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JOB DESCRIPTION
	Official Job Title:
	Reproductive Health Commodity Supplies Programme Assistant            Duty Station:  Lesotho CO

	Grade (Classified)
	SB-2                                             




	Post Number:
	Generic

	Post Type:
	Service Contract

	Classification Authority:
	
	Closing Date :  30 March 2018


1.
Organizational Location
	The RHCS Programme Assistant position is located in UNFPA Lesotho Office, under the overall guidance of UNFPA Representative and direct supervision of the RHCS Coordinator. 



2.
Job Purpose

	The incumbent provides logistics, administrative, budgetary and secretarial support to the RHCS programme in Lesotho, also maintains effective communication within the office and stakeholders. He/She works in close collaboration with programme, operations, communications, and other teams in the country office.   



3.          Major Activities/Expected Results
	· Assist and contribute pro-actively to day to day RHCS programme implementation in line with programme work plan and results 
· Support the preparation of the project work-plan and operational and financial planning process

· Contributes to all administrative aspect of RHCS planning, procurement, distribution and reporting.

· Assist with timely completion of custom clearance, country transportation, and handover of commodities to NDSO as per the SOP
· Maintain effective and constructive communication with PSB on a continuous basis in order to take actions on procurement related matters
· Handover receipts forms submitted and recorded in the shipment tracker.

· Timely coordination and logistical of supplies related procurement such as obtaining import permits and ensure that MOH and other IPs are ready to receive the shipment.

· Assist in the preparation of activity and payments requests for the RHCS programme and operational expenses against project work-plans 

· Monitor project activities, budget and financial expenditures and maintain a proper record of approved project budgets and their revisions
· Maintain programme correspondence and communication and maintains filling system.
· Make travel arrangements for the RHCS programme and participants e.g. field trips joint supportive supervisions.

· Attends RHCS clusters meetings and take minutes/notes as required.

·  Perform any other duties, as may be required by the UNFPA Representative.



4.
Work Relations
	Internal partners include the programme teams, other staff in the Country Office. The Programme Assistant also works in close collaboration with the programme team and operations team to resolve procedural and administrative issues.
External partners include project implementation partners of the RHCS Programme, NGOs, INGOs, local authorities and other agencies including UNICEF, UNAIDS, WHO, WFP, FAO. 



5.
Job Requirements
	Education:  
First level university degree required in Social Science or related field 
Knowledge and Experience:  
· 2 years previous experience in logistics/administrative functions;

· Some experience in research assistance;

· Previous experience in the UN an advantage, and knowledge of protocol, travel and procurement will be an asset;

· Strong interpersonal and organizational skills;

· Computer literacy - Word, Excel, Power-point, etc., and good knowledge of Atlas/PeopleSoft would be an asset;

· Good writing and communication skills.

Required Competencies: 

i) Core Competencies:   
· Values

· Achieving Results

· Being Accountable

· Developing & Applying Professional Expertise

· Thinking Analytically & Strategically

· Working in Teams/Managing our-selves and relationships

· Communicating for Impact

ii) Functional competencies

· Logistical support

· Managing data, documents, correspondence and reports

· Managing information and workflow

· Planning, organizing and multi-tasking

· Job knowledge/technical expertise

Languages: Fluency in English and Sesotho is required. 
Other Desirable Skills:
Initiative, sound judgment, strong interest in development work, especially the mission of the United Nations Population Fund and dedication to the principles of the United Nations.
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