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SECTION A- To be completed by the incumbent of the post, if any. (if this section cannot be filled out by the incumbent, it may 

be completed by the supervisor). 

1. Summary of principal functions. 

Th
g of new construction, renovations and performs surveys and prepare material quantities and specifications for 
various projects. 

2. Major duties and responsibil ities. Describe in order of importance what is done and how it is done. Pl ease 
indicate the approximate percentage of time devoted to each function. 

• Perform tasks related to construction work and prefabricated container insta llations in the fie ld mission, 
includ ing but not limited to laying out, framing, and finishing of new construction and repair structural metal 
and woodwork and equipment in establishment. 

• Responsible for operating the heavy and light engineeiing equipment and machineries and canyout the 
maintenance of the runway and helipad, digging septic pit and similar eatthmoving works. 

% 

35% 

• Carry out scheduled periodic and emergency maintenance services on all the installations; Perform surveys 25% 
and ensure the provision of required material quantit ies and specifications. 

• Monitor the tools/equipment and material inventoty; Ensure the use of the materials in most productive 35% 
manner. 

• Perform measuring, marking, and arranging materials in accordance with national and local building codes. 
• Liaise with Project Unit supervisor for expet1 advice on construction works, mason for concrete matters and 

other technicians, as necessary. 

• Perform other functions as assigned by the Unit supervisor. 
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These positions are located in the United Nations Field Peacekeeping Operations, Special Political Missions, Service Centres and Offices as applicable. The Facilities Management Assistant at this level reports to the Unit Supervisor. S/he is responsible to perform tasks related to construction work, such as construct and repair of structural metal and woodwork and equipment in the field mission. The incumbent should be able to do framing, finishing of new construction, renovations and perform surveys and prepare material quantities and specifications for various projects.



3. Guidelines: Indicate the rules, regulations, manuals, procedures, precedents, instructions, policies or other guidelines- written or 
unwritten- which apply to the work"; describe the extent to which the incwnbent is pennitted to INTERPRET or DEVIATE from 
guidelines and to propose or establish new guidelines. 

The incumbent is guided by the Engineering SOP, Workshop manual, manufactw·er spares part manual and other administrative 
instructions. 

4. Consequence of Work: Indicate the kind of decisions or recommendations made and how they affect the work ofthe organizational 
unit. Describe the consequence of errors. 

The incumbent must be able to report back and to advise on status of heavy duty equipment and when it is due for maintenance. 
Any error made tlrrough failure to maintain the heavy duty equipment on time, not adhering manufacturer recommendations will 
cause fi·equent breakdown of the equipment and the organizational lost of money and prope1ty. 

5. Work Relationships: Indicate the purpose, level and frequency of contacts both inside and outside the organization. 

TITLE AND LEVEL 

Senior Facilities Management Assistants or Facilities 
Management Officers at different levels within the 
Unit/Section 

Unit Supervisor 

Staff members at different level within the mission 

PURPOSE AND FREQUENCY 

To provide updates on logistics activities and to discuss applicable 
rules and regulations. Daily 

Rep01t day to day activities and accomplishments. Daily 

To provide and obtain information related to faci lities management 
unit. 

6. Responsibility for the work of others: Indicate the number, title and level of those for whose work you are responsible. Describe 
the nature of your responsibility, such as distribution and review of assignments, training, approval ofleave, performance 
appraisal, etc. 

NUMBER TITLE LEVEL NATURE OF RESPONSIBILITY 
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7. Physical requirements 

(a) Describe the physica l requirements of the work, such as lifting x lbs., walking, standing, sitting, etc. 
Describe how and when these requirements exist and how often per day, week, etc. 

The incumbent should have the ability to work in hardship environment and the ability to operate heavy equipment 
machinery. Ability to use hand and electrical tools and equipment and should be fit to work on high level structures. 

(b) Describe the conditions oftbe work place, such as work in a machine room where extensive noise occurs, work out of doors 
in all weather conditions, damages or hazards present in the operation of the equipment or in the workplace. 

Work in a normal office environment, sharing the space with other colleagues and using computers, printers, and 
photocopiers. The incumbent of the post will be also working in a hardship condition (as required) in different locations 
within the fie ld mission. 

SECTION B - To be completed by the supervisor of the post. 

1. Purpose: Describe the overall purpose, objectives, or goals of the post. 

Ensures the smooth running of facil ities and equipment, by implementing routine and preventive maintenance programs. During 
project implementation, closely follows up and coordinates with all patties to ensure that everyone has the same understanding of 
the project and comp lies with initial plan. Finds the best and least costly way to complete project, without sacrificing quality or 
appearance. Ensures safety procedures are implemented. 

2. Review over work: Describe the way work is assigned (e.g. specific assignments with related instructions, or continuing 
responsibi lity, etc.) and the extent the work is reviewed (whether by the supervisor or others) while in progress or upon 
completion. 

Work involves the provision of support for proj ects and maintenance programmes. Continuing activities are reviewed at regular 
periods. For projects, the approach to unusual projects is approved by supervisor and end products (e.g. cost estimates) are 
rev iewed for soundness of conclusions and judgement. 
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3. Qualifications required to perform the assigned duties of the post 

(a) Skills/knowledge: Indicate kind of, type and length of training required for the post including skill in equipment operation. 

High school diploma or equivalent is required. 

(b) Experience: Indicate the type and length of practical experience required. 

A minimum of three (03) years of practical experience, with an organisations or company, in construction works, assembling 
of prefab containers and operating heavy machine1y. 

(c) Languages required: Identify the languages required and the nature of their use (for example, typing, correction of grammar 
aod punctuation, informal translation). 

English and French are the working languages of the United Nations Secretariat. Fluency in English or French, (both oral and 
written) is required; knowledge of the other is desirable. 

4. Tfthe job description is to be used for requesting a review oftbe classification level, indicate the changes tbat have occuJTed in the 
duty assig1m1ent. 

P.270 (2-10) 



INSTRUCTIONS FOR COMPLETING JOB DESCRIPTIO\' I FORM P.270, GENERAL SERVICE) 

General: Complete all sections of this document accurately in clear, concise language. If a question is not applicable, then mark n.a. Describe the worl< and 
the factors r·cquired of the llQit and not the characteristics, performance or qualifications of the incumbent. Attach additional sheets if nL'CCssary. 

Section A 

I. Summarize the major duties to give a qui cl< over-view of the post's activities. 

2. Du ties and responsibilities 

Each post is responsible for generally four or live ma,jor duties or functions. These duties should be pr·csented in order of importance with a detailed 
explanation of how the duty is achieved. Miscellaneous task.~ which tal<c only a small percentage oftimc can be grouped and listed together. Terms such 
as "assists", "prepares", "handles", or "participates" describe relationships hut do not actually describe what is done to assist, how something is 
prepared or handled, or how one participates; therefore, they should be accompanied by an explanation of the "what'' and "how" of the actual duties. 

Keep in mind the outputs or· end products (what is produced 01·what the work leads up to). Present facts, not appraisals or evaluations of the work. The 
fo llowing examples from different rosts illustrate explanations of how the work is accomplt~hed. 

a. Processing ·of communications: 
(a) Types from draft in final form, in English, French and Spanish either fo r dispatch or for photo-offset, 

letters and notes with appropriate documents sent to the Unit for processing. After this, sends to the 
Ministries of Foreign Affairs, tire Permanent M issions, Organizations and Sllecial agencies. 

(h) Proofreads carefully the letters and notes which come from the Printing Section. Retypes the 
salu tations of the notes as well as the addresses of the letters and special agencies where necessary. 

b. Assists in armnging meetings- for Directors' :Vlceting, Board Meeting, ad hoc meetings: 
a) Assembles, copies and distributes bacl<ground papers and agenda (occasionally under own signature). 
b) Sclredules conference rooms. 
c) ArTanges working lunches for the Executive Director with Regional Directors. 
d) Distribute.~ reports or· minutes or meetings. 

c. Recruitment of Experts, consultants, volunteers: 
1) Obtains information for completion of recruitment form transmitting draft joh descriptions to 

recruitment service. 
2) Completes the request for P.5 to initiate recruitment action and transmit to Administrative Services. 
3) Completes Special Service Agreement, giving details of account number, travel, etc. 
4) Types submission letters of qualified c:1ndidatcs to Government via the Resident Representative's 

Office, upon receipt of nominations. 
5) Sends Letters of Welcome and Channels of Communication to experts, 

3. Guidelines 

Describe the nature of the guidelines by listing tl1em and describe the way they must be used, for example arc they followed cxnctly, nre they readily 
availnble or must they be searched out, must selection be mnde from nmong a m~mbcr of alternatives. 

4. Couseguence.ofworl< 

30% 

15'Yo 

10% 

In general, decision mnk..ing is considered as a commitment to a course of action that is not subject to detailed r·eview. To make recommendations on the 
other hand requires the suggestion for courses of actions and implies that the post does not have complete or liual responsibility. Decisions ~md 
recommendations made often relate to the choice from among guidelines, but they may also involve decisions or recommendations on what can be done to 
complete the worl< before referring to another source. Describe these kinds o1' choices made. Tn addition descr·ibe the damage that would he caused by 
errors in making these choices such as loss of time of incumbent, other stnff members, or equipment; expenditure of excess funds; or additional work of 
other·s. 

5. Worl< Relationships 

Include only those contacts which nre typical and occurTing during the worl< cycle and indicate how cont:1ct is made (personal contnct, tclq1hone contact, 
correspondence). 

6. Responsibilitv for the Work of Others 

Be explicit in describing the nature of the r·csponsibility. General terms like "super·vise" are not sufficiently descriptive. 

Section R 
1. Purnose 

P rovide a brief statement of the overall objective or purpose of l'lre post, such as, provides secretarial support to a recruitment officer. 

3. Qualifications Required 

(a) The kind of training refers to lmowlcdge of general office work or specialized work (such as computer, statistics, accounting). Type of training refers 
to tltc method such tmiuing would normally be acquired, such as high school, trade school, ou the job, etc. 

(b) Experience 
Indicate how the experience relntcs to the job - such as it iucreases efficiency by allowing faster processing or it provides more in depth familiarity 
with thr cxcrptions tha.t occm· in normal operations. 

(c) Languages 
Please describe the way in which languages are used. 
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Post Rating Summary 
Scoring Base : NMS 

fitle : 
Post Number : 
CCOG: 
fype: 
3rade: 
Points : 
:)ld Grade: 

Comments: 

:realed by: User 9/ 17/20 15 11:30 :49 AM 

General SeJVice 

Job Evaluation System 
International Civil Service Commission 

Facilities Management Assistant (JC 3296) 
Multiple 
2.3.01 
new 
G4 at the 50th Percentile 
338 
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(.) J~b 'E~aluation System 
~ International Civil Se~vice Commission 

Title: 

Facilities Mana~ement Assistant 

Nature of Work (Factors: 2/ii/c) 
Primmy Characteristics of Work 

General Process oriented 

Grade : 
04 at the 50th Percentile 

Critical Competencies and Behaviours 

Post Rating SUlllluary 
Scming Base : NMS 

Old Grade: 

Measures of Success 

Focus: Work involves completing standard suppmt activities/processes reql!iring transfmmation & choice of action from several accepted alternatives. 

Deliverable: 

Scope: 

Knowledge/ 
Skills/ 
Expertise: 

Process Execution 

Moderate scope or depth of treatment requiring some interpretation of the subject maUer. 
Or 
Work involves moderate risks or discomfort typically requiring special safety precautions 

Knowledge of the essential elements of a technical or adrninisU"lltive field of work and of work flow in the organizational unit. 
A~D/OR 

Work requires basic operation of complex or specialized equipment. 

Knowledge attained through considerable experience, training or self-study is required. Profic-iency/experience in applying established elements of the discipline, 
including the required tools. 

anizational Environment (Factors: 7/e) 
Primwy Characteristics of Work Critical Competencies and Behaviours Measures of Success 

Targetted Service Support 

Organizational Organizational context allows for some de!,'Tee of independence and provides O(lJ)OitllDities for the incumbent to identify and raises issues affecting efficient process 
Context: delivery. 

Managerial 
Guidance 
Received: 

Supervision received provides developmental & technical support & focuses on quality of process execution. 

Teamwork and Relationships (Factors: 11/i/i) 
Primwy Characteristics of Work Critical Competencies and Behaviours 

Basic Information Exchange 

Engagement: Providing assistance involving the exchange of routine infonnation and limited discussion. 

Measures of Success 

Contacts: Colleagues in the same organizational unit and associates and immediately served clients in other organizational units and/or outside of the organization. 

Languages: Usage of I language 

Factors: 15/l) 
PrimOIJ' Characteristics of Work Critical Competencies and Behaviours Measures of Success 

Impact of 
Actions: 

Team Roles 

:reated by : User 

Focused Process Impact 

Affect delivery of discrete support services with work interrelated with that of others in the same organizational unit or occupation and affects the timely accurate 
completion of the processes or services provided by others inside and outside the immediate organizational unit. 

Plays a key role by regularly providing guidance and advice on tccl.w.ical or procedural aspects of the work and may act as lead band for a workgroup or team. 
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Post Rating Summary 
Scoring Base : NMS 

Title: 
Post Number : 
CCOG: 
Type: 
Grade: 
Points: 
Old Grade: 

Comments: 

Created by: User 9/ 17/2015 12:19:08 PM 

General SeiVice 

Job Evaluation System 
International Civil Service Commission 

FACILITIES MANAGEMENT ASSISTANT (Job Code 3296) 
multiple posts 
2.1.02.c 
new 
G4 at the 65th Percentile 
346 



General Service 

Job Evaluation System 
International Civil Service Commission 

Title : Grade: 

Post Rating Summlli'J 
Scoring Base : NMS 

FACILITIES MANAGEMENT ASSISTANT Job Code 3296) G4 at the. 65th Percentile 

Nature of Work (Factors: 2/iii/b) 
Primary Characteristics of Work Critical Competencies and Behaviours Measures of Success 

General Process oriented 

Focus: Work involves completing standard support activities/processes requiring transfonnation & choice of action from several accepted alternatives. 

Deliverable: 

Scope: 

Knowledge/ 
Skills/ 
Expertise: 

Process Execution 

Either ~cope anrl rlcplh moderate, or scope limited and depth suhstantial , or scope suhstantial and depth limited. 

Issues require considerable interpretation of the subject matter. 
Or 
Exposure to potentially serious physical!health risks. 

Knowledge of commonly used mles, procedures and/or operations to pcrfonn a vatiety of repetitive tasks; 
AND/OR 
Work requires frequent application of standard equipment or proficiency in office tools. 

Work requires some related experience or training. 

anizational Environment (Factors 7 le) 
Primary Characteristics of Work Critical Competencies and Behaviours 

Targetted Service Support 

Measures of Success 

Organizational Organizational context allows for some degree of independence and provides opportunities for the incumbent to identifY and raises issues affecting efficient process 
Context: delivery. 

Managerial 
Guidance 
Received: 

Supervision received provides developmental & technical support & focuses on quality of process execution. 

Teamwork and Relationships (Factors : 11/i/i) 
Primary Characteristics of Work Critical Competencies and Behaviours Measures of Success 

Basic Information Exchange 

Engagement: Providing assistance involving the exchange of routine information and limited discussion. 

Contacts: Colleagues in the same organizational unit at1d associates and immediately served clients in other organizational units and/or outside of the organization. 

Languages: Usage of 1 language 

Results (Factors: 15/k) 
Primmy Characteristics of Work Critical Competencies and Behaviours Measures of Success 

Impact of 
Actions: 

Team Roles 

Created by : U scr 

Contained Process Impact 

Affect delivery of discrete support services with work interrelated with that of others in tbe same organizational unit or occupation and affects the timely accurate 
completion of the processes or services provided by others inside and outside the immediate organizational unit. 

Participates as a rerun member in a collaborative environment within a diverse workforce. May explain or demonstmte work fwJCtions or processes to other 
employees who join the work group tor a short period of time. 
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