JOB DESCRIPTION

Overall purpose: To assist, in an independent and
responsible manner, with correct processing of
activities of the Finance and Contracts Section of the
Delegation to the Republic of Belarus; Providing
general administrative support and document
management.

Function name: Document Management
Function type: Project Management
Core function: Section Document manager

e General registration and filing of all section
correspondence in line with e-Domec standards;

e Record the incoming and outgoing mail,
including financial documents in the appropriate
computer applications.

e Distributing of Section's out-going mail and
following up deadlines for replies, where
appropriate;

e Preparing routine responses to incoming mail
and preparation and finalization of draft notes
and letters;

e Assistance with the standards and
implementation of section filing of decisions,
tenders, calls for proposals, contracts.

e Archive of correspondence and other documents

Function name: Logistics
Function type: Technical Support
Core function: Section Administration

e Encode entries accurately and comprehensively
in CRIS; 'ENCOD' function;

e Collecting and consolidating the
information, updating tracking tables;

e Providing consolidated Section's input to other
sections;

e To assist in the production of reports required by
Headquarters services;

e To assist with the preparation of statistical data,
etc.

e Maintain the section planner and contacts

Section’s

CNTYHKBOBbIA ABABA3KI

ArynbHaa maTa:
AKasBaupb ganamory, He3anexHbIM i aiKa3HbIM

YblHaM, 3 NpaBifbHal anpauoykan a3enHacy,i
agaszena ®iHaHcay i KaHTpakTay MNpaacTtayHiuTea y
Benapyci; 3abecnsaysHHe agMmiHicTpaLbliMHan
NAATPbIMKI i KipaBaHHA AaKyMeHTa3BapoTaMm.

HasBa ¢yHKUpli: MeHeaXMeHT gaKymMmeHTaubli
Tobin ¢yHKLUbIi: KipaBaHHe npaeKTami

AcHoYHas  ¢yHKubiA:  MeHegKap  AaKyMeHTay

aansena

e ArynbHas paricTpaubla i apraHisaubia ¢aiinasamn
cicTambl  ycel KapacnaHA3HUbli aggsena

afnaBepHacLi ca ctaHaapTami e-Domec;

e Porictpaubls yBaxogHah i BbIXOAHAW MOLUTbI
MowWTbl, Y TbiM NiKy ¢iHaHcaBblX AaKyMeHTay, Yy
afnaBegHbIX Kamn'IOTapHbIX A4afaTKaX;

e PasmepkaBaHHe BbIXogHAW nowTbl Agasena i
BblKaHaHHe T3pMiHay AAs adkasay, Kaji rata
HeabxoaHa;

e [lagpbIxTOoyBaub  aAnaBegHblA  aAKasbl  Ha
aTPbIMaHY KapacnaHA3HLUbIO, MNagpbIXTOyBallb

npaeKkTol Mnicem i HOT i KaH4YyaTKoBa X
3auBApAKaLb;

e CagsenHivyaub CcTaHgapTam | apraHisaubli Yy
agasene  danmnaBam  CicTambl  AaKyMeHTay
af\HOCHa palU3HHAY, TIHAAPAY, KOHKYPCHbIX
NPaeKTHbIX NPanaHoy, KaHTpaKTay.

e ApxiBaBaHHe KapacnaHA3Hubli i iHLWbIX

OaKyMmeHTay;

HasBa ¢yHKuUpli: JlaricTbiKa

Tbin GyHKLbIi: TIXHIYHAA NaATPbIMKA

AcHoyHana OyHKuUpbIa: AaMiHICTpaTblyHaa ¢yHKUbIA Y

apasene

e  VYHociupb gaknagHyto i ycebakoByto iHpapmaLbito
¥ CRIS Ha y3poVyHi ¢yHKLUbIi ENCOD;

e 360p i KaHcanigaupla iHdapmaubli
abHayneHHA Tabniy, acOYBaAHHSA ;

e 3abecnavysHHe nepagauvbl KaHcanigasaHaM
iHbapmMubli ag Aga3ena iHWbIM aga3enam;

e [laagTpbiMiiBaub  BbITBOPYAcUb  CnpaBa3gadv,
natpabasaHbix nacayrami LLITab-kBaTapbl;

e [lagTpbiMniBaub  MNagpPbIXTOYKY  CTaTbICTbIYHbIX
AafaseHblx, i r.a.;

e [laatpbimniBaub NaaHaBaHHe apgns3ena i 6asy

Appzena,




database;

Provide logistical support for organizing
meetings (internal/external), missions and
evaluation committees, taking minutes when
required;

Answering phone calls and putting down
messages/information for the Head of Section
and absent members of staff in the section and
be a contact/coordination point related Finance
and Contracts section activities;

Writing summaries, drafting simple Notes,
letters;

Preparing documents, letters, notes and
signatories (routing slip/file);

Arranging trips: tickets, transfers,

accommodation and interpreters;
Internal paperwork with the Administration for
Finance and Contracts section as required;

Follow up all administrative issues for the
Finance and Contracts section team;

Preparation and logistics coordination of
incoming missions from Headquarters;

Assisting in following up of decisions taken and
tasks received by Finance and Contracts section;

Maintain contacts with State Diplomatic
Protocol, Consular Department of MFA, Visa
sections of the Republic of Belarus at embassies
abroad in order to organize and provide visa
support, prepare accreditation package
documents, facilitate with registration
procedure for missions and colleagues;

Occasional translation/interpretation.

Any other tasks relevant to a post of Secretary as

designated by the Head of Section and/or Head of
Delegation.

KaHTaKTay;
AKasBalb MaTIPbIANbHA-TIXHIYHYIO MNaLTPbIMKY
ONA apraHisaubli cycTpay (YHYTpaHbIX/3HELHIX),

Micit i aTacTaublMHbIX KaMiciin, BAA3eHHe
npaTako/y npbl HeabxoaHacu,
Apkas Ha TanedaHaBaHHi i 3anic

nasegamneHHay/iHpapmalbli 4N KaapabiHaTapa
AnepaublifHara agasena i afgcytHara nepcaHany
agAasena, BblKaHaHHe (QYHKUbI  KaHTaKTHal
acobbl/KaapablHaTapa na A3enHacui agasena
®iHaHcay i KaHTpaKTay;
HanicaHHe p33tom3,
NPOCTbIX HOT, NiCTOY;
MagpbIXxTOyKa OAKYMeHTay, nictoy, HOT
(HakipaBaHHe 6naHKay/nakymeHTay);
ApraHisaupln nagapoxixay:
TpaHcdepbl, XKblANE | nepakaaaublki;
YHyTpaHaa npaua 3 nanepami AamiHictpaupli 4na
agnsena ®PiHaHcay i KaHTpakTay, Kani rata byase
HeabxoaHa;
KaHTponb ycix agMiHiCTpaLbIMHbIX NbITaHHAY A8
rpynsl agasena ®iHaHcay i KaHTpakTay ;
MagpbIXTOyKa i KaapApblHaUbIa faricTbiKi  Mmicii,
fAKiA npblbbiBatoup ca LLTab-kBaTapbl;
Janamora y KaHTpoAi 33 BbIKAHAHHEM NPbIHATLIX

NafapbIXTOYyKa npaeKkTay

KBITKi,

PaWsHHAY | 3agay, aTpbIMaHbIX aaasesam
®iHaHcay i KaHTpaKTay;

MaaTpbiMaHHe KaHTaKTay ca Cnyxban
O3spKayHara  AbinaamatbiyHara — npartakony,
KoHcynbcKim agasenam M3C, Bi3aBbIMi

agasenami naconbcTeay Pacny6niki benapych 3a
MS)KOM 3 M3Tall apraHisaubli i 3abecnaysHHA
BizaBalh  NaATPbIMKiI,  NAgpPbIXTOYKI  NaKeTa
OAKYMeHTay ANA  aKpaA4biTaubli, CrpawlyYsHHS
npawusaypbl paricTpaubli 4na micii | Kaner;
MicbMOBbI/BYCHbI nepaknag, y acob6HbIX
BblMagKax.

Jliobbla  iHWbIA 3agaubl, AKiA agHocsauua Ja
nacagbl CakpaTapa, Bbi3Ha4aHbia KipayHikom
Apazena i/uj KipayHikom MNpaacTayHiuTtsa.




