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VACANCY ANNOUNCEMENT

Manager, Multilateral Diplomacy Programme – P5
Organization: Peace, Security and Diplomacy Unit/UNITAR 

Deadline for applications: 11 September 2009
Date of issuance: 12 August 2009
Duty Station: Geneva
Remuneration: Depending on professional background and experience the Executive Director reserves the right to appoint a candidate at a lower level than the advertised level of the post.

Accountabilities: Under the supervision of the Associate Director, Training Department, and Head, Peace, Security and Diplomacy Unit, the incumbent:

· Designs, develops, manages and works to ensure the successful implementation of training projects, activities and initiatives in the field of multilateral diplomacy and international affairs, conducted in the framework of UNITAR`s Core Diplomacy Training (CDT);
· Promotes and initiates new projects and activities which may be requested by Member States or partner organizations on a demand-driven basis; 
· Develops fundraising strategy for the Programme and mobilizes funds to ensure sustainable running of Programme activities; prepares budgets, manages funds and reports to donor agencies as required; 
· Monitors contemporary developments in diplomacy and international affairs and liaises with Member States and, in particular, Ministries of Foreign Affairs; inter-governmental organizations, including the relevant agencies and organizations of the UN system; universities; and other partners / donors in view of identifying needs and responding to requests for the design, development and funding of diplomacy-related training projects, activities and initiatives;
· Contributes to and coordinates the drafting of project proposals which respond to needs identified in the field of multilateral diplomacy and international affairs training;
· Coordinates research in view of developing new and/or revising existing training materials, tools and methods in the field of multilateral diplomacy and international affairs; 
· Liaises with Member States and intergovernmental organizations, including UN bodies, agencies and programmes, in view of identifying experts and resource persons for training projects and activities; 
· Coordinates the evaluation of diplomacy-related projects and activities in view of contributing to a harmonized reporting process of the Institute; reviews and finalizes substantive project and activity reports; 

· Identifies suitable specialists and experts to be associated with the Programme`s work; recruits, guides and evaluates experts and consultants for the Programme;

· Reviews programme strategy regularly and contributes to the Institute’s overall strategic planning as it relates to multilateral diplomacy and international affairs; 

· Liaises with directors of diplomatic training institutions/academies at the country level in view of  establishing collaborative partnerships, joint programming and the sharing of experiences and lessons-learned;

· Liaises with the Institute’s senior management, in particular with the New York Office, in view of developing joint projects and activities as well as intensifying cooperation and synergy;

· Delivers training sessions and facilitates training and capacity development activities in the area of multilateral diplomacy and international affairs; 

· Oversees the preparation of and contributes to public relations information on the Institute’s diplomacy and international affairs training in view of increasing UNITAR visibility;

· Supervises, manages, guides and trains staff under her/his supervision;

· Recruits staff for the Programme taking into account geographical and gender balance and special needs in substantial areas; 

· Represents UNITAR in conferences and meetings and serves as an effective spokesperson internally and externally;
· Contributes to unit-wide and institution-wide activities.

Work implies frequent interaction with the following/supervision:

· Staff in related units or offices of the Institute

· Ambassadors/Permanent Representatives and other diplomatic staff of the Permanent Missions to the United Nations

· Counterparts working in other international organizations, including those in the United Nations system

· Staff in the training and professional development departments/divisions of Ministries of Foreign Affairs, and directors of diplomatic training institutes/academies at the country level

· Non-governmental organizations, universities, the private sector and the press/media

Supervision: Supervises the work of Specialists, Training Associates, Associate Programme Officers and Consultants.

Results Expected: Design, development and implementation of a core diplomacy training  curriculum at UN offices and in cities hosting the UN regional commissions; establishment of  strategic partnerships with diplomacy training organizations world-wide; further development of  tailor-made projects and activities; development of regional and national capacity development activities in multilateral diplomacy and international affairs; development and dissemination of new training resources and tools related to multilateral diplomacy and international affairs; effective and timely liaison and interaction with colleagues and concerned parties internally and externally.

Competencies:

· Professionalism – Comprehensive knowledge of and practical experience in a full range of training projects, tools and methodologies; experience in designing and delivering professional training in diplomacy and international affairs; experience in assessing needs and drafting training needs assessment reports; ability to analyze and integrate diverse information; up-to-date knowledge of contemporary topics and issues in the field of multilateral diplomacy and international affairs. 
· Planning & Organizing – Sound organizational skills and ability to prioritize own work programme, supervise colleagues and work under pressure with frequent and tight deadlines.
· Communications – Excellent communication (spoken, written and presentational) skills, including ability to produce a variety of written communications products and to articulate ideas in a clear, concise style.  
· Managerial Skills/Teamwork – Sound management, decision making and accountability. Ability to supervise, coach, guide and evaluate staff. Strong interpersonal skills and ability to establish and maintain effective working relations with people in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity.
Qualifications:

Education: Advanced degree in international relations, political science or another field related to multilateral diplomacy, or an equivalent combination of education and experience related to the post.

Experience: Ten years of relevant work experience, at least five of which at the international level. Proven experience in the development, management and implementation of training and capacity development activities in the area of multilateral diplomacy and international affairs; experience in developing pedagogical material for professional training programmes; exposure to multilateral diplomacy; experience in fundraising. Broad understanding of the functioning of the UN system. Experience in the delivery of training. Field experience is desirable.
Language: Fluency in oral and written English and French; knowledge of Spanish is highly desirable.  

UNITAR shall place no restrictions on the eligibility of men and women to participate in any capacity and under conditions of equality in its principal and subsidiary organs. (Charter of the United Nations - Chapter 3, article 8).   English and French are the two working languages of the United Nations Secretariat. Priority will be given to the applicants from the under represented regions at UNITAR. There will be a probation period of 3 months.
How to apply
All applicants are strongly encouraged to apply as soon as possible after the vacancy has been posted and well before the deadline stated in the vacancy announcement. 

A letter of motivation as well as the P11 form/ Curriculum Vitae are to be sent to:  estaffing@unitar.org

UN staff members must submit copies of their latest Performance Appraisal System (PAS) report at the time of application.
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