2009
N.B: Smoking on UNRWA premises is prohibited



