Evaluation Personal Assistants

Liberty Nanjego

	Selection criteria
	Response/qualification
	Other comments

	Interest in job


	Interested in a challenge and a promotion to G-5
	Been a secretary for 25 years of which G-4 for 5 years

	Understanding job


	Good understanding of primary functions (schedule, travel, liaison with Branches, correspondence)
	

	Relevant experience


	Has been with OCHA since 1995, including the Geneva office. Has a good understanding of the work of OCHA in the field and HQ
	

	Team work


	Works well in the HEB team set-up
	

	Personality 


	Has good understanding of type of person needed (named things such as interpersonal skills, prioritization, respect, team work.)
	

	Working hours/duty roster


	Has no problem with working hours requirements of the job 
	

	Collegiality


	Fine
	

	Technical qualifications


	Has all the major computer skills (Lotus Notes, Word, Excel, Power Point)
	

	UN protocol
	Sufficient understanding of UN procedures
	

	Knowledge UN system and Executive management
	Is familiar with all the heads of Departments and Agencies
	

	Education


	Secretarial Training in Uganda
	

	Language skills


	English and working knowledge French 
	

	Overall impression 


	Very confident and willing to take on a challenge.


	


Recommendation:

Strong candidate for the position. Check references.

Catherine Smith

	Selection criteria
	Response/qualification
	Other comments

	Interest in job


	Interested in change and promotion, 3 years with DPI where there is not much room for growth. 
	

	Understanding job


	Not very articulate on elaborating understanding functions of the job. Did mention organizational skills, prioritization, NY-Geneva link and correspondence, to be on top of activities,
	

	Relevant experience


	Total of 9 years of UN experience, SG front office, DSG’s office, OCHA PDSB, DPI
	

	Team work


	Used to work as part of small teams in SG’s office and team spirit and collaborative approach very much part of that


	

	Personality 


	Stated need to be calm, try to resolve mistakes, prioritizing, good at prioritization due to experience as a French teacher
	

	Working hours/duty roster


	Used to varying working hours, is flexible on the working hours
	

	Collegiality


	Fine
	

	Technical qualifications


	Lotus notes, excel, word
	

	UN protocol
	Experience in SG’s office has provided her with a good knowledge
	

	Knowledge UN system and Executive management
	Good knowledge UN system and heads of agencies, particularly from SG and DPI experience
	

	Education


	BA in arts, Teacher’s certificate in Education Science
	

	Language skills


	English and French fluency
	

	Overall impression 


	Good judgment on questions of scenarios, consultation with Special Assistant and pass note to CMc.


	


Recommendation:

Serious candidate based on qualifications. Candidate was less elaborate than expected in the interview. Proceed to check references.

Ma Arkoncel

	Selection criteria
	Response/qualification
	Other comments

	Interest in job


	Has been with DPA for 10 years, her boss is leaving for another duty station. 
	

	Understanding job


	Did mention some of the key areas (day-to-day support DERC, screening calls, travel arrangements) 
	Did not have to do travel arrangements in her current job as those where done by 38th floor

	Relevant experience


	Judging from the P-11 the candidate has a lot of relevant experience, however she was not very articulate on emphasizing this in the interview
	

	Team work


	Worked for the same supervisor for the last ten years, used to work as part of a small team
	

	Personality 


	Stated friendliness flexibility and ability to prioritize as key qualifications.
	

	Working hours/duty roster


	Flexible in working hours, no family obligations
	

	Collegiality


	Came strongly recommended, would be good fit for the OUSG in light of nationality and personality
	

	Technical qualifications


	Has all the computer skills required
	

	UN protocol
	Has sufficient knowledge of UN protocol
	

	Knowledge UN system and Executive management
	Is very familiar with Secretariat, not as familiar with OCHA working environment at HQ and Field or IASC structures
	

	Education


	Bachelor of Science in Commerce ( Management)
	

	Language skills


	English
	

	Overall impression 


	Friendly and service-oriented as well as loyal. Not sure if she has the ability to steer and implement directives from the DERC office with sometimes resistant Desks and Branch Managers.
	Received a good recommendation from her boss for loyalty and hard work


Recommendation:

Good candidate but lacks OCHA knowledge and experience. Back-up candidate

Marilyn Alfred

	Selection criteria
	Response/qualification
	Other comments

	Interest in job


	Is interested in a G-5 and would like to learn more about humanitarian affairs
	

	Understanding job


	Good understanding job responsibilities ( e-mail, prioritization and follow-up issues, schedule)
	

	Relevant experience


	Has been a Personal Assistant to Kalomoh since 1996, has worked in protocol office, SG’s office, Fall’s office and UNMEE as well as some time in Dakar for the SRSG
	

	Team work


	Is used to working as part of a small team of PA with Special Assistant. Has good relations with co-workers
	

	Personality 


	Has a good understanding of characteristics needed (mentioned assertive, patience, judgement and coping with stress)
	

	Working hours/duty roster


	Is part of a duty roster in DPA; expressed certain concerns in regard of extended working hours
	

	Collegiality


	Appears to be fine
	

	Technical qualifications


	Has all the technical qualifications
	

	UN protocol
	Is well aware of UN procedures 
	

	Knowledge UN system and Executive management
	Has good
	

	Education


	BA on International Science and MA in International Studies
	

	Language skills


	English and French
	

	Overall impression 


	Is very experienced and has the right qualifications but does not sell herself very well. Seems to be laid-back.

Also candidate has no OCHA experience and limited knowledge of  humanitarian affairs


	


Recommendation:  Not recommended for the position

Priscilla Bautista

	Selection criteria
	Response/qualification
	Other comments

	Interest in job


	Would like a post, has been on mission replacement for 10 months


	

	Understanding job


	Demonstrated a good understanding of the job responsibilities 
	

	Relevant experience


	Has been with the UN since 2001. In OCHA has worked for the Deputy Chief of HEB
	

	Team work


	Functions well in a team
	

	Personality 


	Understands the main skills required, mentioned ‘good organizer’, to be on  top of events, self empowerment, multi-tasking, 
	

	Working hours/duty roster


	Is flexible on working hours
	

	Collegiality


	Get along well with colleagues
	

	Technical qualifications


	Has the needed computer skills (power point, word, excel)
	

	UN protocol
	Understands protocol procedures but has less background in this than the other candidates
	

	Knowledge UN system and Executive management
	Has general knowledge from 2 years UN experience
	

	Education


	Bachelor in Business and Administration
	

	Language skills


	English and basic Spanish
	

	Overall impression 


	Candidate is well organized but may lack the maturity needed for the position in dealing with other departments. 


	


Recommendation:  Candidate not recommended for the position.

