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VACANCY ANNOUNCEMENT 

VACANCY No: 2018/8 (Re-Advertised) 
Project Title: 1- ILO-DFID Partnership Programme on Fair Recruitment and

Decent Work for Women Migrant Workers in South Asia and the
Middle East
2-Integrated Programme on Fair Recruitment (FAIR) - Phase 2

Position Title:  
Grade of the post:  
Contract Type: 
Duty Station:  
Duration of Post:  
Organization unit: 
Deadline of application: 

Programme Sr. Admin, Finance Assistant 
GS6 
Fixed-Term appointment 
Amman - Jordan 
12 months (with possibility of extension)  
Regional Office for Arab States 
19 May 2018 

ILO-DFID Partnership Programme on Fair Recruitment and Decent Work for Women Migrant 
Workers in South Asia and the Middle East is a five-year, inter-regional technical cooperation 
programme that will take a targeted approach to prevent the trafficking of women and girls in South 
Asia and the Middle East.  

The overall development objective is to address key drivers and vulnerabilities of trafficking, such 
as poverty and gender inequality, through an integrated prevention strategy of safe migration and 
decent work. At least 100,000 women and girls will be reached in South Asia -(India, Nepal, and 
Bangladesh) -as source countries for migrant workers and in major destination countries for migrant 
workers (India, U.A.E, Lebanon and Jordan). Key stakeholders will include governments, social 
partners, the private sector, NGOs and importantly, the voice and participation of women migrant 
workers themselves.  In key countries of destination and origin, the programme will work with key 
stakeholders to empower and better protect women migrant workers and girls and reduce the demand 
of cheap and exploitable labour by creating incentives for companies, recruitment agencies and 
employers. Interventions will also include partnerships with governments on laws and policies that 
better protect migrant workers, including bilateral cooperation arrangements between countries of 
origin and destination. It will also work closely with research organisations to build a strong evidence 
base on what anti-trafficking interventions work and why.  

The ILO-SDC Integrated Programme on Fair Recruitment programme seeks to contribute to the 
promotion of fair recruitment practices globally and across specific migration corridors in North 
Africa, the Middle East and South Asia. Target countries for pilot projects include Tunisia, Jordan, 
Nepal and the Philippines. In Jordan, the FAIR project is implementing a pilot intervention to create 
a fair recruitment corridor between Nepal and Jordan in the garment sector, in close cooperation with 
BETTER WORK.  
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The long-term goal of the FAIR project is the reduction in deceptive and coercive practices 
during the recruitment process and violations of fundamental principles and rights at work, as well as 
other human and labour rights, brought about through increased safe migration options, effective 
regulation of public and private employment agencies, and unscrupulous actors being held 
accountable for violations. 

  
The incumbent will work under the direct supervision of the National Project Coordinator, and 

will in close collaboration with FUNDAMENTALS. 
 
 

1. Duties and responsibilities: 
 
General Administration and operation  
 

1. Ensure smooth functioning of the project administration, office management and operation 
support related functions in close collaboration with other administrative and operation 
support staff through the provision of management and administrative support to the project. 
This includes processing entitlements, issuance of contracts and maintenance of records and 
files. 

 
2. Advise and assist project staff with interpretation of administrative rules, regulations and 

procedures. Make travel and hotel reservations, prepare travel authorizations and assemble 
information pertinent to the purpose of travel. 

 
3. Participate in the organization of special meetings and coordinate all important administrative 

arrangements for conducting workshops/seminars and trainings as required by the 
project/program. This includes preparing budgets, coordinating travel and lodging of 
participants, paying DSA, recruitment and payment of resources persons and drafting relative 
correspondence or for official conferences, and recruitment of appropriate personnel. 

 
4. Maintain, contact and liaise with concerned technical units at Headquarters, ILO constituents, 

social partners’ organizations and UN agencies to discuss planned activities and resolve 
sensitive matters. 

 
5. Prepare on own initiative correspondence and reports as required on general administrative or 

other related tasks including those of a confidential nature. Prepare periodic administrative 
statistics, reports and correspondence. 

 
6. Brief and assist international staff, experts and consultants on all aspects of administration 

related matters.  Provide interpretation of administrative rules, regulations and procedures. 
 

7. Review all incoming correspondence which requires action, make recommendations regarding 
the appropriate action to be taken, monitor deadlines for responses, follow up with various 
project/program personnel and other organizational units on the submission of reports and 
correspondence. 

 
8. Prepare background information, detailed cost estimates, periodic and ad hoc reports for use 

in programme and budget preparations. Participate in budget analysis and projections as 
required. Provide information upon request. 
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9. Carry out all operations required for expenditures under development cooperation funding, 
ensuring the most rational use of the funds. This includes making calculations, requesting 
funds, checking supporting justifying documents and making payments. 

 
10. Monitor accounts regarding allocations and expenditures and make adjustments to optimize 

utilization of the funds. Draft and clear administrative correspondence relative to budgetary 
matters to verify data, answer queries and obtain additional information. 
 

11. Provide clarification and explain a wide variety of rules and administrative procedures and 
coordinate with various administrative sections for follow-up actions. Maintain detailed 
records/files of all administrative actions and update the databases. 

 
12. Provide guidance and supervise the work of junior administrative and/or other support staff. 

 
13. Perform other relevant duties as assigned. 

                
2. Qualifications requirements: education, language, experience and competencies. 
 
Education  
Successful completion of secondary or commercial school plus specialised training in finance 
 
Language  
Excellent command of English and Arabic 
 
Experience  
At least seven years’ experience of progressively administrative work with supervisory experience. 
 
Competencies  

 
- Ability to prioritize work assignments, organize own schedule, perform routine work 

independently, meet deadlines and adapt to changing demands.  
- Proficient in computer software (Microsoft Word, PowerPoint, Excel, Adobe Reader) and ability 

to use other software packages required by the Office (e.g. IRIS), 
- Ability to obtain services from other work units inside or outside the office for completion of 

tasks. 
- Ability to lead a team and manage a heavy workload under time pressure. 
- Thorough knowledge and understanding of complex administrative guidelines and procedures as 

well as the full range of administrative services within support areas such as HR, Finance and 
Procurement. 

- Good knowledge of work of the project /program and the work carried out in other work units. 
- Ability to respond to requests and to deal with visitors with tact and diplomacy. 
- Ability to search and retrieve information from databases and compile reports. 
- Ability to deal with confidential matters with discretion.   
- Ability to work in a multicultural environment and gender-sensitive behaviour and attitudes are 

also required.   
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CONDITIONS OF EMPLOYMENT 
 
Pensionable Salary:  JOD  21,304.- p.a. 
Basic Salary:   JOD  17,255.- 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. 
 

*  *  *  *  *  *  * 


