Food and Agriculture Organization of the United Nations
GENERAL SERVICE VACANCY ANNOUNCEMENT N°: 001-2015

Issued on: 29/01/2015
Deadline For Application: (6/02/2015

JOB TITLE: Office Assistant GRADELEVEL: (3.4
DuTY STATION:  Victoria, Seychelles
ORGANIZATIONAL UNIT:  Policy, Economics and institutions,FIPI DuraTiON:  Fixed-term: two years

{renewable}
POST NUMBER: 0957950

CCOGCoDE: 2.1.02

Organizationai Setting

The position is located in Victoria, Seychelles in the Indian Ocean Tuna Commission (IOTC) within the Fisheries and Aquacuiture
Department, Fl. IOTC s an intergovemmental organization responsible for the management of tuna and tuna-like species in the
Indian Ocean. It works to achieve this by promoting cooperation among its Contracting Parties {(Members) and Cooperating Non-
Contracling Parties in order 1o ensure the conservation and appropriate utlilzation of fish stocks and encouraging the sustainable
development of fisheries.

Main Purpose

The Office Assistant performs a large variety of routine adminlstrative transactions and office support functions contributing to the
smooth and efficient running of the work unit.

Supervision Received/Exercised

The Office Assistant reports to the Executive Secretary and the Administrative Officer and receives guidance from other
professlonal staff. He/she acts independently in routine matters. Supervision received is focused on the quality of the work
performed and provides for on-the-job leaming.

Working Reiationships

The Office Assistant usually Interacts with a wide variety of colleagues within the work unlt and with immediate clients within the
Organization, providing routine administrative and office support services.

Key Functlons/Results

+ Arrange appointments for the supervisor, receive visitors, place and screen telephone calls and respond to routing
requests for information;

= Provide office, administrative and ioglstics support to meetings, committees, conferences, elc.;
= Review, record, distribute and process incoming maii and corespondence; follow-up on pending actions;

» Respond or draft responses to standard/ routine correspondence and other communications; use word processing
package to produce a wide variety of large, compiex documents and reports;

+ Proofread documents and format texts for accuracy, grammar, punctuation and style, as well as for adherence to
established standards;

¢ Initiate generai administrative tasks in the computerized financial / travel / human resources systems;
* Make travel and hotel arrangements and prepare travel authorizations/ciaims for staff as required;
e Provide assistance in the administrative processing of vacancy announcements and consultants’ contracts;

e« Research, compile and organize Informatlon and reference materials from various sources for reports; create
spreadsheets and presentations; manage and update databases for mailing iists and other Information; and maintain
electronic and paper fiies;

¢ Perform other duties as required.

impact of work

The incumbent's work impacts on the timely and efficient delivery of office support services and on the overall output of the work
unit.

MINIMUM REQUIREMENTS - candidates will be assessed against the foliowing

Education: Secondary School Education

Experience: Three years of relevant experience in office support work

Languages: Warking knowledge {Levei C} of Engilsh, French or Spanish

IT Skllls: Good knowledge of the MS Office applications, intemet and office technoiogy equipment

Technicail Skills

s Good knowledge of the Organization's communication and documentation standards {house style) would be considered an
asset

¢ Good knowiedge of FAQ's corporate computerized financial / travei / human resources systems and administrative procedures



and policies would be considered an asset

Good knowledge of FAO's organlzational structure would be considered an asset

Ability to draf correspondence and to proofread texts to ensure correct speiling, punctuation and syntax
The incumbent must have a proficlency in typlng

Extent of experience in the preparation of intemationai and high-levei meetings, using phone, web-based and video-
conferencing

DESIRABLE QUALIFICATIONS AND SKILLS
Initiative and ability to work under pressure to tight deadlines. Ability to work in a team environment. Courtesy, tact and ability to
establish and maintain effective working relationships with people of different national and cuitural backgrounds.



