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UNITED NATIONS INFORMATION CENTRE /CAIRO

Vacancy announcement

website Assistant
Level:


G6

Type Appointment:
3 months, renewable for 12 months based on performance and subsequent conversion to annual contract.
Organization Unit:
United Nations Information Centre-Cairo

Duty Station:

Cairo  

Remuneration:            UN offers attractive remuneration.

Appointment against this post is on a local basis


United Nations Core Values: Integrity, Professionalism, Respect for Diversity



Responsibilities:
Under the Guidance of the Director the UN Information Centre, the web assistant will be responsible for the following duties:
· Creating and ensure the overall technical development and maintenance of UNIC/Cairo website (s) and web-based communications; 
· Rendering graphic and web services as requested,

· Collecting information from the global UN system as well as from UN Egypt and drafting content for the website (draft articles, agenda updates, summary for reports etc)

· Developing office-tailored applications, e.g. reporting systems, data bases linked to mailing lists etc.

· Monitoring, collect statistical data and submit analytical reports on website traffic and giving advice for developing the audience,
· Keeping updated about UN news, developments and initiatives and making proposals for the website updates and other web based communications,

· Supporting UN Information Centres in the Arab region in creating and maintaining their websites and web-based communications; coordinating various UNICs websites in the Arab region. 
· Preparing, organizing and executing trainings and introductory courses for the staff of UNICs in the Arab region on CMS and other computer applications; Preparing technical and user documentation for CMS, as well as training materials and conduct technical presentations;

· Keeping abreast of developments in the web services field,
· Performing other duties as assigned.

Competencies:

Professionalism:  Knowledge of at least two programming languages, basic systems analysis and design techniques, testing, debugging, and documentation standards, and database; Good analytical and problem solving skills and ability to handle a range of systems-related issues. 

Client Orientation: Ability to identify and analysis clients’ needs. 

Good communication skills (spoken and written), including the ability to explain and present technical information, effectively train/advise users on systems related issues; applications etc., and prepare written documentation in a clear, concise style.

Teamwork: Good interpersonal skills and ability to establish and maintain effective partnerships and working relations in a multi-cultural, multi-ethnic environment with sensitivity and respected for diversity.

Planning & organizing: Ability to plan own work, to work effectively under stress and to prioritize and juggle multiple tasks within tight deadlines. 
Qualification Requirements 

Education

University degree in computer science and /or equivalent certificate in computer applications, programming, graphics, databases and CMS with proven relevant experience.

Experience
Minimum five years of relevant experience with website and web-communications design and development. 
Good sense of graphic layout and visual aesthetics as applied to web design and hardcopy publishing
Solid experience with:

· PHP, CSS/HTML, Open Source Content management systems (CMS) such as mambo/joomla preferred,
· HTML editors such as Dreamweaver and graphics programs such as Photoshop is highly desirable,

· Systems administration and maintenance, soft ware development, technical writing across broad range of hardware and software platforms is an asset. 
· Organizing and conducting technical trainings.

Languages:  Fluency in written and spoken English and Arabic. Knowledge of French an asset.
Applications:  Please send your curriculum vitae and a signed UN P-11 form to:

Attn. Ms. Nihal El Kady 

Administrative Assistant
UNIC Cairo

1, Osoris Street

Garden City, Cairo 

E-mail: nk@unic-eg.org 
Date posted:  22 June 2010

Deadline for applications: 23rd July 2010 

