NATO UNCLASSIFIED

Local Assistant Contracts
Post Number: AF RESFIN 0270
Application Closing Date: 24 January 2012

International Security Assistance Force (ISAF) 
Location: Kabul, Afghanistan
Post – Local Civilian Hire (LCH) Grade - 5



Post Description:
The International Security Assistance Force (ISAF) is a NATO-led security mission.  Senior       
Administrator post of the Theatre Financial Controller, which manages Theatre  Contracting actions 
for ISAF.  The Purchasing and Contracting (P&C) office, executes contracting activity for NATO 
command elements in theatre.  Contracting is responsible for seeking opportunities to hire Afghan 
workers and Afghan-owned companies.  He/she provides support of contracting activities

Principle Duties: 
Works under supervision of a contracting officer;
Supports and assists the contracting officer in all procurement matters;
Conducts market research, providing contracting officers with information on marketplace trends;
Assists with coordination of construction and maintenance projects with civilian firms and military and   
governmental agencies;
Monitors and gives background information to Contracting Officer on open issues related to   
requirements;
Assists P&C staff by coordinating administrative matters such as badging requests, scheduling   
contracting meetings, etc.
	Performs market surveys to determine pricing and availability of products and services 
      In local, domestic and international markets;
Assists P&C staff with acquisition planning;
Under direction of a contracting officer, can assist in drafting bid invitations and contract requirements,   
terms, conditions, and payment methods/procedures;
Under direction of a contracting officer, performs petty cash procurement from local vendors;
Receives and documents vendor proposal submissions;
Prepares bid summary sheets for contracting officer’s approval
Maintains and organizes contract files in preparation for contract close-out and audit purposes;
Maintains vendor source file;
Provides status of procurement actions to customers;
Expedites delivery of goods/services when necessary;
Receives and checks all invoices for correctness and enters them into NAFS for prompt payment;
Complete, file and safeguard all concluded contracts for audit purposes;
Screens and reviews incoming correspondence including preparation of outgoing correspondence to  
contractors;
Prepares customs and sales tax exemption forms

Additional Duties:

Acts as an interpreter during negotiations with local contractors when communication in English is not possible;
Escorts suppliers to the main gate;
[bookmark: AddDuties]      Performs other related duties as directed or assigned.  
      Attends training as directed.  
      May be required to perform a similar range of duties elsewhere within the organisation according to the 
      exigencies of the service
	Essential Qualifications:

Professional/Experience: 
Must be able to assist the contracting officer

Education/Training: 
Valid Drivers License
High school diploma or equivalent

Language:  English: Good       Dari: Very Good. 
Note:  Both oral and written work in this post is conducted in English.
  
      Standard Automated Data Processing (ADP) Applications: Good Working knowledge.


	Desirable Qualifications:

	Professional/Experience:   
An understanding of P&C procedures is desired. 

Education/Training.
A university degree or certificate in business administration, management, or a related field is desirable, as is formal training in the technical aspects of acquisition and logistics

Personal Attributes: 
Must be able to communicate both verbally and in writing and be able to argue diplomatically and convincingly on sensitive issues with officials of same or higher rank.
Must be able to deal concurrently with a variety of different subjects.

Professional Contacts:  
Maintains constructive working relationships with ISAFHQ staff and contractors

Work Environment:  
Duties are performed on the HQ ISAF compound
May be required to travel locally using own transport to procure low value items
      
Applications should be sent to vacancies@hq.isaf.nato.int 

     Additional Remarks:  Only applications from candidates meeting essential requirements will be    
     taken into consideration. An initial 12 month contract will be offered and contract extensions may be  
     possible. Salary is 449Euros per month. 

     If interested, please apply in accordance with the General Information for applicants provided through       
     the following link:  

http://www.isaf.nato.int/images/stories/File/ISAF-Jobs/general%20docs/General%20Information%20for%20Applicants.doc
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