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Detailed job description available in the Human Resources Office and ��HYPERLINK "http://www.undplao.org/vacancies/"�http://www.undplao.org/vacancies/�


Please send detailed CV along with a letter of interest (including P-11) by 06 August 2010


to Human Resources Unit at UNDP Office, 


or via email: �HYPERLINK "mailto:lao.recruitment@undp.org"�lao.recruitment@undp.org�








Telephone: (856-21) 267777 or Fax: (856-21) 267799





Female candidates are encouraged to apply


Only short-listed candidates will be contacted for interview

















VACANCY ANNOUNCEMENT FOR LAO NATIONAL


Administrative Assistant at SC-6 Level


Contract 12 months


for the UNCTAD-Automated System for Customs Data project in Vientiane





UNCTAD, in partnership with UNDP, is seeking a qualified Administrative Assistant for the Automated System for Customs Data (ASYCUDA) project in Vientiane. The Administrative Assistant will be based in the UNCTAD-ASYCUDA Project Office (UAPO) at the Lao Customs Department (LCD) in Vientiane. The Administrative Assistant will be reporting directly to the UNCTAD Senior Customs Automation Resident Expert and will be responsible for the efficient organization and smooth daily running of the project office.





Duties and responsibilities


Setting up and maintaining an efficient recording and filing system for mail/letters, facsimile and other office documents in soft and hard copies


Liaising with Customs Branches/Stations/Divisions for the preparation of project-related meetings, training/seminars and setting up of appointments for UAPO Staff


Providing administrative and logistical support for the project including assisting with training requirements


Making arrangements for all external travel and accommodation requirements for UAPO Staff and Customs officials attending ASYCUDA related meetings, training courses or workshops


Assisting in translating work( Lao-English) for project related documents


Organizing meeting appointments for the UAPO Staff with Government and industry officials as required


Providing efficient secretarial support such as receiving and sending faxes; attending to general enquiries; attending to visitors; etc


Liaising with the UNDP Vientiane office for all backstopping requirements, including travel visa requirements and security clearance and payment for the UAPO


Liaising with the Regional UNCTAD-ASYCUDA office in Kuala Lumpur


Maintaining an inventory of all office equipment, furniture, tools, etc. and ensuring that all are in good working order and requesting for servicing as scheduled or repairs as necessary


Assisting the UAPO UNCTAD in recording and monitoring weekly, monthly scheduled project activities and in formatting and producing monthly and annual activity reports


Liaising with the LCD management/administration in ensuring project cleaning and maintenance services are provided for the UAPO


Coordinating with security services for security and safety of UAPO


Carrying out other duties related to ASYCUDA implementation as directed by the UAPO UNCTAD Residents





Qualifications and experience


Secondary Education, Bachelor's Degree in business, management or project management is desirable


A minimum of 3-7  years practical experience and demonstrated skills in administration or a related field


Good English language skills, both written  and spoken


Good computer skills, especially Microsoft Word and Excel


Good interpersonal skills


Good knowledge of newsletter design





Working Place/Location: The UNCTAD-ASYCUDA Project Office at the Lao Customs Department (LCD) in Vientiane.

















     Lao PDR
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