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	UNICEF-BCO           :     TERMS OF REFERENCE (TOR)

	Job Title and Level: Senior Administrative Assistant (TA), GS-7


	Section: Administrative Section


	Duration: 364 days


	Duty Station: Dhaka, Bangladesh


	1. 1.  Purpose of Assignment: Under the close supervision of Administrative Specialist, Senior Administrative Assistant (GS-7) is responsible for reviewing and processing of all International and local TAs, ensuring administrative support and office services, processing vendor (travel agent) payment, supervising off-site store, providing full protocol services including those related to airport, MOFA, MOHA, NBR and civil aviation, police departments, Deputy Commissioner’s Office, SB Office etc. 


	Indicative assignment dates: 1 September 2014 

	Supervisor:  Administrative Specialist

	Major duties and responsibilities: 
1. Administrative support and services. Undertakes delivery and improvement in administrative support and office services including space management, equipment, conference and travel arrangements, document reproduction, communications, mail and delivery services, local procurement and bill payments of utilities. Ensures the timely and cost-effective provision of basic office services including space management, equipment, communications and productivity. Supports the Inter-Agency Operations Management Team's approaches for enhancing UN common services to attain efficiencies and effectiveness.
2. Helps negotiate and administer matters relating to office premises, utilities and services with vendors and agencies.  
3. Process and finalize international and local travel authorizations in accordance with DFAM travel guidelines and procedures. Calculate DSA, airfare and other entitlements and advise programme sections on total budget input. Processing of local and international travel and processing of related travel claims and airfare. Preparing estimates for International travels for the counterparts.
4. Process vendor (airfare related) payments.
 5. Supervise management of off- site warehouse/store and ensure adequate supplies in the stock. Undertakes physical counting of stock on quarterly basis and update the record accordingly. Ensures fire and shock resistance storage facilities. Supervise GS-4 staff responsible for warehouse management.  Work as a back-up during his absence 

    Supervision of store management, Ensure all stored IT equipment and other Office supplies in proper manner with assign inventory numbers. Ensure maintaining of store bin cards.
 6. Supervise passbook issue/ renewal, receiving VIPs and other guests, hotel reservation, event management, issuance of different types of letters etc. 

Administers LTAs of hotel and venue related services and travel related services.

Provide full protocol services including those related to airport, MOFA, MOHA, NBR and civil aviation, police departments, Deputy Commissioner’s Office, SB Office etc.  Obtain security clearance for the Representative for his domestic travels.
7. Ensures Logistics Support for Seminar and Conferences, organizes/makes administrative arrangements for official meetings, workshops, training, seminars, conferences and receptions including search/selection of most cost effective venue, finalize menu, arrange for catering and other logistic support. Explores for different conference facilities in Dhaka and outside. Negotiate rates with them. Prepares list of available facilities.
8.  Appropriate interpretation and application of administrative policy and procedures are timely implemented to support operations at the country and sub-country levels.  

9. Any other assigned administrative management responsibilities and services are effectively carried out and delivered.


	Qualifications or specialized knowledge/experience/competencies required for the assignment:

a)
EDUCATION (Indicate type of education/training required including skill in equipment operation.)


Completion of secondary education supplemented by technical or university courses in the relevant field of discipline would be an asset. 

b)
WORK EXPERIENCE  

Seven years’ experience, including progressively responsible work in administration.

c)
LANGUAGES  

Fluency in English and very good working knowledge of Bangla
d)
COMPETENCIES  
i)  Core Values (Required)

Commitment       

Diversity and Inclusion      

Integrity

ii)  Core Competencies (Required)

Communication  [II]  

Working with People  [II]  

Drive for Results  [II] 

iii)
Functional Competencies (Required)

Analyzing [II]

Applying Technical Expertise [II]

Following instructions and Procedures [II] 

Planning and Organizing [II]



Application with CV and a copy of filled in P-11 form should be sent to the Chief, Human Resources, BSL Office Complex, 1 Minto Road, Shahbag, Dhaka. By 10 August 2014
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