WEST AFRICAN POWER POOL

Vacancy Announcement

NOTICE OF LOCAL RECRUITMENT
BILINGUAL SECRETARY

The West African Power Pool (WAPP) is a Specialized Institution of the Economic Community of West African States,
(ECOWAS) established by the Authority of Head of States and Governments of ECOWAS Member States to ensure the
integration of the national power system operations into a unified regional electricity market in order to provide the citizens of
ECOWAS Member States with a regular, stable and reliable electricity supply at affordable costs, over the medium to long
term. This aims to encourage industrialisation, improve Health and Education, Reduce Poverty, Create Employment
Opportunities, etc...

The Headquarters of the General Secretariat of WAPP is based in Cotonou, Republic of Benin.

The WAPP Secretariat, in view of achieving its global Vision, intends to increase its staffing by filling the following job

vacancy:

Department:
Position Title:
Position Type
Location:
Contract Type
Reports to:
Subordinates:

Job Summary:

Essential Duties
and

Responsibilities:

Academic and
Professional
Qualifications
Required

VA-Bilingual Assistant-Revised DPIPES-October 2018-English

Department of Planning, Investment Programming and Environmental Safeguards (PIPES)
Bilingual Secretary

Local Position

Cotonou, Benin

Permanent Contract

Director of PIPES Department (D/PIPES)

N/A

Within the supervision of the Director of PIPES, the Bilingual Secretary will provide qualitative assistance to the
D/PIPES to ensure smooth, efficient and effective operations for a variety of administrative and secretarial
functions of the PIPES'’s office and the Department of PIPES as a whole, using his/her academic & professional
qualifications as well as French & English language skills.

The Bilingual Secretary reports to the Director of PIPES.

The Bilingual Assistant's key tasks shall be;

First source of Information for internal and external enquirers

Reception of visitors and telephone calls

Manage D/PIPES's diaries

Format and enhance the quality of written texts in English and French

Handle all PIPES Department incoming and outgoing correspondences

Draft correspondences for D/PIPES and follow-up on outstanding matters if required

Maintain electronic and hard copy filing and archiving of PIPES Department Documents

Help with the organization of the work of the department team

Manage PIPES Department stationary store by receiving replenishments, issuing request and initiating
replenishment of items

10. Assist in the preparation and conduct PIPES Department meetings and if needed WAPP meetings

11. Prepare minutes/reports of meetings in English and/or French

12. Draft and/or Translate documents using French and/or English languages

13. Perform any other further duties related to the role of Bilingual Secretary that may be assigned to her/him.

©CoNooRkwN =

Education:

= Alevel Diploma + Degree or Professional qualification in Secretaryship

= Bilingual Language Training License or Certificate (English & French) or equivalent
Professional Years’ Experience:

= Atleast six years’ experience in secretarial work.

= Anexperience in an international organization would be an advantage.

Page 1 of 2



WEST AFRICAN POWER POOL Vacancy Announcement

Knowledge, Skills
and Abilities

Required:

Particular &

Application
information

Skills: The applicant shall have:
Theoretical skills:
= Proficient in all the techniques and tools of Office Automation (Draft and format documents, adapt to
different inquirers, Filter and disseminate information, Draft meeting minutes, Master the techniques of
taking Notes and Scanning, Manage Databases)
= Very good knowledge of Oral and editorial communication rules and techniques, administrative
editorial and word processing and Office Management.
= Detailed knowledge of modern office procedures,
= Skills in administrative staff management,
= Competences in organization of events,
Operational Know-How:
=  Excellent oral and editorial expression in French and English,
Receive and record telephonic messages in English and French languages
Ability in document management, filing and archiving,
Register and classify documents following a filing plan
Proficient in word processing software, spreadsheets and MS Office,
Have proven abilities in word processing/typing & format rules
Electronic and hard copy compilation and filing of reports
[Versatility and highly developed organizational skills with the ability to prioritize workload and manage
multiple tasks simultaneously while attending to small details.
= Ability to work under pressure with minimal or no supervision
=  [Ability to work in a team,
= Proficiency in this use of IT tools such as MS Office applications (Word, Excel, PowerPoint, Outlook...)
Professional Ethics:
= Have a high sense of integrity, objectivity, tact, discretion, confidentiality and professional ethics,
= [Good judgment, good initiative, strong sense of responsibility for different cultures and for timelines
and demands of a job well done,
= [Have an excellent relationship skills and maintain at all times a professional decorum
=  [Ability to adapt and work in a multicultural environment

Language:
= QOral and Editorial proficiency in English or French with a good working knowledge of the other

language
a) Particular Conditions of Work:
e Possible extended working hours including weekends in occasionally stressful environment
b) Age:
e Candidates should not be over 50 years old at the point of recruitment.

¢) Remuneration:
e The position is on Grade G5 of the WAPP Secretariat Pay Scale. The starting point will depend on the

qualifications and experience of the incumbent. The WAPP Secretariat offers a competitive
compensation packages comparable to those offered by similar regional/international organizations.
d) Equal Opportunities:
Applicants must be a WAPP Member State Citizen. WAPP is an equal opportunity employer that offers equal
chances to men and women. Qualified women are strongly encouraged to apply. Both internal and external
candidates are encouraged to apply
e) Application:
v Interested applicants who meet the minimum qualifications for this position must apply online by
visiting the following link: http://www.ecowapp.org/careers
v All Applications must be submitted online. Paper applications will not be accepted.
v" Applications sent after the required submission deadline will not be considered.
v Only shortlisted candidates shall be contacted for the next stage of the recruitment process.

Applications for the position shall be received from 30t October 2018 to 30t November 2018 included.
The Closing date for this position is 30t November 2018 at 06:00pm, Benin local time (GMT+1).

VA-Bilingual Assistant-Revised DPIPES-October 2018-English Page 1 of 2


http://www.ecowapp.org/careers

WEST AFRICAN POWER POOL Vacancy Announcement

VA-Bilingual Assistant-Revised HRO/DAF-June 2017-English Page 2 of 2



