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VACANCY ANNOUNCEMENT

 Title:
Specialist 

Unit/Department: 
UNOSAT, Research Department 

Deadline for applications: 
5 January 2012
Date of issuance: 

 6 December 2011
Duty Station: 
Geneva, Switzerland
Organizational Setting and Reporting Relationships: The position is located at the UNITAR headquarters, within the Department of Research, at the UNOSAT Programme.  The Specialist works in the area of activity programming and planning, under the direct supervision of the Manager of the UNOSAT Programme and in close coordination with other senior specialists and experts within the Programme.

Responsibilities: Within delegated authority, the incumbent will be responsible for the following: 

· Ensure the programming of activities and deliverables produced by UNOSAT by developing and putting in place a reliable programming policy for the entire Programme including the conceptualization of the necessary guidelines to be enforced by the Programme Manager. The incumbent is expected to maintain the programming system and be responsible for its functioning and related reporting.

· Provide operational assistance to emergency response, rapid mapping, and human security mapping by assisting directly the Head of Operations during urgent UNOSAT operations in organizing the identification and contracting of satellite data providers, experts and specialists and ensuring the activation of UNOSAT surge capacity in case of need. The incumbent is expected to be part of the UNOSAT emergency response team and be available on call at any time; 

· Monitor and report by organizing and maintaining an efficient system of databases and files on all UNOSAT activities so to have an overall view of the entire activity, gathering the necessary information within the team, participating in project meetings and reporting exercises and be responsible of various output such as statistics, donor reports, performance indicators, evaluations, and beneficiary statistics;

· Organise and coordinate all matters within the Programme pertaining to human resources, finance and administration by assisting directly the Manager within delegation of authority and being responsible for the gathering and maintenance of all administrative, contractual and procurement details and ensuring the interface with HRS and AFS within UNITAR and be the focal points for UNITAR and UN internal mechanisms such as Committees on Contracts and other procurement and administrative instances;

· Oversee the standardization of all UNOSAT project proposals by planning, integrating and coordinating professional work within the team and acting as the focal point within the team for the formulation and submission of project proposals to UN agencies and donors in all areas of activity of UNOSAT and by ensuring coherence and consistency in the formulation of project budgets and cost recovery fees across the programme;
· Provide donor relations advice and support by gathering information and researching donor policies, preparing documents and briefs, and participating in meetings with donors and partners as necessary, including at the level of head of agency and ambassador, with professional autonomy and responsibility within the limits of the delegation received from the Manager;
· Ensure proper coordination of UNOSAT input in interagency initiatives by representing UNOSAT in inter-agency meetings, conferences, and project workshops, as requested by the Manager, and making presentations on selected topics/activities and by understanding and seizing opportunities for the Programme with major external interlocutors
· Oversee the implementation of selected projects/activities by taking operational responsibility for their implementation in collaboration with the rest of the UNOSAT team, liaising with the donor and the recipient parties, undertaking the background and operational work necessary to the implementation of the activities, including missions;

· Coordinate and oversee the production and printing of communication and information products (e.g. press kits, press releases, feature articles, speeches, booklets, brochures, audio-visual materials) by identifying and suggesting topics, undertaking the required research, preparing production plans, writing drafts, obtaining clearances and finalizing texts, and coordinating design approval and printing procedures and liaising with the relevant UNITAR Section;

· Take part with the Manager and the senior staff on the institutional development of UNOSAT by participating in strategic planning exercises and senior meetings as requested by the Manager on topics including external relations and inter-agency cooperation, and internal goal setting. 

· Performs other duties as required.
Work implies frequent interaction with the following:

Within UNITAR: Executive Director Office, Public Information Unit, Administration and Finance Section, Human Resources Section, Committee on Contracts, Governance Unit, Environment Unit, various Programmes and Outposted Offices

Outside UNITAR: Officers and senior officers and technical staff in relevant UN Secretariat units and in UN funds, programs and other UN specialized agencies, as well as representatives and officials in other international organizations, non-governmental organizations, universities, consultants, and other areas of civil society. Representatives and officials in Ministries, national and local governments, and officials in Permanent Missions to the United Nations. 
Results Expected: 

The work of the incumbent will produce results that have direct impact on the Programme in several areas including programming and operations, among which the following are of primary importance for this position: (a) the programming of resources and output of the programme; (b) partnerships and collaborations including the network of satellite data providers and the family of user organisations in various areas (humanitarian relief, training, human security etc); (c) efficiency in administration, human resources and donor reporting.

The first result of the work of the incumbent is of strategic importance to the Programme given the increase in demand of UNOSAT products, services and training. The work of programming the use of resources available and the production of results is a major strategic innovation to be implemented urgently at UNOSAT. In the same context the work of the incumbent is expected to result in the design and monitoring of a number of assigned projects.

The second result is the maintenance and development of the network of strategic contacts and partnerships and the effective and timely interaction with concerned parties within and outside the UN system which cannot be done by the technical experts working at UNOSAT while it is essential to maintain the excellence of UNOSAT output.

The third result is the efficient support to the Programme Manager in the area of finance and administration with regard to all the projects run by the Programme, their financial reporting to donors and to UNITAR AFS, preparation of biennium budgets, income projection, and in the area on human resources, relevant contracting of experts, consultants and interns and coordination of staff contracting and job descriptions in support of the Manager.

One additional expected result is the enhanced visibility of the Programme, obtained though assisting the Manager with well-reasoned written contributions, e.g., background papers, analyses, sections of reports and studies, inputs to publications and the coordination of the public information material published by UNOSAT in adherence to UNITAR rules and practices.

Competencies:

· Teamwork:  Works collaboratively with colleagues to achieve organizational goals; is able to coordinate effectively teams composed of various colleagues working on a specific task; solicits input by genuinely valuing others’ ideas and expertise; is willing to learn from others; places team agenda before personal agenda; very good inter-personal skills and a demonstrated capacity to deal with colleagues and counterparts from different backgrounds, and proven ability to function in a multi-cultural and multi-ethnical environment with sensitivity and respect for diversity.

· Planning & Organizing:  Based on the supervision received from the Manager, develops clear goals that are consistent with agreed strategies; identifies priority activities and assignments with minimal supervision; adjusts priorities as required; allocates appropriate amount of time and resources for completing work; foresees risks and allows for contingencies when planning; monitors and adjusts plans and actions as necessary; uses time efficiently.

· Accountability: Acts in full consultation and in compliance with instructions from the Manager and takes responsibility for delegated assignments; is accountable and trustworthy on administrative and financial matters requiring professional discretion and restraint; honours commitments by delivering outputs within prescribed time, cost and quality standards; operates in compliance with organizational regulations and rules; supports colleagues and takes personal responsibility for his/her own shortcomings and shares successes with the team where applicable.

· Technological Awareness: Keeps abreast of technology development; understands applicability and limitations of satellite technology to the work of the Programme; understand satellite imagery/data commercial distribution and licensing systems; possess basic knowledge of technicalities of earth observation and satellite data; shows willingness to learn new technology applications.
· Professionalism:  Knowledge and understanding of theories, concepts and approaches relevant to the use of space technologies for humanitarian and development affairs. Ability to identify issues, analyze and participate in the resolution of issues/problems. Ability to conduct data collection using various methods. Conceptual analytical and evaluative skills to conduct independent research and analysis, including  familiarity with and experience in the use of various research sources, including electronic sources on the internet, intranet and other databases. Ability to apply judgment in the context of assignments given, plan own work and manage conflicting priorities. Shows pride in work and in achievements; demonstrates professional competence and mastery of subject matter; is conscientious and efficient in meeting commitments, observing deadlines and achieving results; is motivated by professional rather than personal concerns; shows persistence when faced with difficult problems or challenges; remains calm in stressful situations. Takes responsibility for incorporating gender perspectives and ensuring the equal participation of women and men in all areas of work.

· Communication:  Speaks and writes clearly and effectively; listens to others, correctly interprets messages from others and responds appropriately; asks questions to clarify, and exhibits interest in having two-way communication; tailors language, tone, style and format to match audience; demonstrates openness in sharing information and keeping people informed.

Qualifications  

Education/Experience: Advanced university degree (Master’s degree or equivalent) in business administration, political sciences, law, international relations, public administration or a related field.  A minimum of five years of progressively responsible experience at the international level in project implementation and management, good understanding of the fields of humanitarian affairs, crisis response, prevention and recovery, development cooperation, international affairs, and  environmental issues; sound understanding of satellite technologies and their applications to the areas mentioned before; proven experience in handling ordering, purchase and transfer of data and imagery from satellite data providers and similar public entities (governments, space agencies); proven experience in handling budget and allotment submissions with the tools and procedures used in the UN system; experience in writing and overseeing donor reports, purchase orders and submissions to committees on contracts and similar administrative committees; proven record of proficiency in coordinating the organization and holding of international conferences/workshops/events gathering UN and non-UN participants; proper understanding of UNITAR administrative procedures, requirements and financial and procurement process is highly desirable.

Languages: Fluency in English and French (both oral and written) is required. Knowledge of another UN official language is an advantage.   

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 at:  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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