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UNITED NATIONS CONFERENCE ON TRADE AND DEVELOPMENT

TERMS OF REFERENCE
Job title:



Administrative Assistant

Type of Contract:

Service Contract at SC-6 Level
Duty station:
UNCTAD-ASYCUDA Project Office, Lao Customs Department (LCD), Vientiane
Duration of Employment:
12 months (renewable as required)

1. Organization Setting
1.1 The Nature of the Project:
The overall aim of the UNCTAD-ASYCUDA (Automated System for Customs Data) Project is to improve Laotian Government's finances and to strengthen the economy through increased efficiency in the foreign trade environment. Laos has selected UNCTAD-ASYCUDA system for the computerization of their customs revenue collection and statistics gathering process and as the base tool to achieve the objective of the project. The UNCTAD-ASYCUDA Project Office (UAPO) is located in the Customs and Excise Department HQ building and the functions of the office are:

· to support the development and implementation of the project

· to support the continued maintenance of the operational system
· to serve as the focal point for system and IT related functions of LCD
1.2 Reporting Responsibilities
The Administrative Assistant (AA) 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.

2.  Duties and responsibilities 
· Setting up and maintaining an efficient recording and filing system for mails/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

· Preparing ASYCUDA related meeting, training and workshop materials and papers; 
· Assisting the UAPO Staff  with the meeting minutes
· Assisting in translating work( Laos-English) for project related documents
· Organizing meeting appointments for the UAPO Staff with Government and Industry officials as required
· Maintaining regular contract with the UAPO Staff on project sites and ensuring timely dissemination of relevant and urgent communication
· Answering telephone calls and taking down messages for UAPO Staff not available in office
· 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, 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 in collecting newsworthy items for producing periodical News Bulletin ,and other promotional pamphlets regarding UAPO activities for the ASYCUDA Website
· 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
3. Qualifications and experience
3.1 Mandatory
At least 3-7 years practical experience in the following areas: 

· Completed Secondary Education (Bachelor's degree, in business, management or project management is desirable) 
· Administrative Assistance or/and secretarial support 
· UN procedures 
· Computer software: OpenOffice package, Linux-Suze environment
· Newsletter design

· Public Relations

3.2 Desirable
· Experience in international organization

3.3 Languages
· A perfect working knowledge of English
· Knowledge of French is a plus

