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52 UNITED NATIONS CHILDREN’S FUND
unicef

Job Opening: Senior Executive Associate, GS-6. Muscat, Oman.

Work type: Fixed Term Appointment

Location: Oman
Categories: G-6

Organizational Context and Purpose for the job

Under the supervision of the Country office Representative, the Senior Executive Associate is accountable
for procedural communications and administrative support functions to enhance the smooth running of
the supervisor’s day-to day activities (30%) Senior Executive Associates also provides budget monitoring
support and other administrative support to the programme team in Oman Country Office (70%).

Key functions, accountabilities and related duties/tasks:
=  Arranges protocol matters, appointments and maintains supervisor’s calendar, places and screens
telephone calls and answers queries with discretion.

=  Prepares briefing materials, minutes of meetings including translations for supervisor for use on
official correspondence for trips, meetings or for follow ups.

=  Administrative support of the front office and arranging meetings and key events
=  Support admin and travel plans, exchanges of letters and takes appropriate follow-up action.

= Assists in the administrative process of government, NGOs and other partners requests. Maintain
filling system in the front office

=  Function of the petty cash for the office, and back stop for the Admin and procurement Assistant

=  Monitors and reports on office budget ensuring planning and allocation, with compliance with UNICEF
rules and regulations, keeping supervisor informed and advised on actions for decision/follow up.

=  Monitors allocation and expenditures trends; generates, prepares and shares with members of the
management team the financial progress reports adapted from VISION and brings to the attention of
the Representative, M and E Associate and Operations Officer any deviations of delays for corrective
measures.

=  Prepares and timely submits monthly Management Indicator reports to the meetings of management
team, including analysis.

= Follows up on agreed action during presentation of management reports.
To qualify as an advocate for every child you will have...

=  Completion of secondary education is required, supplemented by technical or university courses
related to finance and budgeting.
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At least six years of professional experience in finance, accounting and budget.

Experience in the usage of office software MS packages and advanced knowledge of spreadsheet and
database packages, experience in handling of web-based management systems and ERP financial,

pbiue Aad ey Jalalt ddyal! oyl dald g5 5L ) (5D

preferably SAP. Experience of IPSAS and/or IFRS is required for external candidates.
Fluency in English and Arabic is essential.

Specific Technical Knowledge Required:

Training and experience using MS Word, Excel, PowerPoint and other office applications. _ i
Organizational, planning and prioritizing skills and abilities.

Ability to deal patiently and tactfully with visitors.

High sense of confidentiality, initiative and good judgment.

Ability to work effectively with people of different national and cultural background.

Ability to work in a team environment to achieve common goals and to provide guidance to more
junior support staff.

Interested candidates are requested to apply online on or before: 23rd March 2019

http://jobs.unicef.org/cw/en-us/job/520300/senior-executive-associate-g6-muscat-oman

Only shortlisted candidates will be contacted and advance to the next stage of the selection process.
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Oman Company for the Development of Special Economic Zone at Al-Dugmasos

“Duqgm ... A work environment full of accomplishment & Challenge”

Oman Company for Development of Special Economic Zone at Al Dugm
S.A.0.C (TATWEER) a Government Company owned by SEZAD,

invites applicants to apply for the following positions: -

* Experience — More than 10 years' in Business
Development, preferred in economic and

« |dentify and evaluate investment opportunities,
formation of JVs, commercial agreement,

stakeholders’ management.
= Creative, innovative and good in communica-

Education — Bachelor Degree in Engineering, or
Finance, or commerce or Business Administration.

An Omani candidate shall be preferred for the position.

» Experience — more than 2 years in accounting

and finance field including, trail balance,
budgeting, financial statements, procurement

process, internal control.
» Knowledge of accounting policies and Proce-

Bachelor Degree in Accounting, Professional

Qualification in accounting is preferred.

» Experience - Atleast two years of relevant

1 Business 1 industrial zones.
Development
Manager
tion skills,
MBA is preferred.
2  Accountant 1
dures, IFRS.
Education —
3 Investment 1 experience
Analyst '

Education - A recognized Bachelor’s degree in Finance.
MBA Finance will be added advantage

» For more details regarding the job requirements, please visit our website in the following link-

http://www.dugm.gov.om/sezad/career/jobs

® |Interested applicants shall forward their CV in English in MS Word or PDF format only,

indicating the position Title in the e-mail subject to |

n.om latest by

® CVs forwarded without indicating the position title, inappropriate format and after the deadline
date, shall not be considered.

® Only shortlisted candidates will be contacted.

e The above positions are based at Al Dugm.
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Job Opening: Procurement & Admin Assistant, GS5. Muscat, Oman

Work type: Fixed Term Appointment

Location: Oman

Categories: Support: Operations, G-5
_ = other queries

Key functions, accountabilities and related

duties/tasks:
/4 up-to-date.

Summary of key functions/accountabilities: =  Arrange for

= Drafts tender documents (Requests for

DREN’S FUND

processing in Vision. Upload data and files
in the corporate system and verify results.
Respond to client transaction status and

= Keeps Vendor Lists and consultants rosters

purchase
distribution of office supplies.

and timely
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Quotations, Invitations to Bid, Requests for =

proposals, and supports the implementation
of the tender process.

Supports sourcing of relevant suppliers for
goods and services.

Supports evaluations of offers through e.g.
preparation of tabulation sheets, and assists
in analysis of offers.

Drafts submissions to Contract Review
Committee.

Assist in processing of Long Term
Agreements, contracts for consultants and
service providers. This includes preparing
and filing documents, completing necessary
forms and templates, uploading TORs in
Vision and making necessary logistical
arrangements.

Works closely with suppliers and service
providers to ensure quality assurance and
timeliness of deliverables.

Ensures continuous availability of data
related to procurement including forecasting,
requisitions raised, orders placed, incoming
goods, actual delivery schedules. Prepares
periodic reports, and ad-hoc reports as
needed.

Provides travel assistance to staff in the office
for travel arrangements and entitlements
based on UNICEF rules and policies.

Supports Country office staff members on
issues relating to administrative matters such
as visas, security clearances, documentation
procedures.

Extracts, inputs, maintains and verifies
correctness of travel records in the UNICEF
Corporate System to ensure accurate
transactions related to travel costs and
staff travel. Assists in the preparation of
budgets on travel costs and maintains travel
budgetary control records.

Responsible for collecting invoices and filing

Provides support to capacity development
activities and conferences by making the
logistical arrangements, through engaging
with facilitators, caterers and hosts in
coordination with the Sr Executive Assistant.

Supports management of administrative
supplies, office equipment and vehicles,
updating inventory of items.

Monitors and supervises adequate and
appropriate use of office vehicles, equipment
and supplies. Ensures that services and
maintenance of premises are in accordance
with UNICEF standards.

Supervise the functions of driver(s).

Any other duties related to Procurement
and Administration as requested by the
supervisor.

To qualify as an advocate for every child you
will have...

Completion of  Secondary Education
preferably supplemented by technical or
University courses related to Procurement
and Administrative work

Minimum of 5 vyears of progressively
responsible Procurement, Administrative or
clerical work experience is required

Fluency in English and Arabic essential

Specific Technical Knowledge Required:

Training and experience using MS Word,
Excel, PowerPoint and other office
applications.

Organizational, planning and prioritizing
skills and abilities.

Ability to deal patiently and tactfully with
visitors.

Ability to work effectively with people of
different national and cultural background.
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documents for approval and thereafter =  Ability to work in a team environment.
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Interested candidiates are requested to apply online on or before: 23rd March 2019

Only shortlisted candidates will be contacted and advance to the next stage of the selection process.
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