United Nations High Commissioner for Refugees (UNHCR)

Damascus, Syria
Vacancy Announcement UNOPS/VN/ 2018/020- 1 Post 
Internal / External Circulation/  
	Position Title:

Filing Clerk
	Position Level:

Equal to GL3 on Syria national salary scale
	Date Issued:

13th September 2018


	Position No.:

UNOPS Local Individual Contractor Agreement (LICA)
	Report To: 
Senior Protection Assistant
	Closing Date:

26th September 2018

	Section:

Protection
	Duty Station:

SO Qamishli, Syria
	Contractual Status:

UNOPS Local Individual Contractor Agreement (LICA)




Availability of the Post
   Immediately
Organizational context

Currently UNHCR SO Qamishli work on an average of 40 registration cases per day, with only four case workers, two senior protection assistants and an associate protection officer. The average number of visitors per day is between 150 to 200 individuals. Organizing appointments, distribute coupons, and make sure that vulnerable cases are given prioritized
	Functional Statement
Accountability 

· Output 1: 200 individuals are channeled through the receptionist and sent in an organized manner to different case workers on daily basis

· Output 2: All files are ready for case workers in consultation with the filing clerk



	Resposibilities:

Under the direct Supervision of the Senior Protection Assistant, the UNOPS Contractor will be responsible for:

1- Ensure that the 200 individuals are well received at the reception centre and appointments are respected.

2- Ensure that all vulnerable cases are given priority.

3- Ensure that all case workers have their timesheets well distributed.


	


Qualification Required:
Education: 
· Completion of Secondary Education.
Experience: Minimum 3 years of previous relevant work experience.

Languages: Fluency in English (or UN working language of duty station if not English) and local language
DESIRABLE QUALIFICATIONS & COMPETENCIES

·  Computer skills
	
	

	Cross-Functional Competencies

-Planning and Organizing
Planning and Organizing

	


For Syrian and /or Syrian Palestinian only
Please apply in writing (P.11, CV and application/motivation letter), indicating vacancy announcement number.

Applications must be submitted by email only, to email address: SYRDAHRUNOPS@unhcr.org
Attention Vacancy No: UNOPS/VN/ 2018/020 Filing Clerk-Sub Office Qamishli, Syria
Please note: no hard copy (paper applications) will be accepted 
Application 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/sy/wp-content/uploads/sites/3/2017/10/UNHCR_Personal_History_Form_October-2017.docm 

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

· Embassies
