
PNUD 'ONDP 
Ktnuua 

1. Title , Regional MldmSttrative Ottlcer (1·\lbtllbaah1, Bukavu, Luluabourg) 

2. Grade : P .2 or FSL. 5 
,. Dutiea : '1'he Regional. Ada1n1.-trat1ve 0tt1oer 1a rttapona1ble tor­

prov1dtng th.e experta 1n their area With the nol'llal. range 
ot edl1n111tl"&t1ve and t1nano1al eupport aerv1oea with 
whioh a UNDP Resident Representative ia usually charged. 
Such aerv10 .. 1nolw:te, 1n J)&R10Ularr . 
( a) Operation ot an illpreat -.coount wh1ob ta wsed tor 

J)81lll1'&t ot alanea ot local pe1"8011Del: poat ad- , ' 
Juatllant ua1apment allowanoe tor 1nternat1onal ' 

_ ;)iraonnel and, upon request fl'OII Chlet Finanoe 
Otticer, ~tot local b1lla. 

(b) Manaaeaent, •rvtce and repair the vehicles assigned 
to the experts and ot the ottioe. Thia inolud.ea en­
aurtng propu• ut1lizat1on of the Vehicles and econonv 
1n runnSng and -.tntenance ooata. 

(o) Maintenanoe ot 11&11, telex and rw:lio camam1cat1on 
eervioee for ottic1al buat.neu. 

(d) Inventory and control ot UN pZ'Opfft.y. 

( e) Adlliniatering UN charter t;l.1ghta. tnoluding reoepticm 
ot puaenpra, eupenietng loading and unloading, 
d1atr1but1on ot lnaOlling freight am ab1J)llllnt ot out­
going freight. 

(t) Autatanoe to experts 1n finding aoocaodation u 
tar u practicable. 

{g) F.eoept.ion, transportation and aoocaaoda.t1on ot 
visiting UN aperta and offlo4.al.e, when the Regional 
Adlliniatrattve Ott1oer bU 'been Wormed by UNDP 
ottloe 1n JC1nehaaa. 

(h) Arrans111s travel ot UN ezpel"ta and personnel; 
cer-t1t1oat1on ot all Moveaent Orders and Travel Cla1Jla 
to be auba1 tted to Cb1eta . ot MS.salon and the UNI>P 
Reaident Representative. 
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(1) Mainta1n1ng l1a1aon with local autbor1tiea and, when 
requested, tao1lt tating contact or UN experts with 
theae. Partioipation - 1t invited - on behalt ot the 
UNDP Resident R preaentative at. ott1c1al and aoo1al 
tunot1ona and acting aa ohannel of comnunication tor 
local author1t1ea With UMDP JCinabua. 

(J) Following 11011t1oal, aoolal and econ.omio events am 
aubld.tting reporta on theM when the, are Judged to 
have 1mportaQ.oe tor UN operattona or the aea.1 r1 ty of 
UN personnel. 



-

1. Title : 

2. 0~ t 

,. Duties t 

PNtB) 1JllDP 
KSneh11a 

JOB IESCRtPrION 

Regional AdainS .-tnt1ve ottioer (r.llbaabs, Bukaw, Luluaboura) 

P.2 or PSL.5 

The Regtonal Admn1atrat1ve Ottloer ta responaible tw 
providing the experts 1n their .,... with the normal range 
ot acn1n1atrat1ve and ttnanoi&l support Hl'V1oea with 
whiob a UNI>P Resident Representattv• 1a usual)¥ oh&rged.. 
Such aerv1oea inelude., 1n pai-t1~ular: . :• ·. 

(a) 9perat1on ot an 111preat -~Ollnt. which ia uaed tor 
per111mt · of ul.ariea ot local peNODDelJ poat ad• : : · i · 

Juateent -1anment allowmMkt tor international ' ,; · ·· · · ; \ : 
. ~l and., upon request frolt Cblet P1nance . 
Officer., ~tot local bills. 

(b) Manapment., aemce and repur the vehicles aaaigned 
t.o the aper-ta and of tbe otti•• Thia includes en­
eur1ng Pl"'OJK''l" ut111aat1on ot the vehicles and eoonoaw 
1n running and atntenanoe ooata. 

(o) Maint.-.noe of a11, t.lex and radio ocmr,m1cat1cn 
RZ"'l10'8 tor ·ott1o1&1 bwdnea■• 

( 4) IDvento1""1 and control ot UN propet"tJ. 

( e) Adll1n1ater1Dg UH charter f'Ugbta., inol\lCllng reception 
ot pau_engera., aupewiatng loading and unloading, 
cl1atrib\lt1on of 1no0111ng tre1gb\ and ahipment ot ou~ 
going fr.e1ght.. 

(t) Au1at&moe to experts 1n t1Ddtng acccaaodat1on aa 
tar u praot1oable. 

(g) Reception., tNnaportatioa. an4 acoo•acSat1on ot 
v1a1ttng UN ezperta and offlotala., when the Regional 
Adllin1atrattve Ottioer bU been 1ntoraecl by UNDP 
ottioe 1n lt1nabaaa. 

(h) Aft"aD81I)& travel ot UN experts and peraonnel; 
cert1t1cat1on ot all Movamt OrdeN and Travel Clailla 
to be aubld.tted to Chieta ot M1eaion and the UNDP 
Reaident. .ReJ)Naentative. 
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( 1) Ma1nta1n1ng liaison with looal author! tiea and, When 
requeatecl, tao111 tating contact of UH expert• w1 th 
theae. Participation - it invited - on behalf' ot the 
UNDP Resident Representative at ott1o1al and asocial 
tunot1ona and acting ae channel ot ccanunication tor 
local author1t1ea with UNDP g1nabaaa . 

(J) Pollowtng pol1t1oal, aooial and economic events and 
eublldtt1ng .reports on thNe when they al"e Judged to 
have tmportall,ce ~or UN operations w the NQl r1 t)" of 
UN personnel. 



PNll> UIDP 
ISnsbaaa 

9 Jan1.1a17 1967 
JOB!!FJI!110N 

1. Title : Regional A4a1otetr.at1ve Officer (Lubanbuhl, Bub.vu., Luluabourg) 

2. Grade : P.2 o~ PSL.,5 

,. Duties : The Regional 441dn1etrative Ott1oer 1a Napona1ble tor 
provid1ng the experts 1n their ANa With the nol'llal range 
ot adll1n1strat1ve and t1mm01al IJLIPPOrt aervioes With 
which a UNDP Reaident RePNaentattve ta uaual~ charged. 
SUCb_ aervtoH tDclude., 1n ~1~ular; ., 

(a) Operation ot an illpreat ~t which 1• uaecl tor 
~ ot aalanea ot local parsonnel: poat ad- • : t. i 1 

J~ -1gment allowance tor 1ntemat1onal ' · r: : : • . '. 
. ~l ancl., upon req,uest troll Chief Pinanoe 
Ott1oez-., P8191Qt ot 100&1 billa. 

(b) Managllllent., aervioe and repair the. vehicles aaaigned 
to the expert and. ot the. ottl_oe. Thia 1noludea en­
aunng proJKt- ut111zat.1on of the vehicles and econoa;y 
1n ruDni1ns and maintenance ooeta. 

( o) Maintenanoe ot mail, telex and Ndio ocwmm1oat1on 
aerv1ou t~ ott1o1al buaineu. 

(4) Inve.ll'tozT and control ot UN J)l'O»-rtY• 

(e) Admniatering UN obartel- n,ighta., 1noluding reoept.icn 
or paa,aenaera., aupez-v1atng loading and unload.1.ng., 
d.1atribut1on ot ineomllg freight and shlpment ot out .. 
going freight. 

(t) Aaaistanoe .to experts in fincling aoocaaodat.1on as 
tar aa practioable. 

{g) Recepttan., tnnaportattan and. aooomoda'tion of 
vtait.ing UN experts and offloiala., when the Regional 
Adlliniatrative Otticer bu been 1nfonae4 by UNDP 
otttoe in K1nahasa. 

(h) A1"rang1ng travel ot US uperta and personnel; 
certification ot all Movellent Ordera and Travel Claiu 
to be aubld.tte4 to Cb1eta ot IUaion and. the UNDP 
ftuident Representative. . • · 
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(1) Ma1ntatn1ng 11a1aon With local autbor1t1ea and. when 
requeated. tao111 tating contact of UN expert.a w1 th 
theH. Part1c1pat1on • 1t invited - on behalt ot the 
UNDP Reaident Representative at. ott1c1al and aoo1al 
f'unotiona and acting aa ohazmel ot comunicat1on tor 
looal authorities with UNDP Kinshasa. 

(J) Pollowtng :l011t1cal. aooial and econollio events and 
aubll1tt1ng reports on tbeH when the,- are J~ to 
have tmportaQ.ce tor UH operat1ona or the aecu r1 ty of 
UN penoanel. 



', 

PW) lJHDP 
Ktnsbua 

,NBmscmnoN 

1. Title : Regional. Adedn:Satrat1ve Ottiow (I.ubullbub.1, Bukavu, t,ulnaboura) 

2. Grade : P.2 or PSL.5 

, .. Duties : 'l'be Regional Adllin1atrat1v• Ott1oer 1a respona1ble tor 
providing the expert.a 1n tblir area With tbe nol"lllll 1'1ll)8e 

ot adllln1atrat1ve and ttnanoial aupport aerv1oea With 
whioh a UNDP Rea1dent RepreNGtattve 1• uaual.17 charged. 
Such ae:rv1oea tnolude, 1n pai-t1culars . . 

(a) Operation at an Slllpreat .-coount wb1ch ta used to~ 
pa,llltDt of aalariea of loo-1 peraonnel1 post ad• : t ' 1 . ' ' • ' 

Juat.aent mipllent allowance tor 1nternat1onal · ·: · · 
_ ~reonnel and, upon request. f'rolll Cb1et P1n&noe 
Otttcer" pa;ramt of looal ti1Ua. 

(b) Manapment, aervtoe and repalr the vehicles assigned. 
to the apei-ta and ot the ott1oe. Thia includes eo­
aur1ng prop(t- utilisat.s.on ot the vehicles and eoonOIIIV 
1n runmng and M1nteaanoe ooata. 

(o) Maint.enanoe ot 111111, telex and twlto ccaamioatton 
llff'ltoea tor- ott1o1&1 bwdneu. 

(d) Inventory and control ot UN property. 

( e) Admnill\eriJJS UN obarter t_ligbta, including reception 
ot p&Qen&era, eupel'Ytatng loatUag and unloading, 
41stribut1on ot 1ncOldllg tre1.ght an4 shipment ot out­
going fre-Sgbt. 

(t) Aaa1atance to experts 1n t1Ddtng aoot:al0dat1on aa 
tar u s,raot1cable. 

(g) Reception, tranaportation and aoocmoda.t1on ot 
v1a1ting UH experts aDd offlo1ala, Wbm the Regional 
Adll1Diatl'at1ve Ottloer bu been 1nt0l'lllld by UNDP 
ott1oe. 1D lt1nabaaa. 

(h) Arranging travel ot UN aperta and peraomelJ 
oert1t1cat1on ot all Mov•mt 0rdeN and Travol Cla1aa 
to be aubldtted to Cb1et• . of M1aaion an4 the UNDP 
ftnidmt J\epreNntative • 

.. ' 
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(1) Ma1nta1n1ng liaison With looal autborttiea and, wbG 
requested. facilitating contact of UN experts With 
theae. Part1o1pat1on - 1t 1nv1ted - on behalt ot the 
UNDP Resident Representative at ott1c1al and. aooial 
functions and acting as channel ot cOll'IIIW11cat1on tor 
local author1t1ea With UNDP Jtil\llhaaa. 

(J) Pollowtng political, aoc1-]. and eooncllio events and 
eutllld.tt1ng reports on tbeee lfhen they are Judged to 
have import;arioe ~or UN operat1ona or the aea.&ri ty ot 
UN personnel. 



PtfUD UHDP · 
K!nabUa 

JOB lESCRimON 

1. Title : Regional ~dlldntctrat1ve Ottioer (Lubullbaah1, Bukavu, Luluabourg) 

2. Grade : P.2 or FSL"5 
,. Duties : The Regianal Adll1n1atrat1ve Ott1oer 1a NSJ)OD81ble tor 

providing 1:h.e experts 1n their area w1 th the no range 1 
ot adl1D1atrat1ve and finanoial support aervioea with 
wh1oh a UNDP Reaident Repreaentative 1a WN&l.11' charged. 
Such. aervtcea inolude,. 1n ~1~: 

(a) ()perat.ion ot an 111preat a.o6ount wb1cb 1• uaed tor 
J)1111181l't· ·ot ealar1ea of loc-1 personnel; post ad- . 'I: 1.,f.\, 
J.dt.aent w1ament allonnoe tor 1ntemat1onal · · .; ·.,; ; = ; i : ' 

~ NOnnel and,. upon request troa Chiet Finanoe 
Ott1oei-. ·J),8Jll8Dt ot local 1:dlla. 

(b) Management, Nl"'lice and NP,atr the vehicles aeaignec1 
to tbe a.perts and of the. otttoe. Thia 1noludea en­
aunng prc>JK-r ut111zat10D ot the vehicles and eoonoay 
1n running an4 maintenance coats. 

(o) MainteDi&Dce of 111111, telex an4 radio 04 m m1oat10A 
.. rvtoea tor ott1o1al buaSneu. 

( d) Inventory end control ot UN property. 

(e) Adllin1atenng UN' charter fUgbta, 1noludtng reoeption 
ot puaqere, superviaing lnadSng and unloading, 
diatribut1on or t.ncOlliDg fNight and shipment ot out­
going fnigbt .. 

(t) Aaaistanoe to experta 1n t1ndtng aco~at1on as 
tar u practicable. 

(g) Reception. trmusportat1m and aoooaadat1on ot 
vta1t1Dg UN experts and otttoiw, when the Regional 
Adll1n1atrat1ve Ottloer baa been 1ntol'llld by UNDP 
ottioe 1n JC1nahaaa. 

(h) Arnng1ng travel ot UN «1q>erta and peraonnel; 
oert1t1oat1on ot all Movement Orders and Travel Claille 
to be aublitted to Cb1eta ot M1u1on and the UNDP 
fteatdent Repreaentat1 ve. , . • 
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(1) Ma1nta1ntng liaison With local author1t1ea and• when 
requested~ fao1l1 tating CQDtact of UN experts w1 th 
the ... Part1o1pat1on - it tnV1ted - on behalf' ot the 
UNDP Reaident Representative at. ott1c1al and eoo1al 
tunctlona and aottng aa obannel ot communication for 
local &utbor1tiea With UHDP Kinahua. 

(J) Pollowtng ~11t1oal. eoo1-l, and eoono1110 events and 
aubmltttns .reports on the when they are Judged to 
have 111portar,.oe ~O't' UN operations or the seml"ity of 
WpeNOQDl • 

• 



1. Title : 

2. Grade : 

). Dutiea : 

flRI) vu 
l{jMtJa1a 

JQB prscRiffIOH 

Regional Adai!dev.&tive Ottioer (Iwebuhl. Bukavu, Lulubours) 
P.2 or FSL.5 
The Regional Ada1n1strat1ve Otttoer ta Napona1ble tor, 
providing the .xperta 1n their area With the nornal range 
ot adllatnistrat1ve and ttnane1al aupport eerv1oea wt th 
which a UNDP Reaident RepNNDtatt ve 19 uaualq charged. 
Such aervioea 1Dclud.e. 1n l)N"t1cul.al"; . . . 

( a) Operation of an Slllpreat MOOUllt lfh1ch ta uaed tor 
paflllD't ot Mlar1.ea ot looal personnel, post ad• , : ·~ .' l ~ ' : ' 

l Juataent -1sment allowanoe for international ' ' ~ 1 t ~ · 4 i : t: 
. ;araonnel and. upon requeat from Chief Finanoe 
Ott1oer. ~tot 100&1. bills. 

(b) Management, service Uld repair the vehicles assigned 
to the uperta and of the office. 1'b1a includes en-
8Ul"1ng Pl"OJK'l" utilization of the vehicles and eoou~ 
1ll J11mn!11g and llalntenwe ooata. 

(o) Ma1Dte,Mmoe ot aa11. telex an4 Nd.10 ccaam1oat1cn 
llff¥'1c .. tor offletal bu,atneae. 

(d) 1'1lventol'7 and control of UN property. 

( e) ~ UN charter t;Uabt•• tnolwling NOePttcn 
of pa,.-ns.era. aupentatng lnadSng ancl \IDloadtng, 
d1atriblatton of 1oc0111Qg rNlght and llbiJaent of ~ 
aotns tre1&1it. 

(t) Au1atanoe to experta 1n t1DC1mg acna•cdat1on u 
tar u J)Netioable. 

(a) Recepttcn. tnnllJ)ortattao and aocc:•adat1an ot 
vlalt.tnc UN expert■ and offlo1ala. ,men the Regional 
Admn1atrat1ve Oftlcte baa been inf'onaecl by UNDP 
otttoe ill KtMhua. 

(h) Al"'rang1ng travel ot UN experta and personnel; 
· oert1tioat1on ot all Move11ent Orders and Travel Claima 

t.o be aub111 itec1 to Cb1e~• ot M1N1on and the UNDP 
8Nidmt Repnaentative.. · 

, .. 
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(1). Mainta1n1ng liaison with local authorit ies am. When 
requ•ted• tao111tating contact of UN experts with 
theae. Participation - it tnvtted - on behalf ot the 
UNDP Resident Representative at ott1c1al and aootal 
functions end acting as channel of o<maunioat1on tor 
local authoritiea With UNDP Kinehaaa. 

{J) Following tl011t1oal. aooial and eoonaa1o eventa and 
aumltt1ng reporta on theH when they a., Judged to 
have Saport.anoe for UN operations or the sec:ur1ty of 
UN personnel. 


