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VACANCY ANNOUNCEMENT 
 

 

 
VACANCY No:  2017/7 
Project Title: Creating decent work opportunities for Syrian refugees and 

host communities through infrastructure improvement in 
Lebanon 

Position Title:  National Officer (Finance & Procurement) 
Grade of the post:   NO-A 
Contract Type:  Fixed-Term appointment 
Duty Station:  Beirut - Lebanon 
Duration of Post:  12 months (Renewable)  
Organization unit: Regional Office for Arab States 
Deadline of application:  15 February 2017 
 
 
 

In September 2016, it was estimated that 1,017,433 Syrian refugees live in Lebanon , 
which is about a quarter of Lebanon's estimated 4.3 million native residents. This substantial 
influx has severely affected the country's socio-economic situation and has resulted in 
unprecedented restrictions on Syrians entering Lebanon since late 2014. Labour market 
challenges have been exacerbated by the crisis and the unemployment rate has doubled to 12%. 
The informality rate of the country has increased by 10%.  

 
The infrastructure that prior to the crisis was substandard, suffered tremendously under 

the influx of the large number of refugees. Public infrastructure including roads, waste 
management systems (sewage systems etc.), electricity grids and public buildings such as schools 
and healthcare facilities are deteriorating at a rapid speed. While most of the infra-structure is 
currently still functioning, it will cease to be usable if investments and maintenance are not 
undertaken soon.  

 
Against this backdrop, the ILO ROAS office and UNDP have responded to the strong 

call for international assistance to expand assistance to host communities and refugees on 
livelihood support, in particular aiming at job creation and have partnered in the 
implementation of a project entitled: "Creating decent work opportunities for Syrian refugees 
and host communities through infrastructure improvement, in Lebanon". The ILO-led project 
that will be funded by KFW (Federal Reconstruction Credit Institute) aims: 1) to improve 
access to decent employment of Lebanese Host Community Members and Syrian refugees and 
2) to improve infrastructure and public assets for Lebanon. 

 
The project will directly create mid- to long-term job opportunities for Lebanese (in 

particular skilled labour in the construction sector) as well as temporary work opportunities for 
Lebanese job-seekers (semi-skilled) and Syrian refugees.  
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Through several missions and a series of inputs from Geneva-based specialists and local 

consultancies on employment intensive programmes and crisis response, a similar first EIIP 
project in Jordan has also recently been signed. 
 

Under the overall guidance and supervision of the Chief Technical Advisor of the Project, 
the procurement officer and C/RAS, the National Procurement and Finance Officer will work 
in close collaboration and report directly to with Finance Unit of the Regional Office the 
Procurement Officer on Procurement matters and to the CTA on Finance and Administration 
matters, contributing to the implementation of the project in the areas of his/her competence. 

 
The responsibilities of the job require that its incumbent perform a broad selection of the 

following representative tasks: 
 

1. Duties and responsibilities: 
 

2. Analyse and evaluate vendors and proposals, taking into consideration various factors 
affecting technical specifications of item, cost, price and contractual arrangements. 

3. Review purchase requisitions received to ensure that the description of goods, services 
and related purchase specifications are adequate to permit procurement by formally 
invited bids or by negotiation. 

4. Identify, evaluate and recommend potential suppliers and manufacturers. 
5. Maintain good relations with suppliers and representatives of companies and firms. 
6. Provide advice and guidance to technical departments, area offices and projects 

concerning development of specification for items to be procured. 
7. Conduct current research in order to keep abreast of the significant market trends and 

developments in assigned purchasing speciality and related fields. 
8. Prepare expenditure forecasts, budget proposals and estimates for all sources of funds. 

Assemble and present statistical information. . 
9. Provide advice and assistance to officials and experts in preparing project budgets, 

project document revisions and budgets for other activities. Assist and guide project 
management in monitoring project funds as well as in maintaining the internal financial 
controls of projects. 

10. Responsible for the issuance, processing, control and conservation of documents 
relating to a variety of personnel actions, and monitor and ensure that these actions are 
taken in accordance with established policies and procedures. 

11. Calculate and settle travel claims for project staff or others as appropriate. 
12. Prepare correspondence on financial and administrative matters to other, and prepare 

correspondence for the supervisor's signature to government officials, international 
organizations and other outside bodies. Attach necessary background information, 
maintain follow-up system, and draw the attention of the supervisor to matters requiring 
immediate and/or personal attention. 

13. Undertake missions to field offices or to project sites to provide briefing and to resolve 
problems of a financial, personnel or administrative nature. 

14. Supervise and provide guidance on the work of support staff/subordinates. 
15. Perform other duties as may be assigned by the supervisor. 
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Procurement: 
1. Work with the Procurement Officer to monitor and support the preparation of 

all programme documents including bids, contracts and programme technical 
and financial reports.  

2. Under the guidance of the Procurement Officer analyse and review procurement 
plans, detailed sub-project designs and contract documents as required and as 
submitted by project staff.  

3. As required by supervisor engage in consultations with the Requesting officer(s) 
and provide advice on the specifications, delivery dates, possible suppliers and 
optimal procurement strategy. 

4. Prepare and conduct Requests for Quotations (RFQs), Invitations to Bid (ITBs) 
and Requests for Proposals (RFPs) using, where applicable, ILO e-tendering 
system. 

5. Participate in negotiations with vendor representatives as required by the 
Procurement Officer. 

6. Provide guidance to the project team on procurement-related matters as 
appropriate. 

7. As guided by the Procurement Officer prepare purchase orders and submit them 
for approval in ILO ERP system (IRIS).  

8. Under guidance of the Procurement Officer draft contracts and bid documents. 
Act as secondary (after the Procurement Officer) controller of invoices to 
ensure their accuracy and compliance with contractual arrangements and submit 
to the project CTA for approval. 

9. Extract specific data, compile and maintain statistics and prepare analytical 
reports for management relating to the procurement activities of the Project. 

10. Provide all other inputs required for a successful implementation of the 
procurement component of the project as assigned by the supervisor. 

 
Finance: 

1. Analyze and maintain an overview of the work of the office to ensure that timely 
administrative support is provided in general and particular areas. 

2. Coordinate and supervise activities related to administrative services of the 
project. 

3. Maintain contact with ministers, government officials, UN organizations and 
other officials and liaise with sub-regional, area office and headquarters staff on 
administrative matters. 

4. Guide the project-based administrative/finance assistants of the project in order 
to assure that the financial transaction of their projects comply with the financial 
rules and regulations of the ILO and those of the respective donors. Supervise 
and assure the quality of the financial reports produced by the project teams. 

5. Search for and prepare administrative related briefing materials for the 
supervisor for use on official trips, special meetings and for action. Collect, 
solicit and coordinate briefing materials for the supervisor's missions and 
meetings, ensuring that submission timetables are adhered to. Select and make 
pertinent abstracts and undertake searches for information. 

 
2. Qualifications requirements: education, language, experience and competencies. 

 
Education  
First level university degree in Business Administration, Procurement, Public Administration, , 
or other closely related field.  
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Language  
Excellent command of English and Arabic is required and working knowledge of another ILO 
language is an advantage 
 
Experience  
At least two years of professional experience in the field of Procurement and Finance at a 
national level. Experience working in a United Nations organization, including in 
implementation of projects, would be an asset. Experience of and familiarity with procurement 
policies and procedures in a United Nations organization would be an asset. 
 
Competencies  
- Knowledge of the office's financial rules, administrative and personnel rules, regulations 

and procurement procedures. 
- Knowledge of national/local laws and regulations as pertinent to the areas of responsibility. 
- Knowledge of the office's programming matters and activities. 
- Ability to interpret administrative information use analytical tools and qualitative and 

quantitative techniques to identify problems and propose solutions Good drafting skills. 
- Ability to communicate effectively both orally and in writing. 
- Ability to clarify information. 
- Good computer applications and data management skills. 
- Organizational skills. 
- Ability to deal with people with tact and diplomacy. 
- Must display a high standard of ethical conduct and exhibit honesty and integrity. 
- Knowledge of negotiated procurement procedures and the pertinent national and 

international laws and regulations. 
- Knowledge and skills sufficient to evaluate bids. 
- Capability to guide, supervise and coordinate work of others, working as a team, as well as 

work on own initiative. 
- Proven ability to deal with confidential and sensitive matters.  

 
CONDITIONS OF EMPLOYMENT 
 
Pensionable Salary:  LL 86,658,000.- p.a. 
Basic Salary:   LL 68,543,000 - 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. Applicants should send their Curriculum Vitae/resume to: 
 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. 
 

*  *  *  *  *  *  * 


