Annex A
Service Contract



       Terms of Reference and Payment Schedule
PART I – TERMS OF REFERENCE

A. Job title:  UN House Administrator                   


Level: SB-1
B. Reports to: Operations Manager and OMT
C. Duty Station: UNDP Romania, Bucharest
D. Section/ Unit: Administration Section
E. Duration of Employment: Initially 6 months with the possibility of extension, subject to satisfactory performance and recommendation by direct supervisor and availability of funds.
F. Organizational setting: 

Under the overall guidance of the Operations Manager and OMT, the UN House Administrator ensures effective delivery of the common space duties.  He/she acts as focal point of administrative services in UN House, under the supervision of OMT.
G. Job content:   
Specifically, the UN House Administrator will be responsible for:
· Responsible for activities related to the prevention and fire fighting (P. S. I.) under the direction of a Fire Marshall.
· Keeps OMT abreast of potential problem areas, and identifies and recommend solutions. Prepares reports on administrative matters as required.

· Recommends and prepares estimates on office premises, supplies and equipment requirements for budget preparation purposes.

· Responsible for systemic review of office premises to ensure a good and secure working environment for all staff members. Reports to OMT all necessary actions, proposes procurement, maintenance and repair of equipment and supplies.

· In charge of small procurement of supplies needed for common services.

· Plans, schedules and supervises repair and maintenance of premises and services of installations, systems and equipment throughout the building

· Follows up on pending requisitions and requests for additional work and priority services.

· Focal point for  RAPPS on maintenance and repairs issues;
· Supervises and coordinates with contractors performing construction and alteration work to ensure that quality of services performed by the contractors is in accordance with set terms and conditions, codes and standards, health and safety regulations and objectives. Does final inspection and informs OMT of completion of work.

· Assists in identifying common issues and best practices, making recommendations and developing a plan to achieve objectives and increase efficiency.
· Acts as backup for the UN House Receptionist.
· Driver duties when needed.

· Carries out any other related tasks as may be assigned by the OMT.
Required Profile/Qualifications

· Completion of Secondary education;

· 1 year of relevant professional work experience in office management, administration, supply or any other relevant function is required at the national or international level,

· Ability to meet deadlines, problem solve, work both independently and as part of a team;

· Full working knowledge of Romanian and English, including excellent writing skills,
· Good communication skills both written and verbal;

· Proficiency in using computer applications (MS Word, Excel, PowerPoint, internet and e-mail),
PART II – Payment schedule
H. Remuneration:  Includes net base salary, 16% towards taxation and a lump sum of 8.33% in lieu of direct pension coverage (certificate of no contest for pension purposes is integral to the contract and income tax certificate of acknowledgment).

I. Contribution:  Vanbreda medical ($40.49) and Vanbreda death and disability ($7.13) will be paid by UNDP.
