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United Nations High Commissioner for Refugees (UNHCR)

Branch Office in Damascus, Syria
Vacancy Announcement No. UNHCR/VN/2017/16
External/Internal Circulation

	Position Title:

Registration Associate
	Position Level:

GL6
	Date Issued:

22/02/2017

	Position No.:

10013252

	Report To: 
Assistant Registration Officer
	Closing Date:

6/03/2017

	Section:

Protection Section, Registration unit. 
	Duty Station:

Damascus
	Contractual Status:

Fixed Term Appointment



Availability of the post
:  Immediately  
Accountability 
· UNHCR's Registration Standard Operating Procedures (SOPs) are implemented in accordance with relevant UNHCR standards and policies. 
· Persons of concern have fair and transparent access to registration procedures.
Duties and Responsibilities:
· Assist in the implementation of registration strategies and methodologies for populations of concern.

· Assist in the supervision and daily running of registration team activities, where required. 

· Conduct registration interviews when required in accordance with registration standards and guidance.

· Provide counselling to, and responds to queries from, asylum seekers and refugees regarding UNHCR's registration procedures and their rights and entitlements.
· Maintain accurate and up-to date records and data related to all registration cases.

· Identify persons with specific needs and ensure timely referral to protection follow-up as required. 

· Collaborate with protection staff and/or partners in the delivery of assistance and programming, including provision of identity and entitlement documentation.

· Draft correspondence and reports relating to registration activities in the operation, when required 

· Provide statistics and draft reports related to registration data, as requested. 

· Perform other related duties as required. 

Authority 
· In consultation with the supervisor, make decisions related to the day-to-day operations of the registration unit and devise registration procedures which are efficient and effective. 

· Draft and submit reports and statistics related to registration. 

Qualification Requirements:
Education and Skills: 
· Completion of Secondary School with post-secondary training/certificate in social sciences, statistics, mathematics, information technology, or related fields.  

Experience:  
· Minimum 6 years of relevant professional job experience.  

· Good computer skills, particularly in data management. 

Languages:
· Excellent knowledge of English and the local language. 

DESIRABLE QUALIFICATIONS & COMPETENCIES.  
· Training in basic principles of international protection. 

· Experience in working with UNHCR proGres software.

· Knowledge of another relevant UN language.

For Syrian or Syrian Palestinian only

Please apply in writing (P.11, CV and application/motivation letter), indicating vacancy announcement number, and position title to: 
Attention Vacancy No: UNHCR/VN/ 2017/16, Registration Associate
Applications must be submitted by e-mail only, to email address: SYRDAHUMANRES@unhcr.org with reference to the vacancy announcement number, position number and title on the subject of application’s e-mails. No hard copies (paper applications) will be accepted.

Applications received will not be acknowledged, only the successful candidates will be notified of    the outcome of the competition, and will be invited for a written test and an interview.

Personal history (P.11 form) is attached or can be down loaded from:

http://www.unhcr.org/recruit/p11new.doc 

P.11 form is mandatory and should be SIGNED by applicant.

Distribution: 

All UNHCR staff members in Syria 

-
UN organizations in Syria

-
Specialized Agencies

-
Diplomatic Missions

-
International NGOs

-
Non-government Organizations
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