TERMS OF REFERENCE

FOR A UNDP JUNIOR PROFESSIONAL OFFICER (JPO)

I.
General Information

Title:


Human Resources Specialist 

Sector of Assignment: 
JPO Service Centre (JPOSC),

Office of Human Resources (OHR),

Bureau of Management (BoM)

Location:


Copenhagen, Denmark

II.
Supervision

Direct Supervisor: 
Senior Human Resources Adviser 

Content and methodology of supervision: 

Under the authority of the Chief JPOSC and the direct supervision of the Senior Human Resources Adviser, the JPO will be a team member of the JPO Service Centre in Copenhagen. In this capacity he/she participates in unit meetings at which he/she will report on the progress of work and the challenges faced. The JPO will meet individually with his/her supervisor on a scheduled basis to review personal development, learning, counseling and coaching needs as well as work planning issues.  This includes guidance on specific assigned tasks, interim review of progress and assessment discussion on completion. Clients survey will also serve as an additional tool to measure JPO performance.

The Unit work plan, the JPO’s agreed Key Results Plan and the Result Scorecard and Competency Assessment will form an integral part of the supervision methodology against which his/her progress will be measured.  As part of the normal UNDP performance review exercise, the JPO will agree to his/her work plan on commencing duties in the country office and at the start of each year. A mid-year evaluation will take place to enable the JPO to formally review his/her development. At year-end, the JPO will participate in the full office Result and Competency Assessment process in which he/she will be evaluated from a general UNDP viewpoint. The JPO will receive feedback at each stage of the performance review process. The supervisor will serve as a coach and mentor for the development of the JPO.

III.

Duties and Responsibilities

Under the guidance and supervision of the Senior Human Resources Adviser, JPO Service Centre, the overall purpose of the assignment is to assist in the delivery of human resources services pertaining to the UNDP JPO Programme and to function as focal point for the JPO Programme sponsored by the government of The Netherlands.

Principal specific tasks include:

· Assist in the implementation and monitoring of the new arrangement of the JPO Programme sponsored by the Government of The Netherlands

· Assist in designing adequate employment/recruitment tools, responsive to UNDP’s JPO requirements and in accordance with the principles of the new arrangement

· Formulate guidelines and procedures for the application of the above

· Assist in the pre-screening, selection and recruitment of Dutch-funded JPOs

· Liaise and coordinate with the relevant parties, including the donor to ensure that established requirements for e.g. the recruitment/appointment process, performance monitoring and financial monitoring are adhered to 

· Review and analyze introduced procedures and make recommendations as appropriate

· Prepare reports on the status of the Dutch JPO Programme implementation with a focus on constraints and achievements of the JPO activities at the grass root level

· Assist in responding to requests from external clients, UNDP staff, country offices, etc. for clarification of JPO-HR related policies and procedures

· Coordinate and liaise with the Public Relations Officer with regard to the utilization and further enhancement of the JPO website, the promotion of the JPO Programme and activities

· Assist in the development of an Alumni Association

· Research conceptual and methodological areas of HR practice in order to keep abreast of new initiatives and changes and, where appropriate, assist in applying those to the JPO Service Centre

· Assist in the preparation of human resource strategy papers to keep UNDP staff and clients informed of JPO-HR related issues

· Undertake any other special assignments that may be required

IV.
Qualifications and Experience

· Master’s Degree in HR Management, Public Administration, or related/relevant field 

· 1 to 2 years relevant work experience in HR Management is an asset

Key competencies of the assignment:

· Results-orientation and problem-solving skills

· Cultural sensitivity and respect for differences

· Excellent communication and people skills

· Sound judgment and analytical abilities

· Proficiency in English, working knowledge of a second UN language (French or Spanish) an asset; very good drafting skills 

· Advanced computer skills

· Ability to work under pressure

V.
Training Components and Learning Elements

Training Components:  Training opportunities include direct exposure to the JPO Programme work through on-the-job training, participation in in-house learning events and work-related workshops and/or seminars as identified and agreed upon to further enhance the JPO’s performance.  Attendance of the UNDP programme and policy training course organized in New York for all UNDP JPOs.

Learning Elements: 

· Knowledge and understanding of UNDP and in particular the JPO Programme as a mechanism to development assistance

· Familiarity with UN/UNDP human resources practices and procedures 

· Experience in researching and appraising current policy/procedures, and implementing and monitoring HR tools and mechanisms

· Analysis of comparable practices among other UN agencies

· Monitoring progress in implementing new policies/procedures 

At the end of the first year assignment, the expected output is the recruitment of five Dutch-funded JPOs under the new arrangement in accordance with the established requirements.  In the continuation of the assignment, it is anticipated that the JPO plays a key role in working toward the further expansion of the Dutch-funded JPO programme.  Furthermore, the fine-tuning of the newly established mechanisms, including the development of new tools/procedures as appropriate are further expected outputs, and not limited to the Dutch-funded JPO programme.

VI.
Background Information


The UNDP Junior Professional Officer (JPO) Programme started in the nineteen sixties and has evolved since then into a programme with approximately 300 JPOs, sponsored by a total of 19 donor governments.  The JPO Programme provides young professionals pursuing a career in development with an opportunity for hands-on-learning and training in multi-lateral technical cooperation. 

JPOs serve primarily in one of UNDP's more than 130 offices in developing countries.  Worldwide they account for approximately 21% of UNDP internationally recruited staff and represent an essential professional component of country operations and technical expertise in the world.  UNDP administers also JPOs on behalf of the United Nations Office for Project Services (UNOPS), the United Nations Population Fund (UNFPA) and the United Nations Industrial Development Organization (UNIDO). Around 3000 JPOs have passed through the programme since its inception. This represents a solid platform to further enhance and expand the services provided under the programme and to build new partnerships around the objective, mission and relevance of the JPO programme.  For further details on the JPO Programme and UNDP, please visit our website at www.jposc.org
VII. Information About Living Conditions at the Duty station 

Copenhagen is a comfortable and modern place of residence.  The cost of living is quite high.  Applicable post adjustment allowances will complement the JPO’s base salary.
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