Delegation of Authority 

to the Office for the Coordination of Humanitarian Affairs 

for the 
Recruitment of Technical Cooperation Advisers/Personnel for Projects 

Serving for OCHA in the field  

1. The Assistant Secretary-General, Office of Human Resources Management (OHRM) hereby delegates to the Under-Secretary-General and Emergency Relief Coordinator, Office for the Coordination of Humanitarian Affairs (OCHA), authority to recruit and appoint, under the conditions specified below, Technical Cooperation Advisers and Project Personnel for Technical Assistance Projects for which OCHA has been given implementation responsibility and budgetary authority. This instruction sets forth that authority and the procedures approved. 

2. The authority delegated to OCHA relates to recruitment and appointment, under the 200 series of the Staff Rules, of Technical Cooperation Advisers for service with the Department for the Coordination of Humanitarian Affairs and Project Personnel required for projects for which they have been given responsibility and budgetary provisions to implement, when the following conditions are met:

(a) Candidate is employed for a position in an OCHA field office;

(b) Appointment is at a level from L-1 through L-5 and,

(c) Appointment is for a duration of up to twelve months, subject to extension.
For this purpose OCHA may make its own arrangements for the discovery of candidates from within the particular field station, but to the greatest extent possible, procedures similar to those followed by Human Resources Management Services (HRMS), United Nations Headquarters, Geneva, will be observed.
3. Authority is also delegated to OCHA for reclassification of salary levels of serving Project Personnel up to and including level 5 and, to extend appointments of serving Project Personnel up to a maximum of twelve months. 

4. Once an expert is appointed, extended or reclassified to a higher level by OCHA under the authority delegated above, OCHA will forward to HRMS, as appropriate, copies of : 

(a) The Personnel History Form (P-13) of the expert;

(b) The Relevant job description;

(c) The technical evaluation of the expert by the substantive division of OCHA, and 

(d) A copy of the completed Personnel Action Form (P-5) together with a copy of the Letter of Appointment.

Authority Retained a Headquarters


(a)
HRMS/UNOG will be responsible for the recruitment of candidates at levels L-6 and L-7. For this purpose OCHA will provide to HRMS:

a. The relevant job description;
b. The request for recruitment [Personnel Action Form (P-5)] and,

c. The Personnel History statements of any candidate(s) OCHA may suggest.

(b) Upon receipt of OCHA’s request for recruitment, HRMS will:

a. Circulate the job description to recruitment courses and/or make a roster search,

b. Screen nominations from all sources, check references and initiate pre-recruitment formalities as necessary,

c. Have candidates interviewed,

d. Submit a panel of qualified candidates to OCHA who will obtain evaluations of the candidates by the concerned substantive branches of OCHA (or the decision of the Governments where necessary) and notify HRMS of the name of the candidate to be appointed as soon as possible but not later than one month from the date of receipt of submission,

e. Notify each candidate when this name has been submitted to OCHA and request medical examination and clearance,

f. Inform OCHA of clearances obtained,

g. Upon notification by OCHA of the selection of a candidate for appointment, determine salary level, make offer of appointment and complete all pre-appointment functions,

h. Upon acceptance of the offer by the candidate and completion of all clearance procedures, inform all other candidates of outcome of their applications,
i. Initiate the relevant Personnel Action and liaise with OCHA for: 

(i) The effective and ending dates of the appointment,

(ii) Arrangements for insurance, travel and salary advance and, 

(iii) Issuance of Letter of Appointment

When action is completed, OCHA will return copy of the completed Personnel Action (P-5) and a copy of the Letter of Appointment to HRMS for purposes of appointment statistics.

j. Request the Supervisor, Personnel Records Unit in writing to send the file of the newly appointed expert to OCHA, retaining skeleton file at Headquarters and forward the skeleton file to the appropriate personnel unit for rostering. 

7. HRMS retains authority for approval of extensions of appointments for total durations in excess of twelve months and for reclassifications to levels 6 and 7. OCHA will refer recommendations for extensions beyond twelve months and reclassifications to levels 6 and 7 along with detailed justification to HRMS together with an evaluation of the performance of the expert concerned and the current job description. HRMS will evaluate the expert’s file and OCHA’s request and will inform OCHA of the decision. OCHA will then be responsible for issuing the Letter of Appointment, processing the necessary Personnel Action (P-5) and sending relevant copies to HRMS.

