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VACANCY FOR LAO NATIONAL


UN Coordination Associate (Re-advertised)


Office of the Resident Coordinator








Under the supervision and guidance of the Head of the Office of the UN Resident Coordinator (ORC), the UN Coordination Associate provides administrative support to the Office of the Resident Coordinator team in the context of UN coordination and implementing the UN Country Team work plan. 





Duties and responsibilities





Support planning, preparation, monitoring and revision of annual work plans, and assist in the preparation of annual reports to UN headquarters;


Research and compile information materials relevant to UN coordination; organise and maintain a systematic filing system on activities of the UN Country Team and the ORC;


Support maintaining positive working relations and managing feedback and information flows between and among: UN focal points/agency heads, with particular focus on UN agencies without representation in Lao PDR; and counterparts in government, the private sector, civil society and the donor community;


Provide secretariat and administrative support to the activities of the UN Country Team, particularly in organising events, workshops, trainings and meetings;


Draft correspondence, briefings, and reports on issues relevant to the Resident Coordinator system, as requested by the Head of Office;


Assist with UN joint public information and advocacy initiatives, including the production of UN publications;


Translate documents, press releases, speeches, presentations etc. from English into Lao, as required, and provide interpretation in meetings with national counterparts if needed;


Maintain and regularly update the UN Country Team website � HYPERLINK "http://www.unlao.org" ��www.unlao.org� and UN project database; 


Assist in compiling information related to implementation of the national Avian Influenza Control and Pandemic Preparedness Plan;


Assist in providing financial administrative support such as but not limited to preparation and follow-up of financial requests for payment and monitoring of use of funds;





Qualifications and experience





Graduate degree, ideally in international relations, development studies, social sciences, economics, public administration, law or business administration; 


Previous experience working in the area of development, external relations and/or public information is an advantage;


Basic knowledge of the Lao PDR’s development situation and key issues; 


Knowledge of the UN system is an advantage;


Strong computer skills (Word, Excel, PowerPoint), including website design and maintenance (Dreamweaver), and databases (Access); 


Very good written and spoken English;


Initiative and ability to organize his/her work independently, but also to work as part of a team;


Maturity, political sensitivity and excellent inter-personal skills.
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Detailed job description available in the UNDP Human Resources Office, and at 


� HYPERLINK "http://www.undplao.org/vacancies.htm" ��http://www.undplao.org/vacancies.htm�  


Please send detailed CV along with a letter of motivation by 4 November 2008 by e-mail to


lao.recruitment@undp.org or in hard copy to


Human Resources Unit - UNDP Office, Vientiane, indicating in the reference line or on the envelope


“Application for UN Coordination Associate”





Telephone: (856 21) 267 777


Fax: (856 21) 267 799 or 264 939





Female candidates are encouraged to apply


Only short-listed candidates will be contacted for a test and interview
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