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1. Searches office files and records
relating to a variety of topics for
information and references. Selects
information and records in specified
format for use by others in
preparing reports, correspondence,
technical papers, project or
programme plans and general
reference documents;

2. Assists staff members and their
dependants by processing requests
for necessary personnel-related
documents in accordance with the
requirements of the United Nations
and the country of the duty station.
Maintains facts on living conditions
and special entitlements;

3. Drafts routine correspondence,
forms, memoranda and reports from
oral instructions, previous
correspondence or other available
information sources in accordance
with standard office procedures;

4. Classifies and codes material
relating to a number of subject-
matter areas and maintains general
office files;

5. Makes travel and hotel reservations,
prepares travel authorization forms

and assembles information
pertinent to purpose of travel,

6. Makes arrangements for orders,
shipment and receipt of office and
project supplies and equipment and
household effects, including
customs clearance;

7. Maintains updates and transmits
the inventory records of non-
expendable equipment;

8. Support preparation and
implementation of office events by
providing logistical/administrative
support;

9. Performs other duties as required.
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