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United Nations High Commissioner for Refugees
Haut Commissariat des Nations Unies pour les réfugiés



The EU Office of the United Nations High Commissioner for Refugees in Brussels is seeking to fill the following temporary vacancy of Senior Secretary (GL.6) 

Duration :  initially 3 months starting mid-January 2009 or as soon as possible thereafter. 

We are looking for a motivated and flexible team player to work under the supervision of the Director of the EU Office in Brussels, and in close co-operation with the other members of the Office. 

Qualifications: Excellent administrative and secretarial skills. Basic accounting/financial management skills helpful. Complete secondary education required.  Relevant post-secondary training in secretarial, administrative or accounting work required. Knowledge of humanitarian affairs and of EU institutions a distinct advantage.

Experience : 4 years relevant experience

Languages : Complete fluency in oral and written French and English is essential

IT skills : Excellent computer skills, including advanced knowledge of Microsoft Word, Excel and Powerpoint. Experience with People Soft helpful.

Applications must be accompanied by a United Nations Personal History Form (P-11) (available at http://www.unhcr.org/recruit/p11new.doc ) and should be addressed by email to Lieve Aerts (aerts@unhcr.org) at UNHCR Brussels, before 16 January 2009.

