
 

 

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

Functional Title & Grade: Senior Supply 
Assistant/G5 – In replacement capacity (Lien) 
Position № 10023886  

Contractual Status: Fixed term appointment for 1 year  

Duty Station:  Kyiv, Ukraine 

Date of Issue: 06/12/2019 
 
Deadline for applications: 22/12/2019 

INTERNAL/EXTERNAL VACANCY ANNOUNCEMENT 

Organizational Setting and Work Relationships 

The Senior Supply Assistant provides supply support to all activities pertaining to the supply chain 

function including planning, sourcing & procurement, transport, shipping, customs clearance, 

warehousing, assets & fleet management and monitoring within the area of responsibility (AoR). 

 

The incumbent is supervised by a higher level supply position and receives regular guidance and 

instructions from the supervisor on successive steps. S/he works independently on routine tasks while 

follows instructions of the supervisor on more complex issues. The incumbent may have contacts on a 

working level on specific issues with other UNHCR offices, UN agencies, NGOs, government partners 

and commercial contractors in the area to facilitate performing the supply function. The duty of the 

incumbent is to support all functional areas with an accent on procurement, vendor administration and 

the management of material resources within the geographical area covered while exercising efficiency in 

the use of those resources. 

 

All UNHCR staff members are accountable to perform their duties as reflected in their job description. 

They do so within their delegated authorities, in line with the regulatory framework of UNHCR, which 

includes the UN Charter, UN Staff Regulations and Rules, UNHCR Policies and Administrative 

Instructions, as well as relevant accountability frameworks. In addition, staff members are required to 

discharge their responsibilities in a manner consistent with the core, functional, cross-functional and 

managerial competencies and UNHCR’s core values of professionalism, integrity and respect for 

diversity. 

 

Female candidates are encouraged to apply. 

 

Duties 

- In compliance with supply chain rules and procedures, support the related supply activities to facilitate 

UNHCR end to end processes resulting in a timely and quality purchases, delivery of goods and services 

to persons of concern. 

- Apply UNHCR's sourcing & procurement strategy when planning for purchases of important 

commodities and services. 

- Initiate custom clearance of consignments, draft exemption requests, and liaise with local agents. 

- Support warehouse management, and assist with planning of goods & services deliveries, and provide 

information on the status of requests and the availability of items in the supply chain. 

- Maintain accurate and comprehensive records on supply activities and provide reports and updates 

periodically, and on request. 

- Examine purchase requests to ensure conformity and liaise with requesters. 



 

- Prepare quotation requests and tenders, produce bid-tabulations from tenders and prepare Purchase 

Orders for approval. 

- Dispatch approved Purchase Orders, and follow-up with the delivery of ordered commodities and 

services. 

- Provide information on all procurement activities within the AoR. 

- Produce standard asset management reports and other asset information, periodically and when 

requested. 

- Maintain accurate data in all relevant business systems. Compile statistical information on supply chain 

related matters that will assist in decision making. 

- Ensure local liaison with partners to effectively support the supply activities. 

- Manage storage of goods according to "best practices" and UNHCR rules and regulations.  

- Coordinate supply activities of UNHCR Partners and/or contractors performing supply related 

activities, and ensure that they understand and adhere to relevant UNHCR rules and procedures. 

- Implement effective asset and fleet management that regularly monitors the asset/fleet pool, saves cost 

and safeguards the investment of the organisation including receipt, inspection, registration & marking 

of new Property, Plant and Equipment (PPE), organisation of the physical verification of PPE, ensure 

that PPE agreements are properly issued and signed, and preparation of disposal forms and cases for 

the Asset Management Board, and organise the disposal of PPE according to Asset Management Board 

decisions. 

- Perform other related duties as required. 

 

REQUIRED COMPETENCIES 
Core Competencies:  

Accountability 

Communication 

Organizational Awareness 

Teamwork & Collaboration 

Commitment to Continuous Learning  

Client & Result Orientation 

Cross-Functional Competencies:  

Analytical Thinking 

Planning and Organizing 

Technological Awareness 

 

Functional Skills  

IT-Computer literacy  

SC-PeopleSoft Supply Chain Management; 

SC-Supply Planning 

SC-Customs clearance 

SC-Logistics 

SC-Warehouse Management 

SC-Asset Management 

SC-Fleet Management  

 



 

 

ESSENTIAL MINIMUM QUALIFICATIONS AND PROFESSIONAL EXPERIENCE REQUIRED 
- Completion of the Secondary School Education.   

- Post-secondary training/certificate in Trade, Supply Chain Management, Business Administration, 

Economics, Marketing or a related field would be an asset; 

- Minimum 5 years of previous relevant professional job experience. The number of years of university 

education may be considered in lieu of years of experience, provided that the degree has been completed 

and is directly relevant to the position and shall count for no more than 50% of the required work 

experience. 

LANGUAGE: 
- Fluency in English, Ukrainian and Russian. 

DESIRABLE QUALIFICATIONS & COMPETENCIES 
- Other UN procurement and logistics training – such as IAPSO and UNPD. 

- Functional skills in procurement, experience in sourcing goods and services. 

 

Interested applicants should forward the UN personal history form 
(P-11) with a Supplementary Sheet (if applicable), in English, explaining their interest in the position to the 

e-mail: vacancy@unhcr.org 
with an indication of the post title and position number they are applying for in the subject line. 

 

Candidates must be legally present in Ukraine at the time of application, recruitment and hire. 
 

Download UN personal history form (P-11) here 
Download Form P11 Supplementary Sheet here 

 

Only short-listed applicants will be contacted, no late applications will be accepted. 
 

Written test may be administered. 
 

UNHCR does not charge a fee at any stage of the recruitment process (application, interview meeting, processing, 
training or any other fees). 

 

mailto:vacancy@unhcr.org
https://www.unhcr.org/ua/wp-content/uploads/sites/38/2018/06/UNHCR_Personal_History_Form_October-2017.docm
https://www.unhcr.org/ua/wp-content/uploads/sites/38/2018/06/UNHCR_PHF_Supplementary_October-2017-3.docm

