Applicants are sought to fill a temporary Administrative Officer, in the Integrated Operational Team, DPKO, at the P-4 level, for a period of 11 months. Staff members who would like to indicate their interest should do so by e-mail only to Ms. Haseena Yasin at yasinh@un.org, with a copy to dpko-tvas@un.org. Applications must be received no later than 29 June 2009, COB.  

Applicants are requested to attach their CV (P.11/PHP) and two updated PAS/PER/FOPA reports.

Please indicate Ref. no. TVA/2009/67418/P4/IOT-AO in the subject line of your email. 

Please note that for serving staff members who are at a lower level than that indicated, classification of this position is required for such staff to be eligible for SPA.

Administrative Officer, P-4, Integrated Operational Team

Responsibilities  

Under the supervision of the Senior Administrative Officer (SAO) and the direction of the IOT Team Leader, the Administrative Officer (AO) is responsible for serving as the secondary focal point for all strategic, operational, and cross cutting level administrative matters (budgeting, financial management, organizational design and human resources management, staff welfare, conduct and discipline, and procurement) concerning field missions within the IOT’s area of responsibility.  These responsibilities are to be carried out in close coordination with the Department of Field Support (DFS) and field mission counterparts.   

Operational Guidance and Support


Assists the SAO in providing expert advice to the  Integrated Operational Team (IOT) Team Leader about the operational implications of the Organization's programme planning and budgeting, financial management, organizational design and human resources management, staff welfare, conduct and discipline, and procurement regulations, rules, polices, procedures and guidelines;

Coordination / Liaison


Coordinates with the responsible DFS interlocutors regarding proposed operational guidance that may have cross-cutting administrative implications;


Identifies operational developments, problems and incidents with a cross-cutting  administrative element, including issues arising from intermission cooperation, and ensures the timely and effective resolution of those issues, in coordination with relevant partners within DFS and DPKO;

Operational planning:  


Provide input to the development of Terms of Reference (TORs) for Technical Assessment Missions (TAM) and coordinate DFS participation; briefs DFS counterparts on the outcome of a TAM. Lead in the development of the TAM report for the administrative components.  


Coordinates administrative issues in the proposed Status of Forces Agreement (SOFA) or Status of Mission Agreement (SOMA) and other binding agreements with FPD and FBFD;

Resource Planning


Provides administrative inputs to the strategic planning guidance for the development of mission RBB frameworks and the budget;


Assist substantive components within DPKO to finalize RBB frameworks;


Serve as the secondary DPKO focal point for coordinating DPKO participation in ABACUS visits, guiding the DPKO internal integrated review of staffing proposals, including mission structure and staff justifications, and resolving pending issues;


Serve as the secondary DPKO focal point for Trust Fund development for respective missions, including through formulation of Terms of Reference, as it relates to the scope of the Trust Fund;

Reporting and Briefing


Identifies the need to include administrative aspects in reports of the Secretary-General to the Security Council, other reports and briefings to the Security Council, as well as reports on mission specific issues, and liaises with FPD and FBFD to obtain inputs on those aspects;


Maintain continuous awareness of the administrative posture of assigned mission(s), 


Support SAO in preparation for and during TCCs briefings, ACABQ and 5th Committee hearings related to the financing of the mission; and,

Competencies

Professionalism: Detailed knowledge of at least one of the following administrative functional disciplines: finance, budgeting, human resources management, procurement, or general services, together with a general comprehension of the role and responsibilities of the other four disciplines. Ability to provide expert advice across the full range of administrative functional disciplines. Detailed knowledge of UN rules, regulations, policies and guidelines as they apply to the management of administrative support functions in a field mission. Ability to integrate knowledge with broader strategic, policy and operational objectives and to identify administrative implications that may arise. In depth understanding of the UN system organization and inter-relationships as they relate to the work of DPKO and DFS. Ability to exercise initiative and discretion in handling confidential and sensitive matters essential. Commitment to implementing the goal of gender equality by ensuring the equal participation and full involvement of women and men in all aspects of work.

Teamwork: Strong interpersonal skills and proven ability to operate effectively across organizational boundaries. Ability to establish and maintain effective working relationships; works collaboratively with colleagues to achieve organizational objectives. 

Planning and organizing: Develops clear goals consistent with agreed strategies; identifies priority activities and assignments; adjusts priorities as required; allocates appropriate amount of time and resources; foresees risks and allows for contingencies when planning; monitors and adjusts plans and actions as necessary; uses time efficiently. 

Communication: Speaks/writes clearly and effectively; listens to others, correctly interprets messages and responds appropriately; exhibits interest in having two-way communication; Tailors language, tone, style and format to match the audience.

Client Orientation: Seeks to see things from clients’ point of view; establishes and maintains productive partnerships by gaining trust and respect; identifies clients’ needs and matches them to appropriate solutions; monitors ongoing developments inside and outside the clients’ environment to keep informed and anticipate problems; keeps clients informed of progress or setbacks in projects; meets timeline for delivery of products or services to client. 

Qualifications

Education: 
Advanced university degree (Master’s degree or equivalent) in public administration, business administration, finance or other related fields. A first-level university degree in combination with qualifying experience may be accepted in lieu of the advanced university degree.

Experience:
A minimum of seven (7) years of progressively responsible experience in business administration, management, finance/budget or related areas. At least one year experience in UN peacekeeping operation in a managerial position with significant financial and \ or, human resource management responsibilities is required. Experience at UN Headquarters with responsibilities for programme planning and budgeting and \ or, human resources management support to field missions is highly desirable. 

Language:  
Fluency in one of the working languages of the UN Secretariat, English or French, (both oral and written) is required; knowledge of the other is desirable. Knowledge of another UN official language is an advantage.   

.



Other:  
Experience in Results Based Budgeting or other similar strategic planning concepts desirable. 

