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Sahar Al-Jobury

Nationality:

Egyptian/Iraqi

E-mail address: 
aljobury@yahoo.com, aljobury@hotmail.com
Education:
BA in Translation, College of Arts, Al-Mustanseriya University, Baghdad, Iraq.

Languages:

English, Arabic, French (basic)

Employment Record:

1986 to present:  

Freelance translator.

1 February 2006 until present

United Nations Office on Drugs and Crime (UNODC), Regional Office for the Middle East and North Africa, Cairo, Egypt  -    Executive Assistant to the Regional Representative and Focal Point for Human Resources

1.
As Executive Assistant to the Regional Representative, I undertake the following:

· Control and direct the flow of work in the office of the Representative by managing priorities;

· Coordinate and monitor multiple and diverse activities to ensure that management directives and decisions are properly carried out and products delivered in a timely manner;

· Serve as communications link between Regional Representative and senior staff; keep others informed on behalf of Regional Representative by conveying directives, reports, status updates and other relevant information;

· Monitor and follow-up on actions to be taken;

· Take full responsibility for time management and scheduling on behalf of Regional Representative, with appropriate consultation as required, with high-ranking officials; 

· Manage Office protocol matters; arrange meetings with high-ranking officials; 

· Screen and prioritize all incoming correspondence, compile relevant background documents and references, identify issues requiring the Regional Representative’s attention, refer others to relevant officers for appropriate disposition;

· Exercise quality control function for all outgoing documents; proofread and edit texts for adherence for format, grammar, punctuation and style; 

· Independently handle a wide range of complex information requests and enquiries (e.g. answer requests requiring file or other research); respond, or draft responses, to a diverse range of correspondence and other communications; 

· Undertake informal translations; 

· Organize and prepare staff meetings or special meetings, prepare draft agendas, take minutes and/or notes and/or reporting as necessary; 

· Establish/improve administrative procedures and systems to ensure smooth functioning of the Office, including filing structure of policy, confidential and general management files; 

· Dig out information required for the full understanding of applicable rules and regulations and office procedures; 

· Prepare travel itinerary and identify suitable arrangements for the Regional Representative and perform liaison duties with other units; and prepare relevant travel authorizations and payment requests.  

· Oversee work of office support staff; establish priorities and deadlines, assign work and review outputs upon completion; 

· Train office support staff in administrative, protocol and other relevant procedures; 

· A member of the Procurement Committee; 

· A security warden; 

2.
As Focal Point for Human Resources, I undertake the following:

a. Ensure administration and implementation of HR strategies and policies focusing on achievement of the following:  Full compliance of HR recording and reporting systems with UN rules and regulations, UNDP policies, procedures and strategies; effective implementation of the internal control framework, proper functioning of the HR management system; and Provision of advice and information on UN rules and regulations and changes therein, implementation of personnel rules, use of contractual modalities, and application of entitlements

b. Ensure effective administration of human resources focusing on achieving the following results:  Organization of recruitment processes including provision of input to job classification process, vacancy announcement, screening of candidates, participation in interview panels, writing interview reports, and request UNDP to issue contracts;  Coordination of the recruitment process of interns and ensure that UN rules are followed in the process; Maintenance of the Regional Office staffing table; Administration of UNODC rosters; Monitor attendance of staff members and forward attendance records of locally recruited staff to UNDP on monthly basis, and coordinate with HQ in Vienna with regards to international staff; Maintenance of personnel records and files; Ensure timely completion of proper staff performance evaluation reports (RCA’s, SC evaluation forms and E-Pas) for all staff in a timely manner; Liaise with different UNDP offices as well as with HRMS and AMES in HQ on all matters related to human resources administration and management of the office;

c. Assist in the establishment of UNDP/UNODC administrative procedures
d. Manage the Field Office Staff Information (FOSI) and Field Office Leave Requests (FLOR) databases and ensure their continuous updating;

e. A member of the Local Salary Survey Committee;

5 June 2005 31 August 2005

International Organization for Migration (IOM), Cairo, Egypt

As an Editor/Translator, I carried out the following: edited the Arabic interface of IOM e-library project; translated documents in connection of the official launch of the e-library; Edited ten IOM publications translated into Arabic to ensure their accuracy and compliance with established IOM terminology as well as accuracy of meaning; participated in the official launch of the e-library project by providing consequtive translation; proofread/ revised entries of 67 Arabic paper; conducted translation whenever such translation was lacking for those papers; translated the list of key words from Arabic to English and vice versa; conducted research for more Arabic documents to be entered in the e-library.  This was a work from home consultancy.
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6 January 2005 until 28 February 2005

International Organization for Migration/Iraq Out of Country Voting Programme (IOM/Iraq OCV) – Ahvaz, Iran - Administrative Officer
26 October to 5 December 2005

United Nations Office on Drugs and Crime (UNODC), Cairo, Egypt - Executive Assistant to the Regional Representative

1 December 2003 until February 2004

League of Arab States, Population Policy Department (LAS-PPD), Cairo, Egypt - Project Coordinator

26 May 2002 until 30 September 2003

International Organization for Migration (IOM), Cairo, Egypt –Project Coordinator

August 1996 to August 1997

United Nations Transitional Administration in Eastern Slavonia, Baranja, and Western Sirinium (UNTAES) - Claims and Property Survey Assistant

April 1996 to July 1996

United Nations Support Mission in Haiti (UNSMIH), Port-au-Prince, Haiti - Personnel Assistant

April 1995 to April 1996

United Nations Mission in Haiti (UNMIH), Port-au-Prince, Haiti - Claims and Property Survey Assistant   

January 1994 to March 1995

United Nations Operation in Mozambique (ONUMOZ), Maputo, Mozambique - Claims and Property Survey Assistant 

August 1992 to January 1994 

United Nations Transitional Authority in Cambodia (UNTAC) - Property Survey Assistant/Inventory Assistant

August 1991 to August 1992 

United Nations Special Commission (UNSCOM), Baghdad, Iraq -  Translator/Administrative Assistant

November 1989 to August 1991

United Nations Economic and Social Commission for Western Asia (UNESCWA), Baghdad, Iraq – Administrative Assistant
March 1987 to December 1988

Philips Communications Company, Baghdad, Iraq - Translator and Administrative Assistant.

October 1986 to March 1987,

University of Baghdad, Iraq  - Lecturer
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