
 

  Dear Sir, 

PLEASE READ CAREFULLY 

                RE| Data Entry Clerks & Office Assistants Job Positions 

 

The United Nations Organization is a world leading independent charity organization 

making a difference in the lives of vulnerable children and women. 

We inspire change for vulnerable children and women around the globe; we safeguard 

them against any form of abuse and support them through financial grants, loans and 

projects support. By combining short-term relief with long-term development, our 

program represents a huge undertaking and these positions are available; 

 

       Vacancies Available NOW under our first 2017 staffing exercise 

A) Field and Office Data Entry Clerks to work at the UN North Eastern Offices  
B) Front Office assistants and Data Entry Clerks to work 
in Nairobi,Nakuru,Kisumu,Eldoret,Kakamega,Mombasa and other selected 
Kenyan Towns. 

C) Office Assistants & Data Entry Clerks to work at the UN South Sudan Offices 
in Juba. 
 

NOTE| Reports can be submitted online as you're not required to be in the 
office/field daily. 
 

NOTE| these positions are also available to former UN and US AID employees but 
with equal chances as fresh applicants. 
 

                                                  MINIMUM REQUIREMENTS                  

 East African citizens with K.C.S.E education level and above. 

 Computer literate with knowledge in excel and word 

 Impeccable integrity, Responsible and honest 

 Excellent written and spoken communication in English 

 Good etiquette and respectability 

 Team players with good interpersonal skills 

 Time management skills & Attention to details 

 A Valid PASSPORT, for those interested to work outside Kenya. 

PLEASE NOTE 

Key responsibilities may require some administrative ability, but training and 
guidance will be provided in major areas. 
 

IMPORTANT 

 Employment is on a 3-year contract initially, with the possibility of 
conversion to permanent and pensionable terms subject to 

organizational needs and performance. However, you can apply to 
work for a minimum of 3 months. 

 You'll be part of a dynamic team based in one of the major towns in Kenya for 3 
years working full time or part time according to your application. 

Salary and Benefits 



The United Nations Nairobi offers you attractive remuneration packages with 
competitive pay and benefits as follows: 

 Monthly net salary range; Nairobi and Major towns in Kenya | US$ 530 

(Kshs 54,616/=)Daily allowance : Kshs 250/=  

 Monthly net salary range: N. Eastern Kenya and South Sudan 

Juba; US$ 895 (Kshs 92,229) Daily allowance; 15 USD. 

 Income Tax; Salaries, grants and allowances paid by the United Nations 

are exempt from income tax. 

You are also entitled to other allowances and benefits including family 

allowances, if you have eligible children in school and in some locations if 
you have an eligible dependent spouse or parent. 
 

PART-TIME WORK AND TRANSPORTATION 

Students and those who want to work part-time should indicate in their 
application letters 

Transport to all towns in Kenya and South Sudan Juba is provided FREE from Nairobi, 

after contract signing on Employee-Employer session at The UNITED NATIONS OFFICE, 
UN AVENUE GIGIRI Nairobi. 
 

PLEASE NOTE 

You will receive a confidential appointment letter after clearing with the 
procedure below with finer details about your job and the date for the Employer-

Employee session contract signing at the UNITED NATIONS OFFICE, UN AVENUE 
GIGIRI, in Nairobi Kenya. 
 
As a successful candidate, you are notified immediately through your daytime phone 

numbers and email address 

SUCCESSFUL APPLICATION PROCEDURE 
 

 1. Email your application letter including; 

 CV and or Copy of your result slip or certificate. 

 A copy of your national ID or waiting card. 

 Colored passport photo. 

 Daytime phone contacts. 

 Indicate the region applied for e.g. Nairobi, Mombasa, South Sudan Juba or 
N. Eastern Kenya etc. 

2. Pay a ONCE OFF REFUNDABLE PROCESSING FEE of Kshs 750 (For Nairobi, 
Mombasa,Kisumu,Eldoret and Nakuru regions) or Kshs 1,500 (For North Eastern Kenya 

and South Sudan Juba applicants), through MPESA to 0702 364 393,THEN write 

the MPESA Transaction number e.g. LCDOCJBFNA3 in your application letter as an 
application code. 

 
3. Email your documents, application letter and your transaction no: 
 

THE HUMAN RESOURCE DEPARTMENT 

RUSSELL REYNOLDS INTERNATIONAL 

RE| United Nations Organization  

Email: unonnke@gmail.com | unorgke@gmail.com 

 Website | http://undevorg.wix.com/unon 



TEL |+254 700 349 242 | +254 702 364 393 

Nairobi | Kenya 

 

PLEASE NOTE 

Due to the URGENCY of our work, applicants are shortlisted on a weekly basis and we 
may offer these positions by our closing deadline on 19th July 2017 08:00 pm 

 

NOTE| Applications & Documents without PROCESSING FEE will NOT be considered. 
Our MPESA line is directly linked to our system & therefore any transaction you make 

will directly be reflected in our database. 
 

Kindly submit your resume and documents by or before deadline. 
 

PLEASE NOTE 
 CVs and all documents to come ONLY through our emails as above. 
 All documents to reach us by 19th July 2017  08:00 pm 

 

Thank you 

Mr. Bernard Maoga Ombongi 
RECRUITMENT OFFICER 

HUMAN RESOURCE DEPARTMENT | United Nations Office 

United Nations Avenue Gigiri | UN Complex Block N8 
P. O. Box 67578 - 00200 

Tel |+254 702 364 393 | +254 700 349 242| Fax|+254-020-7624349  

NAIROBI KENYA 

 


