Junior Professional Officer – UNDP Malawi
UNCT Coordination Analyst
Title:


UNCT Coordination Analyst
Sector of Assignment: 
UN System Coordination 
Location: 

Lilongwe, Malawi
Agency: 


UNDP
Level:


L-1 first two years with possibility to upgrade to L-2 for third year

Duration of assignment:
1 year with possibility to extend up to 3 years

DUTIES AND RESPONSIBILITIES:
The principal task of the Coordination Analyst is to support the United Nations Coordination Team (UNCT) and assist the RC Office (RCO) in promoting UN coordination (UN Reforms) and in implementing the UNCT Annual Work Plan and the Malawi UN Development Assistance Framework (UNDAF) 2007-2010 Results Matrix.  
Specifically, under the supervision of the RC, the Coordination Analyst will be part of a RCO team to:
- Support the implementation, monitoring and reporting of UNDAF 2007-2011 which helps the UN and Malawi Government focus on the priority problem areas under the overall guidance of the Millennium Development Goals (MDGs). 
- Support implementation of the agenda of the UN-donor-government for simplification and harmonisation (S&H) and alignment.
- Support the UN coordination and joint programming done by the UN Theme Groups and joint programme Work Groups on MDGs.

Main tasks related to the inter-agency cooperation and coordinate include the following:

1. Ensure timely and quality implementation of activities identified at UNCT meetings; alert the RC of pending important issues to be raised in the meetings.
2. Participate in global practice network on coordination: share, analyse and adapt global best practices on coordination to local situation; keep abreast of current debates and thinking; seek and provide support on various RCO related issues. 
3. Work with RCO colleagues to increase awareness within the UN system and more widely in the development community in Malawi of the RC System activities and value added through UN coordination. 
4. Work with the RCO colleagues to maintain positive working relations and manage communications between and among: 
· UN work groups, and heads of UN agencies;
· Government counterparts in coordination, private sector, civil society, and donor community;
· Units of the UN system that are directly under the RC, e.g. Field Security Coordination Officer and non-resident UN agencies represented in Malawi by the RC;
· UN Operations Managers’ Team.
5. Working in cooperation with the UN Programme Coordination Group (PCG), the UN Theme Groups and MDG Work Groups, provide secretarial support to the UNDAF Work Groups and ensure full participation of the development partners.
6. Working with the UN Programme Coordination Group, act as a link between the RC and individual UN agency programmes, keeping abreast to the extent possible with major progamme activities.
7. Develop proposals for collaborative activities identified in the UNCT Work Plan; monitor and control use of the SRC Fund.
8. Manage the inter-agency process of preparing the RC Reports and reviews, especially RC Annual Report and UNDAF reviews, as well as other reporting and survey responses required from UNCT.
QUALIFICATIONS AND EXPERIENCE:
Education: University degree in economics, social sciences, international relations or development studies.
Work Experience: Relevant work experience is desirable for holders of a Masters degree - for holders of a Bachelor degree, a minimum of three years of relevant working experience is a requirement. Knowledge of the UN and the Resident Coordinator system is an advantage. 

Key competencies:
- Sense of judgment, creativity and innovation. Holds strong strategic vision, technical and analytical capacities. Diplomacy and ability to handle sensitive issues.
- Partnering and networking: capacity to initiate and sustain relationships with key constituencies and manage effective partnerships with UN agencies; advocates effectively, engaging others to take action in desired direction; communicates sensitively and effectively across different constituencies; seeks and applies information.
- People skills: recognize and responds appropriately to the ideas, interests and concerns of others; builds trust by displaying transparent and credible behaviour; respects individual and cultural differences without compromising quality of work.
- Change management: ensures others’ understanding of and involvement in constant change process; sets clear performance goals and standards and ensures these are achieved; provides and responds constructively to feedback; self-analyses performance problems seeking direction and advice.
- Organization skills: ability to handle effectively multiple tasks without compromising quality, and possesses excellent team spirit. 
- Confidentiality.
- Excellent written and oral communications skills in English.
TRAINING COMPONENTS AND LEARNING ELEMENTS:
The JPO will have an annual training fund of $4,500. The use of the training fund will be planned together with the UNDP Malawi Learning Manager and the Supervisor, following the annual Learning Plan which is agreed between the staff member and Supervisor. The JPO can obtain training in any field that is relevant to him/her in current or future posts in the UN system (excluding language and IT training). Suitable courses are organised e.g. by the JPO Service Centre and UN System Staff College. Courses can also be taken in any relevant training institution globally. 

Other training opportunities for the JPO are the Programme, Policies and Operations induction course in New York, which will take place within the first year of assignment and the Mentoring Programme, which offers all JPOs a personal mentor.
Applications

Interested candidates who meet the above requirements should apply through UNDP’s online application system. This vacancy is open to candidates with Dutch nationality or permanent residence in the Netherlands with good command of the Dutch language.
To access the application system, go to the JPO Service Centre web-site at www.jposc.org. Click on “Current Vacancies” and select “Netherlands” to view the Terms of Reference for this and other vacant posts. To apply, go back to the top of the screen and click on “apply online for current vacancies”. 

Please indicate in the online system which post (s) you apply for. It is possible to select one or more posts. Please also note that one of the fields in the online system – “Cover Letter” allows you to elaborate on your application. Kindly make sure that you complete all five steps of the application. 

If you have any questions, please contact Jane Meyer at e-mail: jane.meyer@undp.org. Only candidates selected for interviews will be contacted, and these will only be contacted in the period between the application deadline and the interview dates.  

Deadline for applications: Sunday 19 June 2005
Interviews are scheduled to take place 11-14 July 2005 in the Hague, Netherlands.

