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The United Nations Development Programme (UNDP) is the UN's global ;L_;..nl‘ J ada\d J“ - IE_J o M “)

development network, advocating for change and connecting countries
to knowledge, experience and resources to help people builld a better life.
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(SAUDI HATIOMALS OHLY)

Part of the key functions:

Organization and Managemant of the othice of the Depuly Residen! Representative (DRR)

Making all necessany arrangements for DRA appointments and meetings

Ensuing propar following up on routing cormespondence gendraled By tha DRR

Providang suppor 10 AR (Resident Represaniativa) whanavers higher Executive Associale i absant
and supports the DAR when acting as AR ai. (Resident Reprasantalive) in all reprasentational and
olhar aspects of hishear function

Updating and maintanance hard and alactronic filing system and contributing to the maintanance of a
proper filing sysiam for the axecutive Offica in coordination with the RA (Resident Repréesantative’s
Exacutive Associata.

Crratting routine comespondance, interoffice circulations, genaral briefing notes, and minutes of
maatings whan reguested.

Bringing wrgent matiars to the atlention of the DAR and establishing a system of follow up dealing
with matters relatad to the offica and corporate activities.

Researching UNDP intranet and other web sites for information relevant to the DRR agenda and
work priorities.

Making all necessany fravel arrangements for DAR travel both at the duty station and the area of
diestination.

Support to the Programme team meambers when needed; Suppos AR (Resident Representativa’s)
Associate when needed; Organize and paricipate in the quarerly project review meetings.

The ideal candidates for this position will have oblained a first bachelons degres, prelerably in Business or
Public Admanestration; 2 1o 3 years of progressively responsible expenance in admenstrative position;
Advanced knowledge of spreadsheat and database packages, expenence in handling web-based manage-
el Sysbems (such as PeopleSoft); Fluent in spoken and written Arabic and Englsh, Team player, chent
origniation & aceouniability, and h.r'u::wl:}ﬂg:} ol LINDF's polcias and procedunas s an ﬂ-ﬂ'ﬁ'ﬁl"lr-&{irl}-

The Initial duration of the assigrrment will be 1 year, with the possibility of rendwal Subject 1o satskachory
parfgrmance and requingements of the anganization,

The expected monthly salary is approximately SAR 8 500,00 (Eigihd Thousand, five Hundned, and 000
Saudi Riyals).

How to apply: Kindly sand your application (CV & Cowering lettar, and P11 from - available on website -
with refarance to the post tithe to registry Bundp.org.sa or by fax to 01-4885309. Kindly nate that only
shori-listed candidabes will be comactad for further considaration.

Closing date for recelving applications is 25 July 2004,
Women are encouraged to apply

Dy ETJ'ﬁ;hﬁngﬂq@ﬂF@wHﬂmalwwﬂm& ]
Al ABLAN SLAY a0l Le madas »

B sl WV AR LIS Lt
oAt S AN Jliol »

S - {JSWTE S [F INE S PR

o Bl ylll a0 2030 @

bayToe s Lyl Aagl) 5l Joatmaccil gy At o
- oFaga Jhoy Ve v Layiadeg daylal pgu) ads »

CLLDD

SRRl (P ES [FPE e Sl [ - PR

- Ammeall Do Tl 305 gl Al e oa palill Aige Al gl e duase 5 »

= | La AT 3 a1

. Creasadeie 9 5okl SO0 e daige A8 35 uhﬂ:u- T

~~—151--T":#.n-_--1'a-=w-‘-1-¢-u .

5 « (ke W1 5 95,00 G LGN 5ol o
=} tﬂHl =

SR Yo e Y BRI ANVEY . [ Ve S VE Ryl e 1S gl VY mali i Ge @

Ch g5 BL_Sa e

CAYesd SV A GRIGT AVET. VYV e e
AT FA SO G Blall AVEY fAVE e

P gl e gagan )

1 it
F e Jlad¥Wi oo paSilaglali Sa aapd
et i 19 e SN 50 0l B0 LSS 51 % — Bl gl ST A e

VATY . £270 1 Al gons TAMIAAA | aSls

aman il ol g T bt s gl G 00 !

Nedregistration @kfmc.med.sa

AT ALy 131 B e e it i 8V el YANR S 1 iy



aalsalehh
مستطيل



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 15%)
  /CalRGBProfile (ColorMatch RGB)
  /CalCMYKProfile (U.S. Sheetfed Uncoated v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile (None)
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 72
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 2.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 72
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 2.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 72
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 2.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>






    /TUR <>
    /HEB <>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [72 72]
  /PageSize [595.276 765.354]
>> setpagedevice


