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OFFICE OF THE UNHCR REGIONAL REPRESENTATION IN JAKARTA
INTERNAL/EXTERNAL VACANCY NOTICE

JOB DESCRIPTION

09/INSJA/013

Functional Title: Programme Clerk

Post Number: (to be allocated in due course)
Duty Station: Jakarta

Date of Entry on Duty: 2 January 2010

Duration of Assignment: 3 months with possibility of extension to 30
June 2011

Category and Level: GL-4

Closing Date: 30 October 2009 (3 weeks)

1. Duties and Responsibilities

Under the direct supervision of the Programme Assistant and overall
supervision of the Admin/Programme Officer, the incumbent will
perform the following duties:

1. Collect data and other information on development and/or subject-
matter activities of the country or area.

2. Maintain, logs, files and update records in prescribed format for
subsequent use.

3. Process and examine the information and data in accordance with
instructions received, making necessary abstracts and computation.

4. Maintain and keep current registers and control plans on the status of
projects at the formulation, implementation and operational stages.

5. Prepares background material, working papers and tables for briefing
and review sessions.

6. Summarizes information and reflecting current obligations and future
programme and/or budgetary implications.

7. May be required to carry out specific operational/control tasks for
programme/project implementation.

8. Perform other duties as required.






