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	Food and Agriculture Organization of the United Nations

	
	Vacancy Announcement No: VA-103/11

	Issued on:
	27 July 2011

	Deadline For Application:
	15 August 2011

	

	Position Title: 
	IT Clerk – Amman Office

	Grade Level:
	GS- 4

	
	     
	Duty Station:
	 Amman 

	Organizational Unit:
	FAOR Iraq
	Duration (:
	 6 months extendable

	
	     
	Post Code/No:
	VA-103/11

	
	     
	CCOG Code:
	     

	

	DUTIES AND RESPONSIBILITIES

Under the general supervision of the IT Officer, and overall guidance of the OIC -FAO Iraq Field Team, and with, when required, the technical advice of the TCES in FAO HQs for any actions under the delegated authority of the OIC FAO Iraq, the incumbent will undertake the following tasks

1.
Assists in supervising the installation and/or maintenance of all data processing equipment (including computers, printers, and photocopy machines), electronic and communications equipment in the Coordination Office and Sub-Offices in Iraq.  This includes diagnosing hardware problems, performing minor repairs, and arranging for repairs by a third party if necessary.

2.
Assists in supervising the installation and maintenance of Local Area Networks, electronic mail systems, and Internet access.

3.
Assists in supervising the development and maintenance of computerized data systems like the Imprest Accounting System, the Mapping System, the Locally Generated Funds Accounting System, the Warehouse Tracking System, and any other system required by the Coordination Office and Sub-Offices.

4.
Technically assists the staff in data processing related matters.

5.
Helps in arranging for training of the staff for EDP systems and computer software (like MS Word, MS Excel, MS Access, and other office related software).

6.
Helps in maintaining a library of references for all installed equipment and software.

7.
Helps in supervising and arranging for training of staff on communication equipment as required.

8.
Performs any other duties as required.



	MINIMUM REQUIREMENTS

Candidates should meet the following:

Applications are normally not considered from candidates who do not possess ALL of the Essential Qualifications:
Education: High School Diploma with additional courses in IT or related field. University degree in IT is an asset.
Experience: Over Three years of relevant experience in IT
Language: Working knowledge of English and Arabic, preferable.
Minimum IT Skills required:

· Ability to effectively manage and maintain standard office hardware and software, such as MS Office (Windows, Word, Outlook, Excel, Power Point, Exchange) et al.

· Ability to effectively use hardware, software and information systems.

Office Management Skills:

· Systematic and efficient approach to work assignments, good judgment and analytical ability.

Interpersonal Communications and Teamwork Skills:

· The incumbent must possess a cooperative spirit, flexibility and openness to work in an international environment within a team of staff with mixed skills and different national and cultural backgrounds


	

	Please note that all candidates should possess computer/word processing skills and should be capable of working with people of different national and cultural backgrounds.

* The length of appointment for internal FAO candidates will be established in accordance with applicable policies pertaining to the extension of appointments 

	

	REMUNERATION

	Level GS-4 in Amman carries a net monthly salary (inclusive of a variable element for post adjustment) from $ 979 to $ 1438.


	

	to apply: Carefully read and follow the Guidelines to applicants

	

	Send your application to:
	VA-103/11 IT Clerk-Amman

	
	E-mail: faostaffing.iraq@faoiraq.org

	

	This vacancy is open to male and female candidates. Applications from qualified women candidates and applications are encouraged. Please note that FAO staff members are international civil servants subject to the authority of the Director-General and may be assigned to any activities or office of the organization. Non Jordanian applicants should have valid residency in Jordan.

	FAO IS A NON-SMOKING ENVIRONMENT


Guidelines to Applicants

Examine carefully the relevancy of your qualifications by reviewing the Duties & Responsibilities of the position and the requirements that are needed in order to perform the job successfully. 

How to Apply

Please provide a completed FAO Personal History Form, (Attached and is found on the Internet site: http://faoiraq.org/join.htm
· Your application should be typewritten (where possible), signed and dated.

· Clearly indicate in the appropriate box on the Personal History Form and on the front of your application, the title of the post and the Vacancy Number.

· Submit a separate application for each position for which you are applying.

· Send your application to the address (mail, e-mail, or fax) indicated on the Vacancy Announcement. 

· Internal candidates should provide 10 copies of their application.

Applicants will be contacted directly only if selected for an interview.

Filling in the FAO Personal History Form

Language Skills

Please list the languages with which you are familiar, beginning with your mother tongue, indicating the extent of your knowledge as:

· Excellent/Good = Working knowledge: You will be expected to work independently using the language required, to prepare a variety of written communications (correspondence, reports, working papers, etc...), to participate actively in meetings and in work-related discussions, etc.

· Fair = Limited knowledge: You will be expected to follow work related discussions or meetings, even though you may wish to intervene in another official language. You will be expected to participate in simple conversations, to use the telephone, to read and understand work-related texts and to write simple communications, etc.

· Slight

Computer Skills

· Indicate your word processing skills and knowledge of database/spreadsheet (e.g. Excel, Access), or any other office automation software known and used. 
· If applicable, specify your work experience in data entry/retrieval and programming skills. Indicate knowledge of programming languages and operating systems.
Academic Qualifications

Starting with the present and going in back in time, please give details of:

· Period of study with name and location of the academic institution,

· Title of study obtained, both in the original language and in English, indicating the subject(s) of specialization and year degree* was/is to be awarded,

· List any other relevant training or formal education that may be relevant to your application.

If selected for an interview, you will be expected to provide FAO with certified copies of your academic qualifications. 

* A university degree is a title of study substantiated by at least 3 years of full time study (equivalent to a BA or BSc) from a bona fide institution. An advanced university degree is equivalent to a Masters degree.

Experience

· Relevant professional experience is counted from the time of attainment of the first relevant degree.

· Endeavour to demonstrate how your experience meets the requirements of the post. 

Other Information
· If applicable, give the number of publications and provide a list and the dates of the most relevant publications.
· Provide samples of written work only upon request. 
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