DIVISION OF LABOUR UPON RECEIPT OF THE DELEGATION OF AUTHORITY ON HUMAN RESOURCES MANAGEMENT, AMONG THE SUBSTANTIVE OFFICES, UNOG AND OCHA

FOR PROFESSIONAL STAFF UNDER 200 SERIES

	HR ACTIVITY
	DESK/FSS/SM
	OCHA/   RESPONSIBLE OFFICE
	UNOG/

RESPONSIBLE OFFICES

	1. Recruitment

· Approval of post 

· Classification

· Advertisement

· Approval of appointment

· Offer of appointment

· Appointment travel

· Appointment travel claim
	Request     Desk/FSS

Request     Desk/FSS

Request      Desk/FSS

Request      Desk/FSS

Request/SM
	AO/FS Approve                   

HRS Process                   

HRS approval

HRS prepare & process

HRS approves

HRS approves 


	-

Review/Approve JVCM

-

Travel Unit



	2. Initial appointment

· Orientation
	-Facilitate
	Prepare & arrange FSS/HRS/FS
	

	3. Entitlements

· ORB

· Hazard pay

· Compensation ( Appendix D)

· Dependency allowance

· Dependents-registration

· Education grant

· Education grant travel

· Family visit travel 

· Home leave

· Leave and attendance

· Maternity leave

· Medical insurance

· MHA

· Pension participation

· Rental subsidy

· Special leave

· Group life insurance
	-

-

SM request

SM request

SM request

SM request

SM request

SM request

SM request

SM request

SM request

SM request

SM request

SM request

SM request

SM request

SM request
	Process            AO/HRS/FS

Process            AO/HRS/FS

HRS process transmission to ABCC for review           

HRS process & approve

HRS process & approve

HRS process & approve 

HRS process & approve              

HRS process & approve

HRS process & approve

HRS record

HRS process & approve

HRS process 

HR process & approve

HR process

HRS process & approve

HRS process & approve

HRS process 
	ABCC for review & action

FRMS for payment

FRMS for payment

FRMS for payment

FRMS for payment

FRMS for payment

FRMS for payment

Medical unit

FRMS for payment

FRMS/

UNJSPF

FRMS for payment 

FRMS enrollment

	4. Other HR actions

· Approval of extension

· Extension LOA

· SPA

· Promotion

· Disciplinary action

· Service beyond retirement

· Separation from service

· Repatriation travel 

· Repatriation grant

· Exit clearance
	Desk/FSS

Desk/FSS

Desk/FSS

Desk /FSS

Desk/FSS

Desk/FSS

SM request

Arrange
	AO/HRS process & approve

AO/HRS process & approve

AO/HRS  prepares 

AO/HRS approves

AO/HRS processes & approves

AO/HRS process 

AO/HRS initiates & approves

AO/HRS initiates & approves                             

 HRS approves

AO/HRS initiate & approve

              
	OCHA SPA panel reviews

JAB

Travel Unit 

FRMS

FRMS
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KEY

EO: Executive Office, OCHA New York

AO: Administrative Office, OCHA Geneva

HRS: Human Resources Section , OCHA Geneva

FS: Finance Section, OCHA Geneva

HRMS: Human Resources Management Service, UNOG, Geneva

FSS: Field Support Services Section, OCHA Geneva

JVCM:  Job Vacancy and Classification Management

ABCC: Advisory Board on Compensation Claims

JAB: Joint Appeals Board

FRMS: Financial Resources Management Service, UNOG Geneva

UNJSPF: United Nations Joint Staff Pension Fund
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