United Nations High Commissioner for Refugees (UNHCR)

Damascus, Syria


Vacancy Announcement UNOPS/VN/ 2019/015- 1 Posts 
Internal / External Circulation  
	Position Title:

Receptionist/ Guard
	Position Level:

Equal to Guard on Syria national salary scale
	Date Issued:

09th December 2019


	Position No.:

UNOPS Local Individual Contractor Agreement (LICA)
	Report To: 
Guard Supervisor
	Closing Date:

15th December 2019

	Section:

Security unit
	Duty Station:

Damascus, Syria
	Contractual Status:

UNOPS Local Individual Contractor Agreement (LICA)




Availability of the Post
   Immediately
Duties and Responsibilities:
· Responds to staff security emergencies and provide immediate assistance.

· Receive refugees, visitors and staff.

· Ensure that attendance and visitors logs are maintained.

· Check and search refugees by metal detector before entering UNHCR Premises. For female visitors only female guards are allowed to do search.

· Ensure proper handling of refugees waiting area. 

· Guide refugees and accompany them to the concern units or reception desk. 

· Patrols and maintains security of the office premises and grounds, including overnight guard duties, and reports any irregularities.

· Check that all office machines, air conditioners, lights, etc are turned off after working hours.

· Control admission of authorized personnel and movement of UNHCR property into and out of the premises. 

· Perform other duties as required.

Qualification Required:
Education: 
· Minimum completed secondary education. Training/background in military or police work. 
· Excellent communication and team skills; 

· Computer skills are an asset.  

Experience: At least one (1) years of relevant work experience.
Languages: Written and spoken English is an asset.
DESIRABLE QUALIFICATIONS & COMPETENCIES

· Knowledge of UNHCR, previous work with refugees.
· Display culture, gender, religion, race, nationality and age sensitivity and adaptability.
· Ability to work in multi-national/ cultural environment.
· Strong organizing ability; Flexibility.
· Reliable and able to work under pressure and within limited timeframes.
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/ 2019/015 Receptionist / Guard
Please note: no hard copy (paper applications) will be accepted
Non-Syrian Arabs must attach their valid residence permit as well 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.

Female candidates are strongly encouraged to apply.
Distribution: 
· All UNHCR staff members in Syria 
· UN organizations in Syria

· Specialized Agencies

· Diplomatic Missions

· International NGOs

· Non-government Organizations

· Embassies
