ΚΕΝΗ ΘΕΣΗ ΣΤΟΝ ΟΡΓΑΝΙΣΜΟ “ WORLD METEOROLOGICAL ORGANISATION (WMO)” ΤΩΝ ΗΝΩΜΕΝΩΝ ΕΘΝΩΝ
Το Υπουργείο Εργασίας και Κοινωνικών Ασφαλίσεων γνωστοποιεί ανακοίνωση του Οργανισμού “WORLD METEOROLOGICAL ORGANISATION”  αναφορικά με την πλήρωση κενής θέσης:

Vacancy Notice No: 
1691 Rev.
Post Number:

WMO-128(76)

Post Title: 


Head, entitlements and Contracts Management Unit 
Grade: 


P.3
Annual net base salary from:
US$ 55,060 for staff members with dependants

US$ 51,395 for staff members without dependants
Annual post adjustment on initial salary is: 
US$ 36,395 for staff members with dependants

US$ 33,972 for staff members without dependants
Organizational Unit:         Human Resources Division, Resource Management Department 
Duty Station:                       Geneva
Nature of Appointment:     Fixed-term of two years with possibility of renewal
Closing Date:                      31 July 2007
Qualifications :

Education

Advanced university degree in human resources management, public or

business administration, law, industrial relations, organizational psychology

or other field.

Experience

At least five years of progressively responsible human resources management experience in the United Nations system, or five years of progressively more responsible experience in human resources management outside the United Nations system plus two years of experience within the United Nations system. Ability and willingness to supervise and guide support staff. Demonstrated knowledge in the

administration of staff salaries, entitlements, benefits and social security schemes as well as knowledge of the decision-making processes of the United Nations policymaking organs. Training in business applications, namely Oracle Enterprise Resource Planning (ERP) would be an advantage.

Other requirements

Demonstrated capacity for planning, organizing and managing an office environment; ability to work with standard MS office software and ability to express ideas clearly and concisely, both orally and in writing. Communication and interpersonal skills; ability to coach and train.
Languages

Excellent knowledge of English or French and a good working knowledge of the other language. Knowledge of other working languages of the Organization would be an advantage.

(Note: The working languages of the WMO Secretariat are English and French. The official languages of the Organization are Arabic, Chinese, English, French, Russian and Spanish.)

Duties and responsibilities

Under the supervision of the Chief of the Human Resources Division, the incumbent will perform the following duties:

(a) Manage day-to-day HR activities relating to the lifecycle of employees, from appointment

through separation from service. Certify authorizations and payments relating to salary, leave,

travel and social security entitlements; evaluate requests for decisions on removals and

exceptions to rules and procedures and recommend action; undertake research and provide

advice on interpretation and application of policies, regulations and rules and make

recommendations on cases requiring exception;
(b) Facilitate the introduction, adaptation and updating of an integrated software application for

information management (Human Resources Capital Management System (HRMS) of the

Oracle e-Business Suite), namely covering processes related to employees lifecycle

management (contracts, benefits related to life events, separations, etc.). Manage the daily

use of the application, including data processing and the production of reports. Support the

organizational change in this particular area, understanding and anticipating needs,  suggesting appropriate solutions to ensure streamlined and effective processes;

(c) Review requests for employment of field staff, consultants and short-term staff. For field staff, ensure that procedures are followed, and be responsible for all aspects of their employment, contract administration and separation. For short-term staff and consultants, review the terms of reference and the levels of remuneration vis-à-vis the Organization’s guidelines; discuss employment conditions with the requesting Department and prepare recommendations on cases where agreement cannot be reached; confirm fulfillment of contract obligations and certify payment;
(d) Identify and develop improvements in WMO Staff Regulations, Rules and the Standing

Instructions; recommend revised human resources policies, practices and procedures to meet

the evolving needs of the Organization; advise and counsel staff in respect of rights, responsibilities, code of conduct and difficulties associated with work and entitlements;

(e) Provide induction/briefing to new staff members on HR related issues and ensure that proper information and guidelines are readily available to all staff. Demonstrate continuous efforts to improve existing practices and ensure a client service approach;

(f) Assist in preparing reports on HR matters to Congress and the Executive Council,

International Civil Service Commission, High Level Committee on Management and other UN

coordinating bodies; participate in special human resources projects and represent WMOHR

in selected committees when required;

(g) Plan staff time for delivery of services. Prepare work plans within own area of responsibility, taking into account budget limitations and strategical objectives. Guide and motivate Human Resources Assistants in carrying out human resources processes, undertake periodic appraisal reviews and prepare reports;

(h) Undertake other related duties as assigned.

Οι ενδιαφερόμενοι μπορούν να αποστείλουν την αίτησή τους (WMO Personal History Form), την οποία μπορούν να εξασφαλίσουν από τα κατά τόπους Επαρχιακά Γραφεία Εργασίας ή μέσω του  Internet στο (http://www.wmo.int/web/hrm), στην πιο κάτω διεύθυνση ως«εμπιστευτικό»:
The Chief, Human Resources Division, World Meteorological organization, Case Postale No. 2300, 1211 GENEVA 2, Switzerland.
H αίτηση πρέπει να συνοδεύεται από αντίγραφα των διπλωμάτων σας .
Για περισσότερες πληροφορίες οι ενδιαφερόμενοι μπορούν να αποτείνονται στο Υπουργείο Εργασίας και Κοινωνικών Ασφαλίσεων, Τμήμα Εργασίας, τηλ.: 22-400845.
