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CALLS FOR INTEREST
to establish a roster of qualified staff for potential recruitment for FAO Shared Service Centre in Budapest.
The Food and Agriculture Organisation is a specialised agency of the United Nations whose mandate includes fighting hunger by helping developing countries to improve food production, agriculture, fisheries and forestry. FAO has 6,000 employees worldwide. More about FAO can be found at its website www.fao.org. 

In January 2008 FAO opened a Shared Service Centre (SSC) in Budapest, Hungary. The Centre, in offices equipped to the highest standards, provides best practice administrative services to FAO offices located in Europe, Africa and Near East, and it currently employs around 120 staff members.
All jobs involve receiving service requests, screening and checking background material, and processing the required actions in compliance with FAO rules and procedures. All jobs are organised in dynamic teams, involve usage of FAO systems and desktop software and require a high customer orientation. They are as follows:

1. Human Resources: clerical and administrative positions in this group support Human Resource (HR) transactions for the recruitment and servicing for all FAO personnel (staff and consultants); 
2. Travel Processing: positions in this group support processing of travel authorizations, travel advances and travel expense claims; 
3. Help Desk: positions in this group support users of the FAO administrative systems (Finance, HR) worldwide; 
4. Invoice Processing Group: positions in this group process purchase invoices in Oracle Accounts Payable;

5. Vendors Processing Group: positions in this group enter banking instructions (including IBAN, Swift codes, sort codes etc.) for payments using both Oracle Accounts Payable and Oracle HRMS; 

6. Assets Processing: positions in this group process fixed assets records (additions, retirement, transfers and disposals);
7. Short-term Administrative Assistance: various administrative and clerical duties (scanning, filing, records upkeep, high-volume data-processing etc.).
Requirements:
· minimum one year relevant work experience for junior positions, or minimum relevant work experience of four years and supervisory experience for senior positions

· high school diploma, computer/word processing skills
· working knowledge of English (level C)
· knowledge of another FAO official language (preferably French, Spanish, Arabic or Russian)
· knowledge of Italian language is an asset
Remuneration: 
We offer competitive packages. FAO operates under the UN Common System of Salaries (http://icsc.un.org/). Jobs are available at grades G-2 to G-6. FAO salaries are tax exempt, and FAO has its own mandatory medical insurance and pension schemes. Additional allowances are payable for dependents. Knowledge of a second official language is also compensated with an additional allowance. The grade and salary level will be commensurate to the qualifications and experience of the candidate.

Please note that all candidates should be capable of working with people of different national and cultural backgrounds.
The Organization will only contact those applicants who are considered to be fully qualified for any given vacant position. Applications will be placed on an internal Roster and considered valid for 12 months from the date of receipt of the application. 
Candidates must be legally present in Hungary at the time of recruitment and hire.

To apply please download and complete a Personal History Form from http://www.fao.org/employment/en/ and send it via email to SSC-Vacancies@fao.org quoting “Call for interest – SSC Budapest 2011” also indicating the field that you are interested in according to the above list. You are also welcome to create your profile on http://www.fao.org/employment/irecruitment-access/en/
SSC Budapest – 7th November 2011
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