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VACANCY ANNOUNCEMENT 
 

 

 

VACANCY No:  2016/14 

Project Title: Supporting a National Employment Strategy that works for 

Young Syrian Refugees in Jordan III AND 

 Fair wages and child care facilities in the private education 

sector in Jordan  

Position Title:   Administrative Assistant 

Grade of the post:   G5 

Contract Type:  Short-term  

Duty Station:  Amman - Jordan 

Organization unit: Regional Office for Arab States 

Deadline of application:  14 December 2016 

 

 
I- Introduction: 

 
Under the umbrella of the Decent Country Programme in Jordan, a number of projects 

are being implemented to enhance access to decent work opportunities in Jordan. Within this 
umbrella and in light of the labour market challenges exacerbated by the Syrian Refugee Crisis, 
the SIDA funded project "Supporting a National Employment Strategy that works for Young 
Syrian Refugees in Jordan- Phase III" aims to support the transition to decent work of Syrian 
refugees as well as Jordanians by (a) improving the relevance and quality of the training 
provision for sectors targeted under the Jordan Compact; (b) proposing a national framework 
for apprenticeship that will improve the apprentice protection and the quality of the training; 
and (c) offering information in a user-friendly format on labour rights and entitlements and 
how to protect them. 
 

Moreover, the RBSA funded project “Fair wages and child care facilities in the private 
education sector in Jordan” aims at empowering women workers in the private sector by 
strengthening their negotiation skills and helping them to campaign and claiming their right to 
equal pay and childcare. Additionally, the project aims to address gender-blind HR systems, and 
engage private sector schools and companies in collective dialogue towards better wages and 
working conditions 
 

Under the direct supervision of the Country Office Coordinator (Amman-Jordan), the 
Administrative   assistant will provide secretarial, administrative and financial support to both 
projects under the umbrella of the Decent Work Country Programme in Jordan. 

 
 
 
 



 2 

S/he will perform the following duties:  
 

II - Duties and responsibilities: 
 

1. Serves as focal point for administrative coordination of project implementation 
activities, obtain necessary clearances, process and follow-up on administrative actions. 
Responsible for good maintenance of project administrative files and records and for 
responding to requests for information, on all project related activities, sending and 
receiving e-mails and fax correspondences, as well as maintaining contact and effectively 
coordinating with projects' counterparts on financial and administrative issues. Maintain 
archives of project products in soft copies.  

 
2. Provide general office assistance, handles routine administrative tasks, advice and 

guidance to staff with regard to administrative and financial procedures, processes and 
practices including support to project-related missions and activities, preparing budgets, 
coordinating travel and lodging of officials and participants, recruitment and payment of 
resources persons, and taking notes at meetings/seminars. Additionally prepare all 
required documentation and paperwork for all activities and the travel of the project 
staff and follow up on the payment authorizations, and effecting expenditures related to 
these activities 

 
3. Prepare background information, working papers and tables for briefing and review 

sessions by collecting data and relevant information on development and/or subject 
matter activities of the project. Clear outgoing documents for conformity with 
established procedures and accuracy of statements before being signed by the 
supervisor.  

 
4. Draft correspondence, faxes, memoranda and reports on administrative matters from 

oral instructions, previous correspondence or other available information sources in 
accordance with standard office procedures; including when necessary in the Arabic 
language. Assist projects' staff by translating/drafting a variety of routine/brief 
documents, and may act as interpreter. 

 
5. Compiles, summarizes and enters data on project delivery; drafts related status reports, 

identifying shortfalls in delivery and brings them to the attention of management 
 

6. Provide administrative support to meetings and seminars organized within the 
framework of the project, in or outside the location of the project and with 
implementing partners.  Assist in developing relevant materials and activities by assisting 
with standard layouts and production of documents (i.e. brochures, presentations, 
multimedia, and newsletters). 

 
7. Ensure information sharing on project activities and achievements using innovative 

means of communication including the updating of the pay equity website, Facebook 
page and twitter accounts.  

 
8. Perform budget monitoring and controlling along with the availability of funds and 

approved work plans. Produce periodic reports on the budget situation and the status of 
budget commitments. 
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9. Initiate preparatory work, as may be requested for the contracting of consultants and 
organizations. This includes collecting the necessary documentation for effecting IRIS 
processes, entering the information in the IRIS system for review and approval; likewise 
prepare the necessary documentation for the payment of consultants and contracted 
organizations to be entered in the IRIS for review and approval. 

 
10. Assist the project supervisors when needed in the preparation of work plans, financial 

updates and progress reports on the programmes 
 

11. Perform other duties as assigned by the Country Office Coordinator 
 
 

II- Qualifications requirements: education, language, experience and competencies. 
 
Education  
At least secondary school education  
 
Language  
Excellent knowledge of English and good knowledge of Arabic 
 
Experience  
At least five year of relevant work experience in administration and human resources or 
financial/budget operations. Experience as programme/project assistant would be an 
advantage.  
 
Competencies:  

 Ability to work with word processing and spreadsheet software, social media, as well as 
computer software packages required for work; 

 Good drafting skills; 

 Ability to establish and maintain effective relationships with officials at all levels; 

 Good knowledge of accounting principles and practices.  

 Knowledge of the accounting and finance procedures and regulations of the office.  

 Demonstrated ability to apply finance and accounting methods.  

 Ability to maintain financial records and prepare clerical accounting reports and 
statements.  

 Ability to deal with clients and to respond to their queries.  

 Ability to work in a team and to work under pressure.  

 Ability to organize own work.  

 Ability to work with confidential material.  

 Must demonstrate responsible behaviour and attention to detail. 

 Knowledge of gender issues will be an asset 

 Knowledge of rules and procedures related to the various components of the project 
area 
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CONDITIONS OF EMPLOYMENT 

 
Pensionable Salary:  JOD 17,553 p.a. 

     Basic Salary:   JOD 14,218 p.a. 
 
 
Allowances and benefits 
UN Pension Scheme 
Health Insurance Scheme 
30 working days’ annual leave 
Family  Allowance 
 

How to apply 

Perspective candidates will be interviewed and may also be required to sit for a written 

examination. Candidates should send their Curriculum Vitae/resume to the following 

email address: 

 

RECRUIT-ARABSTATES@ilo.org by indicating the above-mentioned Vacancy 

number. 

 

Applications must include precise information on education, work experience (name of 

organization, starting and ending dates, work performed, name of supervisor and 

contact), and other relevant experience and skills. 


