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Vacancy Notice: 2018/HRT/001 

Internal & External 

The Representation of the United Nations High Commissioner for Refugees (UNHCR) in 
Greece invites qualified candidates to apply for the following vacancy: 
 

Position Title and Grade: Receptionist, G3 Duty Station:  Athens – Greece 

Contract Type: Temporary appointment  Duration: until 31 March 2018 

Position Number: N/A Deadline: 19 January 2018 

 
Operational Context:  
There are some 50,000 refugees and migrants currently hosted in Greece. In 2017, A TOTAL 
29,720 people arrived by sea, and some 5,500 by the GREECE-TURKEY land border, the 
majority from Syria, Iraq and Afghanistan. UNHCR supports the Government, WHICH 
coordinates the refugee and migrant response, in the development of policy, with capacity 
building and targeted interventions in the areas of reception, asylum procedures, and for 
solutions. The situation has greatly improved in the mainland since 2015. There, people are 
hosted in 27 Government-run sites (camp-like and buildings), as well as in rented housing 
provided by UNHCR through municipalities and NGOs for some 22,000 asylum-seekers and 
refugees. Additionally, UNHCR delivers a cash assistance programme, which benefited 37,600 
people in December 2017. The situation is more challenging on the islands where there is not 
enough capacity to accommodate the 13,000 people who have arrived recently, or are 
awaiting the completion of their asylum procedures. UNHCR is in response supporting the 
Government transfer those authorized to move to the mainland to continue their 
applications, along other types of support. In 2018, UNHCR will continue to implement the 
cash assistance and accommodation programmes as part of its support to the Government in 
the areas of reception, asylum procedures, and solutions. 
 
Functional Statement:  
 
Accountability 

- Visitors and persons of concern have a full and fair access to UNHCR staff and services 
while approaching the reception for different purposes and their privacy is respected.   

 
Responsibility 

 

- Receive, screen and assist visitors/clients and escorts them to responsible officer 
concerned. Adopt tactful attitude to inform and convince interlocutors to accept 
unforeseen situations, such as waiting longer than expected, meet with a different 
officer than expected or accepting the cancellation of an appointment. 

- Answer to incoming calls and transfer calls to concerned officer and/or take messages or 
provide general information, understanding the importance and the confidentiality of 
the issues treated. 

- Receive and transmit verbal and written messages to appropriate 
officer/office/Unit/Department. 

- Record the incoming and outgoing mail and manage internal courier distribution, as 
appropriate. Register/keep records of visitors/clients, as requested. 

- Utilise office equipment (telephone, fax, radio, computer…) when necessary. 

- Perform any other clerical duty that may be required. 
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Authority 

- Identify which individuals or groups to be prioritized at the reception based on 
vulnerability and other criteria specified by the supervisor. 

- Decide on information contained in the weekly and daily reports submitted to the 
supervisor. 
 

 Essential Minimum Qualification & Professional Experience Required:  

- Completion of the Secondary Education. 

- Minimum 3 years of previous relevant job experience. 

- Fluency in English and Greek (local language). Working knowledge of another relevant 
UN language is considered an asset. 
 

Required Competencies: 

- Analytical Thinking 

- Planning and Organizing 

- Change Capability and Adaptability 
 
Desirable Qualifications & Competencies:  

- Good computer skills in using various office applications (including Microsoft Word, 
Excel, Internet Explorer and Access). 

 
Submission of Applications: 

- Interested applicants should apply through the link http://www.unhcr.org/gr-jobs/ 
provided herein, attaching the new UN Personal History Form in PDF Format with a 
Motivation Letter in English explaining their interest in the position. 

- Shortlisted candidates might be required to sit for a written test and will have to undergo 
an oral interview.  

- No late applications will be accepted. 

- Only short-listed applicants will be contacted. 
 
Kindly note that only electronic applications submitted through the website mentioned 
above will be considered.  
 
UNHCR is an equal opportunity employer and does not charge a fee at any stage of the 
recruitment process (application, interview meeting, processing, training or any other fees). 
 

http://www.unhcr.org/gr-jobs/

