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EXTERNAL EMPLOYMENT OPPORTUNITY*

GENERAL SECRETARIAT OF THE
ORGANIZATION OF AMERICAN STATES
Title and grade:                            Administrative Assistant, G05
Type of appointment:                   Long term: one year
Organizational unit:                     Executive Secretariat of the Inter American Drug Control Abuse      Commission 
Duty Station:                                Washington, D.C.

External opportunity Nº:            EO/39/09
Publication date          :                  10/26/09
Closing date:                                  11/25/09

BASIC SALARY:

Starting:                                       US$ 38,679 (net of taxes)

                                    
            

“* This announcement applies to an encumbered (filled/occupied) position. External Employment Opportunities are open to competition in accordance with the external recruitment process of the GS/OAS.”
                                    
Duties and responsibilities:  

1.                        To provide technical and administrative support to the Anti-Money Laundry Unit and its activities in OAS Member States to develop anti-money laundering systems.    
In compliance with the OAS regulations, the administrative functions include, but are not limited to:
a) Formulate budgets for all activities, including preliminary calculations for travel subsistence (per diem) and air travel arrangements, as required.
b) Process the necessary administrative and financial procedures to manage and carry out the Unit’s projects and programs through the ORACLE system.  
c) To follow-up on Performance Contracts, Memorandum of Understanding, and purchase orders pertaining to the projects executed by the Unit. 
d) To maintain the list of Performance Contracts and their corresponding payments, advising supervisors of payment deadlines and terms of Final Reports on own initiative.

Technical functions include, but are not limited to:

a) To assist in the preparation of training courses, technical support missions and CICAD Expert Group Meetings on Money Laundering Control reinforcing, establishing and coordinating national systems for the prevention, control and fight against money laundering.  
b) To draft reports and letters of invitation to meetings organized by the Unit, in compliance with the established OAS standard.  
c) To draft, review and edit correspondence in Spanish and English, as required by the corresponding Unit Supervisor or Director.

d) Prepare final versions of Cooperation agreements between member States and the General Secretariat, as related to the Unit’s programs.

e) Translate material from English to Spanish, as required.
f) Coordinate the preparation of documentation and provide logistical support of the programs executed in Member States with the corresponding OAS Offices. 
2.      Assist the Unit Supervisor and/or the Administrative Officer of the Executive Secretariat in monitoring and up dating the approved annual Program Budget for the Unit through Oracle, Excel and any other tools, as required by the supervisor, ensuring the staff member implied has the necessary skills.  
3.       Under the supervision of the Administrative Officer, extract financial information and prepare required preliminary financial reports for donors, particularly those of the United States Government, Spain and the Inter-American Development Bank as related to the progress achieved in the various projects executed by the Unit. 
qualifications:

Education:               High-school degree or equivalent technical/commercial school in the fields of management, international affairs or related areas.  
Experience: Five years of work experience performing similar administrative and logistics functions  
languages:   Excellent knowledge of Spanish.  Fluent in English, verbal and written
Other skills:
-Excellent verbal and written communication skills 
-Sound knowledge of OAS rules and regulations as well as technical and administrative procedures  
-Sound understanding of OAS functions and the CICAD Mission, or willingness to learn 
-Advanced knowledge of Microsoft tools, organization and management of electronic filing    
-Ability to manage e-mail lists and OAS Oracle applications system 
-Ability to negotiate and gain cooperation 
-Solid general knowledge to be able to follow-up on government projects, both national and international and to draft official and administrative documents  

-Experience on administrative and logistic issues  
-Excellent skills for multi-tasking and establishing priorities 

- Ability and resources to deal with work under pressure, managing a high volume of work
-Ability to follow instructions in a correct and efficient manner
-Ability to be efficient when working in a team 
-Flexibility to adapt to changes
Please read the following carefully: Guidelines for Applying for Employment with the Organization of American States and Application Form.
