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VACANCY ANNOUNCEMENT
The United Nations Development Programme, Bureau of Management, Office of Human Resources, Staff Administrative Services, Benefits and Entitlements Services in Copenhagen, is responsible for HR, Benefits & Entitlements and contract management for UNDP, UNOPS, UNFPA and UNU staff serving in 168 country locations. UNDP/BES is currently searching for candidates for position of:
HUMAN RESOURCES ASSOCIATE(S) -Temporary Appointment at G-6 level, Copenhagen
Initially for six months with possible extension

Under the guidance and supervision of the HR Specialists and the Senior HR Associates, the HR Associate executes the determination and implementation of benefits and entitlements of staff in the Professional and above categories and the General Service category. The HR Associate is accountable for ensuring transparency, accuracy and assuring full compliance with Staff Regulations and Rules.  In particular the incumbent will:

· Advise internal and external clients and partners on Benefits and Entitlements, Staff Regulations and Rules and HR guidelines.

· Determine, certify and approve staff benefits and entitlements in full compliance with Staff Regulations and Rules.

· Process financial entitlements related to contract, including appointments, reassignments, ongoing entitlements and salaries.

· Process applications and requests for salary advances, travel documents, visas, employment letters, and other related matters.

· Enter data into corporate HR management system, generate HR reports for monitoring purposes.

· Maintain and update HR staff files.

· Reply to queries from staff and various HR units on work related issues and brief clients on progress of routine entitlements.
· Undertake other related tasks as required.
Minimum Qualifications & Experience:

· Completion of secondary education with supplementary training in HR or other related field. University degree in HR or related field would be an advantage.
· 6 years of relevant HR experience, or general administration experience, is required at the national or international level
· UN contract and benefits and entitlement knowledge would be highly desirable.
· Experience in the usage of computers and office software packages (MS Word, Excel, etc) and experience in handling of web based management systems

· Fluency in written/spoken English. Working knowledge of other UN language would be an advantage.
· Ability to work in a gender-equal and multi-cultural team environment.
For more details please visit our web site at http://www.sas.undp.org
Applications (CV and a cover letter in English only) quoting BES/HRA2 should be sent (preferably via e-mail) by COB Wednesday, 27 January 2010 to: bes.applications@undp.dk or by post to: Ms. Janelyn Mangulad Christgau, UNDP Nordic Office, Midtermolen 3, PO Box 2530, 2100 Copenhagen, Denmark.

Applicants will be contacted only if under serious consideration.
Midtermolen 3, 2100 Copenhagen, Denmark Tel: (45) 3546 7000 Fax: (45) 3546 7095  www.sas.undp.org

