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 VACANCY ANNOUNCEMENT
Mental Health Project Administrative & Finance Assistant
The World Health Organization invites experienced and qualified Palestinians to apply for the Mental Health Project Administrative & Finance Assistant Assignment to be based in Jerusalem.

Description of duties:

Under the guidance and direct supervision of the Mental Health Project Manager and the WHO Head of Office for West Bank and Gaza the incumbent will perform the following tasks and duties:
· Provides Administrative and Financial support to the Mental Health project.
· To ensure that the EC processes and procedures are followed for the monitoring of the financial and administrative requirements of the contract.

· Organizes the disbursements of funds according to the needs of the different activities under the MNH project in accordance with the EC agreement.
· Ensures timely and accurate use of funds for the MNH project.
· Prepare periodical financial report to the EC & assist in programme formulation and reporting.
· Reconciliation of project accounts and follow-up on budgetary control

· Ensures correct funding documentation is in place and liaising with the requested offices in order to be sure that all activities are implanted.
· Determines the supplies / requirements for the project in coordination with the MNH team.
· To liase with other administrative and technical staff in WHO oPt and EMRO as necessary.
· To be involved in following up the reporting documents relating to the project.

· Provides logistic support to the project & follows-up all the needed arrangements regarding the duty travel of the MNH project staff, coming WHO missions to the oPt & participation of MoH staff in WHO conferences.
· Follows-up on action taken ensuring deadlines are met.
· Assists in ensuring efficient and timely implementation of the programme activities.
· Maintains policy, confidential and general MNH files and ensure its adherence to WHO regulations.
Qualifications required:

· BA or high diploma in Business administration & finance.

· At least five to seven years of administrative and financial experience within the UN system or other similar international organizations.
· Good knowledge of the UN system and/or bilateral organization. 

· Ability to create good relations and following the tasks efficiently.
· Knowledge of the local communities, NGO’s, Ministries & consulates.

· Ability to work within a team & under pressure.
· Excellent computer skills, including working knowledge of Microsoft Word & Excel.
· Fluency in both oral and written English & Arabic. 

Duration of contract: The initial period of recruitment would be for six months, with a possibility for an extension.

Candidates with the above qualifications and preferably with UN experience should send their CV with a covering letter of interest by 27 January 2010 to:

Fax: +972 (0)2 581 0193

Email: info@who-health.org
Only candidates under serious consideration will be contacted. Females are encouraged to apply.
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