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Ministry of Civil Service and #dministrative Reforms

06 Naovember 2008

Ministry of Civil Service and Administrative Reforms
Circular Letter No 42.of 2008
5/76/01/09

From: Supervising Officer, Ministry of Civil Service and Administrative Reforms

To: Supervising Officers i/ c of Ministries/ Departnients

Vacancy at the Food and Agriculture Organisation (FAO}
Administrative Officer

The Food and Agriculture Organisation (FAQO) is irviting nominations for the
post of Administrative Officer in the Subregional Office for Central Africa.

2 The Administrative Officer will work under the general supervision of the
Subregional Coordinator and the functional guidance of the relevant Headquarters
units in the Department of Human, Financial and Physical Resources or the Budget and
Planning Division. The officer will be responsible for the overall administrative,
financial and office management activities of the Subregional Office (SRO) as well as
for administrative support to field projects in the Subregion and supervision and
suidance of all GS staff in the office and of the national professional staff assigned to

administration.
3 The minimum qualification requirements for the post are:

- A University degree in business or public ad ninistration, accounting or
related field;

- Five vears of relevant experience in the field of financial management,
including experience in accounfing and general administration in a large
organisation;

- Working knowledge of French and English.

4. Bearing in mind the importance of improving the reps :sentation of appropriately
qualified women at senior levels in the Organisation, application from female
officers is encouraged.
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5. Potential candidates should note that:

. they should provide a completed FAO Personnel History Form available
on the FAQ Website httpy/fwww.fao.org/VA/vac_en.htm

. their application should be typewritten (where possible), signed and
cated; and

. they should clearly indicate in the approprinte box on the Personal
History Form and on the front of their applicotion, the title of the post
and the Vacancy Number

6. Details of the job description and the terms and conditions applicable to the post
are attached . The closing date for the submission of applications is 17 November 2008

7. Interested candidates are requested to forward their applications for the post
directly to

V.A. 2092-SFC

Mr A.P. Tettamanzi, Administrative Officer a.i,, SFCX
Subregional Office for Central Africa

Villa N.1, Cité de la Démocratie

P.O. Box 2643, Libreville (Gabon)

Fax No +241 740035

Email: SFC-Vacancies-Finances@ fao.org

8. It would be appreciated if the contents of this Circular Letter could be brought to
the attention of all officers serving in your Ministry/Department.

N

s _,f"-
P.glhuli'oo

Supervising Officer

Copy to: Secretary to Cabinet and Head of the Civil Service

6™ Floor, New Government Centre, Purt Louis, Republic of Mauritius
Tel: {230} 200 1045, Fax: (230) 201 3815 E-mail: civser a mail.gov.mu



GUIDELINES TO APPLICANTS

Examine carefully the relevancy of your qualifications by reviewing the Dutles & Responsibilities of the position and b
requirernents that are needed in order to perform the job successtully.

HOW TO APPLY
Please provide a completed FAQ Personal Histary Form, found on the intemet site.
+  Your application should be typewrittan {where poseible), signed and dated.

= Clearly indicate in the appropriaie Dox on the Parsonal History Form and on the fros: of your ap

the Vacancy Number.
+  Submit a separate application for each position for whicn you are appying.
»  Send your application to the address (mall, e-mail, or fax) indicated on the Vacaney announcement.

«  |nternat candidates should provide 10 copies of thelr applicaton.
Applicants will be contacled directly if sefected for an intarview.

piication, tne ttle of the posts

FILLING IN THE FAQ PERSONAL HISTORY FORM

{ARGUAGETS
Please Kst the languages witn which you are {amiliar, baginning with your mother tongus, indicating the axtent of your knt
- = Waoiki « Yau will be expected o work independently using the languaga required, 10 prepars

variety of written communications (correspondence, repors, working papers, ic... . 10 participate actively in meetings and

related discussions, etc.

+  Eair = Limited knowledge: You will be expected 10 fallow work retated discussions ar meelings, even though you may wshi
intervene in ancther official languags. vou will be expecied to participate in simple conversations, 10 Use the telephone, 108
and understand work-related texts and to write simple communications, etc.

- Shght
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COMBUTER SKILLS: O P e S SRR A

Indicate your word processing skills and knowledge of database/apreadsheet (8. Excel, Access), or any other office
software known and used.

»  |f applicable, specily your work axperie
languages and operaling systems.

nce in data entryfretrieval and programmirg skills. Indicate knowladge of progra

Stariing with the present and going in back in tims, piease give details of:

«  Period of study with name and location of the academic institution,

«  Title of study obtained, both in the original ianguage and in English, indicating tho subjeci(s) oi spacialization and yea
wasfis to be awarded,

»  List any other relevant training or formal education thal may be relevant 1o your application.
i selected for an interview, you will ba expected 1o provide FAQ with certiffed copies of your academlic qualifications.
« A university degree Is a title of study substantiated by at least 3 years of full time study (equivalent te a BA or BSc) froms <
Institution. An advanced university degree s equivalent to @ Maslers dagrée.

ST A TR
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{EXPERIENCE:
rom the time of anainment of the { st relevant degree.

. Relevant professionat experiencs is counted |
ce meets the requirements of the 205t

+  Endeavour 1o demonstrate how your experien

s s e s v e T o T
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+ | applicable. give the number of publications and provide a list and the dates of the most relevant publications.

«  Provice samples of written work anly upon request.
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Food and Agriculture Drganization ot the United Nallons

PROFESSIONAL VACANCY ANNOUNCEMENT N°: 2092-SFC
|ssued on; 22 September 2008

Peadline For Application: 17 November 2008

GRADE _EVEL:  P-3
puTr S-aTion:  Libreville, Gabon
DuRATiOH «:  Fixed Term: 3 yeurs

on TITLE ADMINISTRATIVE OFFICER

srzaTIORAL LhaT SUBREGIOMAL OFFICE FOR CEMTRAL AFHAICA,
SFC
pasTConem®  N/Unidentitied
ccoGcooe: 1A12

_A—
ES AlLD RESPONSIBILTIES

e tne genetal superaon of ihe Supragional Coordnator and e funcuonst guidance of ine 1 levant Haadgquares (RO unfs R the

Bgaamen ol =uman. Franoal angd Prysical Restuces {AF) or the Butget and Planmng Dnisico (PBE), 1© be respansile for the cvarai
wnnstratnez, tnsncial and oHize managament sciyilies of thie Subregonel Offica (SACH as welt as 102 admiristiative supporn 1o held Boects
¢ Subregion and suparasion and gudance of all S siaftin the office and ol the patunal profesoonal stall assignad o adminisiratian

Geche 2ty
. prepare The Subregional biennizl Progamme of Work and Budget |PWEB] In close agsocialion with relevant techmcal oificers and the HO
technical diviSIoTsS; consofidale the SRO workptans jor submisson 10 PEE (Sudgal ang Plann ng Division) and the gspective HO 1@snnical
divisions; prepare SRO paiindic pudgelarny repons {or submission 10 1he Subregional Reprasenialive and PEE (Budgat and Planmng Dhvisiony;
prepare past planning and monit aring and other regutarad hot 1epans {or sunmission 1o PBE:
liaise wilh FBE and \he respectve H0 technical divisions on mattes relating lo budget prepe -alion. preparation of workplans; programme
\mgl grentation, moniosing and repa ing:
act as the SRC focal paint for the davelopment, impiemeniation and postumplemantation ac! vilies of all corporate admmnisirative, planning,
financial and persannel computer applications and ‘wiormaton sysiems,
ovenviev T manienance of imprest accounts and cibar budgetary repons. 1o ensure etie-tive linancal controd, act as Genitying oHicer
sug SrviSe Inpul It compulenzed planning and financal sysiems,

(ovide general guidance and fraining an matiers relanng lo equipmeant, otfice supplies and Lransparatoen,
amnistiative and human resources matters in ing with 1ne Organization s regulations an procurement;
wain end suppan stall handhing admipstralva and oparaional suppo 10 field projects in the region, andd limise valh TCO and oiher HQ uels
on hiring of consulants, orgamzaton of feligwship travet and travel of projest stall and non-siall tor meslngs,
gnet FAG stall, project stafl ana consullants in adminisirative and hurman resourcas malters:
. lise wilh oiher Un agencies in ihe ragion as wetl as with clices of the hast govermnmens,

prm olher relaled dJlEs &s required.
| WML REGUIREMENTS
Candidates should meel the followng:
|\ unwersty degree in business or public adrminietation, accounting of related fisld
. S:;a :‘-;ax?ad releyant experienca in the figld of financial management, incluckng experience N accounting and genera administ@aien i a large

anization
k- worang Knowlzdge of French and English -
geLECTION CRITERLA
Candidates will be assassed against e tolloving?
-+ Relvance ol experience n adminisiration and linancial mansgemant incluging accounting, —ocurement andfor personnél administraticn
. Apility 10 analyse programme proposals and monilor programme irmplamBrmanan
Exceilent communications skills, potn arally and in wriling
to work in a team and mobilize 1eam affons

Abilify 10 organize, coorndinate and supervise work of others and ability
Extent of undecsianding and knowiedge of the UM administrative and financial polictes, rules and procedures

international expasuie. including experience in developing counlriss. Knowledge of other languages Is an as56l

. Exteni of krovdedges of administrate sysiems and slandard office packages

Fiease note tharall candidate s should possess compuiter word Processing skilis and should be capable of working with pacple of different national

ana cufiural backgrownds. .

+The fength af appoiniment for Internal FAQ candidates will be established in accordance with applicable polictes pertaining to the

extension of 8 nments

REMUNERATION :
vanable glement for past adjusirs

Level P-3 carnes a net salary per yeal {inclusive ot 8
[without depandanis) anc irom USS 95671 to USS 123,555 (valh cepandants)

"fo APPLY: Carefully read and tollow the 'cﬁm,ugmﬁgnpggmﬁ
V.4 2092-SFC
. AP, Tellamanii, Admimsimtve Oificar a.a., SFCx
subregional Office o7 Gentral Afnca, Vila H.1, Cite de 18 Démociatie, PO Box 2542, Librevile 1Ga0am
Eax Mo: +241 740035
E-mail 5FC-Vacancies-Finances 81a0 019
Ths vazancy s opan o male and lemale candidalses. Applicatigns from qualified women candid tes and applicatnans fram qualified candidales fiom
nonupder-rapresenied member siates ara encouraged. Plaasa nole that FAD stalf membes ae inlamaticnal cnal seneants subpect 10 tha authoriy

of tre Dvactor-Gzneral and may be assigned [0 any aciviles of off g AINAAIIRALRSTAN e o

FAO 15 A NON-SMTKING ENVIRONMENT

documents teproducion, and othet

Y )

ent) from USS 89,303 to UsE: 114,823

Sepd your appicaton to.
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