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 OFFICE OF THE UNITED NATIONS HIGH COMMISSIONER FOR HUMAN RIGHTS

INTERNAL/EXTERNAL VACANCY ANNOUNCEMENT
(Appointment is on a local basis only)
Reference Number:

14/OHCHR/007/GENEVA

Deadline for Application:
27 January 2014

Post Title and Level:

Programme Assistant, G-5
Duty Station:


Geneva, Switzerland

Duration:


3 months 
Organizational Unit: 
Right to Development Section, Development and Economic and Social Issues Branch, Research and Right to Development Division
_________________________________________________________________________________

Responsibilities
Under the general supervision of the Chief of the Development and Economic and Social Issues Branch and the direct guidance of the Chief of the Right to Development Section and/or the respective Human Rights Officer, the incumbent will be responsible for the following duties: 

· Coordinate all aspects of the administrative, secretariat and logistical preparation of the expert meeting mandated by Human Right Council resolution 24/14 on the issue of human rights and unilateral coercive measures;

· Contact and liaise with the relevant delegations, international agencies, experts and civil society organizations as necessary in preparation of the workshop including request, receipt and incorporation of inputs, comments and suggestions into the documentation and work programme of the event;

· Liaise with the HRC Branch, MDU, UNOG Conference Services, PSMS and other relevant Secretariat entities in order to ensure coordination, conference facilities, travel and visa arrangements and other logistical preparations;

· Draft correspondences and other communications with the above-mentioned stakeholders;

· Assist in the preparation of conference documentation including the summary report of the workshop to the HRC;

· Assist in the research and collection of information for the pre- and in- session documentation;

· Ensure updating the website with the relevant information on the workshop including posting of statements and other documentation;

· Maintain verbal and written contact and communications with all the relevant stakeholders mentioned above with the view to ensuring the smooth organization of the workshop; 

· Provide additional support to the overall work and responsibilities of the Section;

· Perform any other duties as assigned by the Section Chief and/or the Chief of the Branch

Competencies

Professionalism: Ability to perform a broad range of administrative functions, e.g., budget/work programme, human resources, database management, etc. Ability to apply knowledge of various United Nations administrative, financial and human resources rules and regulations in work situations. Is conscientious and efficient in meeting commitments, observing deadlines and achieving results; shows persistence when faced with difficult problems or challenges; remains calm in stressful situations. 

Planning and Organizing: Ability to plan own work and manage conflicting priorities. Ability to organize and coordinate administrative and logistical arrangements for seminars, workshops and conferences. 
Communication: Good communication (spoken and written) skills, including ability to draft a variety of correspondence and other communications, summary reports, etc.

Teamwork: Good interpersonal skills and ability to establish and maintain effective working relations in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity.

Qualifications
Education: High school diploma or equivalent. Must have passed the United Nations Administrative Support Assessment Test (ASAT)

Work Experience: At least five years of programme support, administrative and other related experience, of which 3 preferably within the UN. Experience should include servicing of intergovernmental bodies and preparation of UN official documents.
Languages: Fluency in oral and written English or French and working knowledge of the other. Knowledge of a third official language is an asset.
Other Desirable Skills - Excellent knowledge of computer office standard applications, such as Microsoft Word, Excel and PowerPoint.
How to apply: 
Applicants are instructed to submit the following documents in one single e-mail to: humanresources@ohchr.org
· A completed United Nations Personal History form (PHP) or P-11, in PDF or 
Word 

· A cover letter as attached document;

· United Nations staff members must submit scanned copies of their latest Performance Appraisal System (PAS).

Important:
Please mention the reference number of the vacancy announcement in the subject header of your e-mail: 14/OHCHR/007/GENEVA
Name any attached documents as follows:  






LAST NAME First name – Type of document

Example:
SMITH Jacqueline – PHP.doc

SMITH Jacqueline - Cover letter.doc 

SMITH Jacqueline – PAS.pdf

Note:
Applications without P-11 or PHP cannot be considered;

Applications received after the deadline or not compliant with the instructions will not be accepted.
Please note that, because of the volume of messages, applications will not be acknowledged. 

Only applicants possessing the required qualifications will be taken into consideration. Only the successful candidate will be notified of the outcome of the selection.

The United Nations 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). The UN also encourages women’s candidatures.
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