Executive Administrative Assistant 

Duration:
One Year Term, Renewable

Location:
Offices of the Project Coordination Unit, Grahamstown, South Africa

Background:
The PCU will provide a coordination and management structure for implementation of the UNDP-GEF Project in accordance with the rules and procedures of UNDP as executed through the UNOPS, under the day-to-day direction of the Project Director, and based on the general guidance provided by the Project Steering Committee (PSC). The PCU is composed of the Project Director, Data and Science Coordinator, Policy and Governance Coordinator, Communications and IT Coordinator,   Finance Officer, Executive Administrative Assistant, and local and international consultants as may be required.

Tasks:

This post will be under the overall supervision of the Project Director and will liaise closely with other Project Administrative and Scientific staff as necessary. The EAA will provide direct support to the Project Director and to the Policy and Governance Coordinator in the fulfilment of their duties. This will include day-to-day planning of schedules, travel, meetings, etc.; preparation and filing of documents; assistance with budget maintenance and review, and other general office support for these two posts. More specifically the EAA shall:

· Provide support to the Project Director and P&G Coordinator in the preparation of correspondence and documentation, management of files, general project communications, photocopying and faxing, etc.

· Liaise with the Finance Officer over budget matters
· Act as a Personal Assistant in handling and coordinating visitors and guests 
· Arrange appointments, meetings, travel, accommodation, etc. for both the Project Director and the P&G Coordinator
· Provide assistance to the Project Director in organizing, coordinating, directing and supervising specified activities under the project;
· Assist generally, and as directed by the Project Director, in the organisation of meetings, workshops and training courses at the regional level;

· Create and maintain a database of contacts and clients for the ASCLME Project;

· Coordination of all flights and logistical information for the Nansen Cruise. Working closely with the Cruise Coordinator to ensure that researches arrive on the research vessel; coordinating with the shipping agents; distribution of contracts; setting up an informative webpage;
· Coordination and logistical support for all meetings, in particular the Steering Committee Meeting. This involves:- flights for all delegates, accommodation, organisation of welcoming reception and outings; shuttle services; distribution and calculation of DSA to delegates; setting up an informative webpage; liaising with suppliers; compiling an overall budget 
· Assistance with Marketing and Communications – distribution of electronic newsletter; creation of electronic mailing list
· Logistical support for The Cruise Coordinator and Capacity Building and Training Coordinator. Booking of flights and accommodation; distribution of documents etc

· Organisation and coordination of the Training Courses in Cape Town

· Booking of flights and accommodation for various visitors to the ASCLME Project

· Other administrative tasks as defined and required by the Project Director and the Policy and Governance Coordinator from time to time

Skills and Experience Required:
· At least 10 years experience in administrative support, secretarial and PA duties;
· Experience of working with an international intergovernmental agency in a similar capacity (preferably the United Nations)
· Relevant tertiary qualification essential; Higher diploma in Business Management would be advantageous;
· Typing essential – minimum 65 words per minute copy-typing; 

· Excellent  organisational, interpersonal and time management skills;
· Self motivated with well-developed oral and written communication skills;

· Proactive with an ability to deal with people at all levels;
· Computer proficiency, particularly knowledge of MS Office (Word and Excel) and Internet applications;

· A financial background and experience in dealing with budgets;
· Fluency in spoken and written English is essential;
· Proficiency in other local languages would be advantageous;

· The applicant will be required to travel occasionally to provide support to regional Project meetings and activities.
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