Assignments – Carole Murphy
- provide training relating to IMIS Release 3

 -distribute, assign work assignments (travel authorizations, travel claims) within the Executive Office

-supervise Administrative Assistants to ensure accuracy, timely execution of their functions 

- process travel authorizations, for the Office of the USG, IAASC/ECHA staff, field staff, cover for two Admin. Assistants within the Executive Office (while on annual leave/sick leave), ad hoc travel assignments including meeting participants to workshops

-examine travel claims and supporting documents relating to above mentioned staff before submitting to Certifying Officers, for approval and submission to Travel Claims;  follow up with Travel Claims on outstanding issues

-create Allotment Advices, for extrabudgetary (QTA, CLA)

-examine CERF requests, obtain from Desk Officer their views for approval or non approval;  prepare memo and Letter of Understanding, for USG’s signature relating to CERF request, walk to Controller’s Office and follow up with Accounts on actual disbursement

-prepare quarterly financial status of the CERF for distribution to Member States, operational organizations;  record advances/reimbursements; inform Accounts of any new reimbursements;   follow up on reimbursements due to from operational organizations;  draft reminder letters to agencies;   receive oral inquiries from Permanent Missions and UN agencies on the CERF

-prepare various reports i.e. Standards of Accommodation for Air Travel, Staff Training Reports, travel statistics (for USG)

-act as IMIS Security Officer, ensuring all functional packages required by Executive Office staff are made available

-maintain Memorandums of Understanding, funding agreements, envelope authorization and Executive Office financial files

-prepare cost estimates for regional conferences/workshops

-draft acknowledgement letters pertaining to voluntary contributions earmarked for humanitarian activities, coordinate with Treasury for proper crediting of donation

-draft correspondence regarding administrative/financial questions for areas of responsibility

-update and maintain reference materials (financial, administrative, budgetary)

-assist in preparation of proposed regular programme budget, medium term plan submissions

-perform other duties that may be assigned by the Executive Officer

