United Nations High Commissioner for Refugees (UNHCR)

FO Damascus, Syria
Vacancy Announcement UNOPS/VN/ 2018/015- 1 Post
Internal / External Circulation/  
	Position Title:

Liaison Associate
	Position Level:

Equal to GL6 on Syria national salary scale
	Date Issued:

13th May 2018


	Position No.:

UNOPS Local Individual Contractor Agreement (LICA)
	Report To: 
Head of Sub Office 
	Closing Date:

27th May 2018

	Section:

Sub-Office Aleppo
	Duty Station:

Sub-Office Aleppo  
	Contractual Status:

UNOPS Local Individual Contractor Agreement (LICA)




Availability of the Post
   Immediately
General Background

The liaison Associate will work under the supervision and guidance of head of Sub office in Aleppo. Among his/her responsibilities, s/he will facilitate the contacts and will provide support so that the head of Sub–Office can obtain and exchange information requiring discussion and explanation to UNHCR staff members, Governments authorities and other external parties.

	Functional Statement
Responsibility 

It is expected the incumbent will provide continues support to UNHCR Aleppo for inter-agency and inter – institution activities through functions including:
· Serve as focal point for official and informal meeting between UNHCR and partners (NGOs, UN agencies, international organizations) and / or other key stakeholders such as Government authorities.
· Liaise directly with partner organizations to provide requested information and follow – up on pending issues.

· Manage external queries and information flows by identifying and anticipating required action.

· Maintain contact with partner organizations by sharing information on UNHCR’s Work.

· Prepare reports and correspondence related to UNHCR contacts and activities.
· Assist UNHCR Staff in following up on ongoing issues.

· Draft correspondence and translate if necessary.

· File and research material requested by the office and keep updated records on the situation of Sub – Office vis a vis relation with partner, local authorities and UNHCR.

· Perform other duties as required.


	

	


Qualification Required:
Education: Completion of Secondary Education with post – secondary training / Certificate in related field.
Experience: At least 2 years of relevant work experience.
Languages: Fluency in English and Arabic writing, reading and reporting skills.

DESIRABLE QUALIFICATIONS & COMPETENCIES

· Knowledge of UNHCR operation in Syria.
· Computer skills
	
	

	Required  Competencies

· Communication Skills.
· Negotiation and Conflict Resolution.

· Knowledge of UNHCR mandate.

· Political awareness

	


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/ 2018/015 Liaison Associate- Sub-Office Aleppo, Syria
Please note: no hard copy (paper applications) will be accepted 
Non Syrian Arabs must attach their valid residence permit as we as work permit. Applications received without these documents will not be considered.
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
