
    
 

       

 

 

OPEN TO INTERNAL AND EXTERNAL CANDIDATE 

 

Reference No. : VN/MZ10/2023/083 

Position Title 

Duty Station 

Organization Unit 

 

: 

 

: 

Senior Executive Assistant (for COM) 

Maputo, Mozambique 

COM Office 

Classification 

Type of Appointment 

: 

: 

General Service, G-7 

One Year Fixed-Term Contract, six (6) months 

with Possibility of Extension. 

Report to 

Estimated Start Date 

: 

: 

Chief of Mission 

As soon as possible 

Closing Date : 02 November 2023 

 

 
 

CONTEXT: 

The International Organization for Migration (IOM), the UN Migration Agency is a dynamic and 

growing inter-governmental organization, with 172 member states.  IOM is committed to the 

principle that “humane and orderly migration benefits migrants and society”. Established in 1951 and 

now active in over 440 field locations worldwide, IOM works with partners, government, and civil 

society to promote international cooperation to address operational challenges of migration and 

mobility, assist in the search for practical solutions to migration problems, and to provide 

humanitarian assistance to migrants in need, including refugees and internally displaced people. IOM 

addresses the migratory phenomenon from an integral and holistic perspective, including links to 

IOM is committed to a diverse and inclusive environment. For this vacancy, the following 

internal candidates who meet the eligibility criteria are considered as first-tier candidates: 

 
- Internal candidates on regular or fixed-term contracts should meet the minimum time 

in post requirement of eighteen months or more at the time of the closing of the VN. 

 
- The minimum time in post requirement is six months for such internal candidates who 

are incumbents of a position being advertised or confirmed for discontinuation. 

 
- Internal candidates on short-term contracts should meet the minimum time in post 

requirement of six months or more at the time of the closing of the VN. 

 
In addition, all applicants should meet eligibility requirements for languages, education and 

work experience requirements stipulated in the VN. 



 

development, in order to maximize its benefits and minimize its negative effects.  

Under the direct supervision of the Chief of Mission, and in close collaboration with relevant units, 

UN Agencies, Embassies, and the Government of Mozambique, the Senior Executive Assistant will be 

responsible for providing government support services to the mission, and for providing 

administrative support to the office of the Chief of Mission.   

 

Responsibilities and Accountabilities: 

1. Manage and monitor a large and diversified volume of complex correspondence and 

documentation, often of confidential and sensitive nature; ensure appropriate routing, reply, 

prioritization, accuracy, consistency, informal translations, and timelines. 

2. Act as focal point regarding the duties of the office: answer substantive questions requiring 

extensive research and independently obtain clarification; draft correspondence and reply 

to enquiries on own initiative; provide advice on procedural and administrative 

requirements. 

3. Manage and maintain the mission’s events calendar, with particular attention to the Chief of 

Mission’s calendar, by ensuring coordination with the Project Managers on events planned 

by IOM Mozambique or events organized by other stakeholders, where COM  attendance is 

required; Manage the COM’s travel arrangements in coordination with relevant units; 

including flight booking, hotel booking, expense claims and following up to ensure, necessary 

visas, security clearances and inoculations are obtained. Manage all aspects of airport 

clearance and travel, particularly when using expected protocol rooms, etc. 

4. Suggest more efficient ways to run the office and troubleshoot malfunctions, review, and 

recommend changes to the mission’s internal procedure. 

5. Coordinate the COM internal staff meetings by making monthly/weekly schedules as 

necessary, sending out notices and follow up to ensure participation of the relevant staff. 

Assist in following up action points discussed at the meetings. Organize via a set template for 

talking points for the meetings and take notes/minutes when required and managing the 

relevant databases for these. 

6. Maintain updated database of profiles of UN agencies, high-level partners, and donors, with 

their detailed address including email and telephone lists, including but not limited to 

database related to follow ups. 

7. Assist in coordinating protocol matters, arrange meeting with high – ranking government, 

embassy officials, donor’s other stakeholder and other partners. Ensure that a database is 

maintained on these meetings for institutional memory and follow up. 



8. Review, proofread and comment on correspondences and documents before the submission 

for CoM’s signature and make necessary edits and follow-up when required. 

9. Process sensitive data and handle all correspondence and dictation with uncompromised 

integrity and confidentiality. 

10. Coordinate the logistic arrangements of meeting with high level officials including all 

preparation, delivery and follow-up activities with internal and external partners and 

participants.    

11. Plan and organize Mozambique hospitality events such as working lunches, cocktails, and 

dinners organized by the CoM. 

12. Support with informal translations of letters, documents, articles, etc. and ensure the CoM is 

briefed with and receiving the weekly country news through popular new outlets and 

papers. 

13. Act as the missions Focal Point in relevant UN working groups and manage together with the 

PSU these working groups so that the CoM can oversee the mission’s contributions.  

14. Review systems and processes under area of responsibility to ensure that they meet the 

needs; formulate proposals for improvements. 

15. Perform other duties as required. 

REQUIRED QUALIFICATIONS 

Education 

• Bachelor’s degree in business administration, Public Relation or Social Sciences or related 

fields with 5 years of relevant professional experience or. 

• High School certificate/diploma from an accredited academic with six (7) years of relevant 

professional experience. 

Experience 

• Related experience with UN/NGO will be advantage.  

• Related experience with the government or embassies in Mozambique will be advantage.  

• Proven work experience as a Senior Executive Assistant, Executive Administrative Assistant, 

or similar role. 

• Experience using office equipment, including printers and fax machines. 

• Strong communication skills (via phone, email, and in-person). 

• Experience exercising discretion and confidentiality with sensitive company information. 

 

 



 

Skills 

• Have strong oral and written English communication skills. 

• Solid skills with office management systems, ERPs, and MS Office. 

• Familiarity with online calendars and cloud systems. 

• Excellent organizational skills with an ability to think proactively and prioritize work. 

• Accuracy in filing, reporting and data/information management.  

• Ability to read between lines (keen eye for details), understand and apply written instructions 

and guidelines; interpret instructions and resolve work. 

• Ability to work in a multicultural environment; Ability to work under pressure with minimum 

supervision. 

• Ability and flexibility to respond during the emergency and urgency situation.  

 

Languages 

• For this position, fluency in English and Portuguese is required (oral and written). 

• Working knowledge in French and Spanish are advanced. 

 

IOM’s official languages are English, French, and Spanish. Proficiency of language(s) required will be 

specifically evaluated during the selection process, which may include written and/or oral 

assessments. 

 

REQUIRED COMPETENCIES 

IOM’s competency framework can be found at this link. Competencies will be assessed during 

the selection process. 

The incumbent is expected to demonstrate the following values and competencies: 

Values - all IOM staff members must abide by and demonstrate these three values: 

• Inclusion and respect for diversity: Respects and promotes individual and cultural 

differences. Encourages diversity and inclusion. 

• Integrity and transparency: Maintain high ethical standards and acts in a manner 

consistent with organizational principles/rules and standards of conduct. 

• Professionalism: Demonstrates ability to work in a composed, competent, and 

committed manner and exercises careful judgment in meeting day-to-day challenges. 

• Courage: Demonstrates willingness to take a stand on issues of importance. 

• Empathy: Shows compassion for others, makes people feel safe, respected, and fairly 

treated. 

 

Core Competencies – behavioral indicators (Level 2) 

• Teamwork: Develops and promotes effective collaboration within and across units to 

https://www.iom.int/sites/g/files/tmzbdl486/files/about-iom/Competency_Framework-EN.pdf


achieve shared goals and optimize results. 

• Delivering results: Produces and delivers quality results in a service-oriented and 

timely manner. Is action oriented and committed to achieving agreed outcomes. 

• Managing and sharing knowledge: Continuously seeks to learn, share knowledge, and 

innovate. 

• Accountability: Takes ownership for achieving the Organization’s priorities and 

assumes responsibility for own actions and delegated work. 

• Communication: Encourages and contributes to clear and open communication. 

Explains complex matters in an informative, inspiring, and motivational way. 

 

Managerial Competencies – behavioral indicators (Level 2) (applicable only if position is 

with direct reports) 

• Leadership: Provides a clear sense of direction, leads by example, and demonstrates 

the ability to carry out the Organization’s vision. Assists others to realize and develop 

their leadership and professional potential. 

• Empowering others: Creates an enabling environment where staff can contribute their 

best and develop their potential. 

• Building Trust: Promotes shared values and creates an atmosphere of trust and 

honesty. 

• Strategic thinking and vision: Works strategically to realize the Organization’s goals 

and communicates a clear strategic direction. 

• Humility: Leads with humility and shows openness to acknowledging own 

shortcomings. 

 

How to apply 

Interested candidates are invited to submit their applications in ENGLISH, with: 

a) Cover letter clearly specify suitability and availability date. 

b) Detailed curriculum vitae, including skype user ID, phone number, historical salary and 

minimum three referees (preferably former direct supervisors). 

IOM only accepts duly completed applications submitted through the IOM online recruitment 

system, through the link below: 

 

• VIEW THE INTERNAL JOB POSTING 

• VIEW THE EXTERNAL JOB POSTING 

 

 

 

https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffa-evlj-saasfaprod1.fa.ocs.oraclecloud.com%2FfscmUI%2Ffaces%2Fdeeplink%3FobjType%3DIRC_RECRUITING%26action%3DICE_JOB_DETAILS_RESP%26objKey%3DpRequisitionNo%3D10248%3BpCalledFrom%3DFUSESHELL&data=05%7C01%7Cvserafim%40iom.int%7C68a7135eb639497b443608dbd08cd565%7C1588262d23fb43b4bd6ebce49c8e6186%7C1%7C0%7C638333075518097253%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=STv2CCL1NVKDhEK9ubRmteZLG%2BQtfabpKSpjYKt3l8U%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffa-evlj-saasfaprod1.fa.ocs.oraclecloud.com%2FhcmUI%2FCandidateExperience%2Fen%2Fjob%2F10248&data=05%7C01%7Cvserafim%40iom.int%7C68a7135eb639497b443608dbd08cd565%7C1588262d23fb43b4bd6ebce49c8e6186%7C1%7C0%7C638333075518253535%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=pm3xHrAsQN0Rt8k6h47agUQiEVTC61epS4pkeQycu%2BU%3D&reserved=0


 

No Fees: 

IOM does not charge a fee at any stage of its recruitment process (application, 

interview, processing, training, or another fee). IOM does not request any information. 

related to bank accounts. 

 

Requisition: VN/MZ10/2023/083 Senior Executive Assistant (for COM) 

(G-7) Maputo, Mozambique  

Posting Channel: Internal and external Candidates. 

Posting period: from 19.10.2023 to 02.11.2023 


