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TERMS OF REFERENCE
(Individual Contractor Agreement)

Title: Administrative Assistant
Project: PAPC

Duty station: Panama City
Section/Unit: PAPC

Contract/Level: LICAS

Supervisor: Procurement Officer

1. General Background

Under the guidance and supervision of the Procurement Officer, the Administrative Assistant provides support
to office operations performing a variety of standard administrative processes ensuring high quality and
accuracy of work. The Administrative Assistant may take routine decisions on administrative processes based
on clearly established guidelines. In performing her/his work, the Administrative Assistant promotes a client,
quality and results-oriented approach.

The Administrative Assistant works in close collaboration with the Operations, Programme and projects staff
in the Panama Project Center. Operations or Project Centre, as well as with staff of other UN agencies to
exchange information and ensure consistent service delivery.

2. Purpose and Scope of Assignment
Summary of Key Functions:

= Support to effective and efficient functioning of the office/department/unit/Projects
=  Support to administrative and logistical services for Projects

= Support with respect to protocol issues and requests for official documentation

=  Support to office maintenance and assets management

=  Support to knowledge building and knowledge sharing

1. Ensures effective and efficient functioning of the projects, focusing on achievement of the following
results:

= Contacts with visitors and staff, arrangement of appointments and meetings, acting as an interpreter
when required and/or taking minutes.

= Compilation and preparation of briefing and presentation materials, speeches, background
information and documentation for meetings and missions.

= Maintenance of hard copy and electronic files, reference materials and confidential records as
required

= Collaboration in the preparation of the administrative budget plan for the projects

= Review and monitoring of expenditures against the administrative budget for the office, bringing
to the attention of the supervisor any problem or discrepancy that warrants further review.

= Petty cash management

»= Preparation of travel authorization for staff members

»= Translation of simple correspondences, when needed.
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2. Ensures effective administrative and logistical support for the projects, focusing on achievement of
the following results:

Organization of shipments, customs clearance arrangements, preparation of documents for UNOPS
shipments (received/sent), Preparation of all necessary documentation, implementation of follow-up
actions

Administrative assistance to the Procurement Officer.

Creation and Administration of Vendors and Suppliers in OU system, preparation of POs for travel
activities, payments, contracts.

Support to organization of procurement processes including preparation of RFQs, ITBs or RFPs
documents, receipt of quotations, bids or proposals, their preliminary evaluation.

Arrangements of travel and hotel reservations, preparation of travel authorizations, processing
requests for visas, identity cards and other documents.

Administrative and Logistic support to conferences, workshops, retreats.

Collection of information for DSA, travel agencies and other administrative surveys, support to
organization of common services.

Arrangement of vehicle transportation, regular vehicle maintenance and insurance.

Checking and recording of vehicle daily log and gas consumption, update and maintenance of
vehicle history report.

Custodian for management of office stationery supplies including maintenance of stock list of
stationery, distribution of stationery as required by staff and keeping a log of distribution.
Maintenance of the filing system ensuring safekeeping of confidential materials.

Extraction of data from various sources.

Research and retrieval of statistical data from internal and external sources; preparation of statistical
charts, tables and reports.

Follow up on deadlines, commitments made, actions taken and coordination of collection and
submission of the reports to head of unit.

Assistance in the preparation of budget, provision of information for audit.

3. Provides support with respect to protocol issues and requests for official documentation, focusing
on achievement of the following results:

Arrangements with UN departments for official documentation to be provided for import/export or
transfer of goods

Establishment and maintenance of efficient working relationship with government ministries.
Provision of accurate and comprehensive information to staff on the supporting documents needed
by staff and his/her dependents, and import/export or transfer of goods; updated list of the required
documents made available to each staff member/unit

Individual monitoring sheet to track the status of submitted documentation for each staff member and
dependents, ensuring that official documentation matches the announced schedule

Accurate information provided to individual/unit upon request on administrative steps required and
the status of his/her project file,

Accurate and timely information on processes and pending issues to the concerned individuals/unit

4. Provides support to office maintenance and assets management, focusing on achievement of the
following results:

Administration and custody of office assets,

Maintenance of records on assets management, preparation of reports.
Maintenance of files and records relevant to office maintenance

Provision of support to maintenance of common premises and common services
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5. Provides support to knowledge building and knowledge sharing, focusing on achievement of the
following results:

= Participation in the trainings for the programme, operations and projects staff on administration.
= Sound contributions to knowledge networks and communities of practice.
3. Monitoring and Progress Controls
Annual PER
4. Qualifications and Experience
a. Education (Level and area of required and/or preferred education)
e A minimum of Secondary School Diploma is required.
o Afirst level degree (Bachelors or equivalent) preferably Business Administration, Public
Administration or other related fields will be considered valuable and may replace some years of

experience required.

b. Work Experience

¢ A minimum of five (5) years of experience providing administration and/or finance support, including
budget analysis
e Experience organizing travels and events (desirable)
¢ Previous UN experience will be an advantage.
c. Languages

e Fluency in written and oral Spanish and English

d. Competencies

ﬁ':‘“ﬂ"ﬂiﬁ"m Treats all individuals with respect; responds sensitively to differences and

encourages others to do the same. Upholds organizational and ethical norms.
Maintains high standards of trustworthiness. Role model for diversity and inclusion.

Acts as a positive role model contributing to the team spirit. Collaborates and
supports the development of others. For people managers only: Acts as positive
leadership role model, motivates, directs and inspires others to succeed, utilizing
appropriate leadership styles.
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Partnering

]
L g

Results
Orientation

N

Demonstrates understanding of the impact of own role on all partners and always
puts the end beneficiary first. Builds and maintains strong external relationships and
is a competent partner for others (if relevant to the role).

Efficiently establishes an appropriate course of action for self and/or others to
accomplish a goal. Actions lead to total task accomplishment through concern for
quality in all areas. Sees opportunities and takes the initiative to act on them.
Understands that responsible use of resources maximizes our impact on our
beneficiaries.

Open to change and flexible in a fast paced environment. Effectively adapts own
approach to suit changing circumstances or requirements. Reflects on experiences
and modifies own behavior. Performance is consistent, even under pressure. Always
pursues continuous improvements.

Evaluates data and courses of action to reach logical, pragmatic decisions. Takes an
unbiased, rational approach with calculated risks. Applies innovation and creativity to
problem-solving.

Expresses ideas or facts in a clear, concise and open manner. Communication
indicates a consideration for the feelings and needs of others. Actively listens and
proactively shares knowledge. Handles conflict effectively, by overcoming differences
of opinion and finding common ground.

Project Authority (Name/Title): Contract holder (Name/Title):

Signature

Date Signature Date
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