Short-listed Candidates for Interview

Temporary Position of Administrative Officer (P3), Executive Office, OCHA

Based on a review of their background/qualifications, the follwing applicants were short-listed for interview with respect to the Administrative Officer (P3) Post in the Executive Office. If you agree, we will begin scheduling interviews.  

1. Ms. Elenita Chien:  BS commerce/economics;   currently  (P3/12)  HR Officer in DPKO - has experience in post/vacancy mgt, staffing start-up missions, recruitment, also AO OIP - experience in wide spectrum HR functions (entitlements, recruitment, extension, transfers, SPA, separations, etc.) Has worked in an Executive Office (DM).

2. Ms. Celeste Evangelista :   BS business administration, currently  (G7/11)  Senior Admin Asst in Exec Office, DPA - wide spectrum HR experience (recruitment, placement, promotion, performance, classification, separataion, training, IMIS experience).  HR experience also in DDA (official travel, home leave, education grant travel). Also experienced in personnel actions, payroll issues, attendance, etc. 

3. Mr. Aden Ali :  MBA, BS chemistry/math, diploma communication.  Currently Admin/Finance Officer OCHA Sudan - has 6 years+ experience in HR management of offices in Kharoum and Nairobi with 8 sub-offices.  Responsible for recruitment, placement, promotion, performance appraisal, classification, separation, training, entitlements, etc.  Liaison with UNDP on local staff administration. 

 4. Ms. Mwan'darini Noordin: MBA, BS business, currently HR Specialist, UNDP Bureau of Management - 1+ year experience in interpretation of HR policy and regulations, sourcing, selection, placement, career management, training.  As HR Associate in UNDP Bureau for Crisis Prevention, acquired 2+ years experience in wide-spectrum recruitment activities, classification, screening/selection, interpretation of policy/procedures, career management/development. 

Earlier communications/PR/Marketing experience in private sector. 

5. Ms. Paula Boyle:  MBA Int'l business,  currently (P3/5) Head, Entitlements and Benefits Unit, Organization for Prohibition of Chemical Weapons (OPCW),  also served as Head, Recruitment Unit (OPCW).  Has 4+ years experience in wide-spectrum HR functions (provides advice on HR policies, involved in policy development, administers staff compensation, benefits, entitlements, contracts, disability cases, performance appraisal,  8+ months exprience in recruitment/selection/promotion activities, post management.  Earlier experience as Admin Asst (G-7) in Travel & Transportation Service, UN 

6. Ms. Leila Hirji:  Secretarial certificate, currently (G-7) Senior Admin Asst in Executive Office DPKO where she acquired 10+ years experience in personnel administration.  She currently perfoms functions at P3 level including recruitment of staff on short-term contracts, induction, provision of advice on entitlement/allowances, review/approval of personnel actions, handles complex HR cases, etc. Earlier experience in Executive Office, DESA, in wide-spectrum administrative duties (office space, travel, visas, travel claims, prepared staffing tables, prepared personnel actions, contract extensions, etc.) Has earlier experience in recruitment activities (reviewed applications/determined eligibility), recruited staff.
