
 
 February 26, 2010 

 
Vacancy Notice  

 

 
 

TITLE:   Project Support Assistant 

 
 
CONTRACT TYPE:  Term contract 6 months (Special Service     

       Agreement)  
 
 

SALARY:  CAD $ 2,552.25/month net of taxes  
 
 

OFFICE:  UNESCO Institute for Statistics 
 Data Processing and Standards Unit  
 

   
 
QUALIFICATIONS:  

 
1.    EDUCATION:  Completion of postsecondary (CEGEP) or equivalent level 

education, and additional training in Microsoft software.  

 
2.    EXPERIENCE:  At least five to seven years of relevant experience in the field of 

survey operations is required.  Working knowledge of Microsoft  

CRM and SharePoint is required.  Experience in the collection,  
verification and/or processing of statistical data would be an 
asset. 

 
3.    LANGUAGE:  Excellent knowledge of English both written and spoken and good 

knowledge of French. Fluency in Arabic, Russian or Spanish 

would be an asset. 
 
GENERAL REQUIREMENTS:   Proficiency in MS Word and MS Outlook with advanced skills in 

MS Excel is essential.  Strong communication and project 
management skills.  Must be flexible and have the ability to adapt  
to changing requirements.  Must enjoy working in teams and 

under tight time constraints.  
 
NATIONALITY: Applicants must be either Canadian citizens or permanent  

residents of Canada to fulfil this contract. 
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OCCUPANT RESPONSIBLE TO:    Programme Specialist, DPSS 
 
DUTIES:  Under the overall administrative authority of the Director of the UNESCO 

Institute for Statistics (UIS), the general guidance of senior staff in the 
context of the Institute teams and under direct supervision of the 
Programme Specialist, Data Processing and Standards, the incumbent will  

in particular:     
 

1. Support all UIS teams in the use of CRM for contacts management   

2. Support the implementation of survey processes in CRM 
3. Support the implementation of SharePoint for surveys and teams  
4. Provide administrative support for the management of projects  

5. Support the creation of management reports  
6. Enter and clean contact records into CRM  
7. Perform any additional activities that may be required to ensure the 

success of the work team as assigned or as requested by the 
supervisor. 

 

 
TO APPLY: Persons wishing to be considered for this position are invited to 

 submit electronically a completed UNESCO CV (available on the UIS 
 website under „jobs‟) with a letter of introduction to:  

 recruitment@uis.unesco.org. Please use “FAMILY NAME, Given 
 name, Project Assistant DPSS ” (i.e. DOE, John, Project Assistant 
 DPSS) as the e-mail header/subject. If the application cannot be sent  

 online, a fax may be sent to „UIS Recruitment‟ at +1 514 343 6882. 
 
APPLICATIONS TO BE  

ADDRESSED TO:                     UIS Recruitment  
    UNESCO Institute for Statistics (UIS) 

recruitment@uis.unesco.org  

 
 
CLOSING DATE FOR THE  

RECEIPT OF APPLICATION: On-going, roster 
 

 



VACANCY NOTICE PROJET SUPPORT ASSISTANT DPSS – UIS (CONT.)  
 

-3- 

 
 


