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EXTERNAL EMPLOYMENT OPPORTUNITY*

GENERAL SECRETARIAT OF THE
ORGANIZATION OF AMERICAN STATES
Title and grade:


Administrative Assistant - G05 (3 positions available)
Type of appointment:

Long term: one year
Organizational unit:
Inter-American Commission on Human Rights
Duty station:


Washington, D.C.
External Opportunity Nº
EO/40/09
Publication date:

11/12/09
Closing date:


12/11/09
BASIC SALARY:
Starting:


US$38,679.00 (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:
As assigned by the Human Rights Specialist or under their general supervision, performs the following functions:
1. Type in its final form correspondence,  reports, memos, e-mails, facsimiles, etc. to follow up and implement all legal action related with cases of countries assigned, in the four official languages of the OAS. The correspondence pertaining to cases and urgent measures must be processed in a very careful and timely fasion in order to ensure compliance with deadlines and avoid mistakes. 

2. Upload and keep updated all the information regarding the cases and precautionary and provisional measures before the Commission and the Inter-American Court of Human Rights with respect to the countries assigned; this requires knowledge of each of the steps of the different procedural stages of the IACHR and the Court.

3. Organize and update corresponding files. Keep a complete and updated list of national authorities, NGOs and individual petitioners. Provide general information requested by supervisors, governments, and human rights organizations. Advise Specialists and Secretariat authorities on status of the documentation.

4. Organize and prepare all logistical arrangements for on-site and working visits and other official missions by Commissioners and human rights specialists; when instructed, participate in such visits and provide all support work.

5. Cooperate in other tasks as assigned by the Executive Secretary. Perform other related duties as assigned.
qualifications:
Education:  Completion of high school or equivalent technical/commercial school.
Experience:  A minimum of five years of administrative and/or secretarial experience.
Languages:  Ability to communicate fluently in English and Spanish. Shall be able to draft reports, e-mails and other communications and documents in English and Spanish.
Other requirements:
1. Basic knowledge of or the ability to learn the IACHR and Court procedure.

2. Knowledge of or the ability to learn OAS administrative practice and procedures.

3. Knowledge of English and Spanish sufficient to read, write, edit and speak.

4. Skill in use of database and word processing systems.

5. Ability to set priorities, manage time, and organize work.

6. Ability to work under pressure.

7. Ability to maintain good relations with supervisors and co-workers.

Please read the following carefully: Guidelines for Applying for Employment with the Organization of American States and Application Form.






