TERMS OF REFERENCE Junior Professional Officers (JPO)

Junior Professional Officers (JPO)

Please indicate if this ToR supersedes a previously submitted ToR:
No 

I. General Information:

	Title:
Special Assistant to UN Resident Coordinator

Sector of Assignment:
UN System Coordination

Country:
Guinea Bissau 

Location (city):
Bissau

Agency:
UNDP 


II. Supervision:

	Name of Supervisor:
Alberic Kacou

Title of Supervisor:
UN Resident Coordinator

Content and methodology of supervision:
· The incumbent will be directly supervised by the Resident Coordinator, on a daily basis; 
. Regular supervisory guidance on coordination-related activities within the system;
· Career guidance and assistance in the development of an individual learning plan; 
· UNDP Deputy Resident Representative, a former JPO, will be available for individual mentoring and counseling.

The supervision is to direct the incumbent towards the coordination and management of the Resident Coordinator system for the operational activities of the United Nations. The United Nations Country Team in Bissau is composed of 6 resident agencies (FAO, UNFPA, WHO, WFP, UNDP and UNICEF). There are other agencies, programmes and funds based in Dakar (Senegal) that are accredited to Guinea Bissau. In addition, it is important to note the presence in Bissau of a political mission for peace building, UNOGBIS.

Upon arrival, the JPO will be provided with:
• briefing from individual UN agency Programme Managers of ongoing activities and portfolios in the country, 
• briefing concerning government and institutions of Guinea-Bissau as well as the country’s development agenda and challenges.
• briefing on financial rules and procedures concerning the management of the Resident Coordinator budget. 


III. Duties, Responsibilities and Output Expectations:

	Please include percentages for each duty:
The incumbent shall assist in the:
1.- organization of the meetings, recording of the proceedings and follow up on the implementation of recommendations and conclusions of the meetings of the consultative committee between the government and the UN systems. This committee organizes regular meetings with the government to review issues of mutual interests in relation to the programme or the application of the Standards Basic agreement. This committee purports to examine and review the role of the UN in support of the vision of the people of Guinea Bissau, and see to what extent different missions and mandates of agencies fit into the priorities of the government of Guinea Bissau. 15%

2.- organization, recording of the proceedings and follow up on the implementation of the coordination committee. The committee comprises the head of agencies. It meets monthly and is chaired by a head of agency on a rotational basis. In addition, the committee meets on an ad hoc basis when the need arises. 15%

3.- coordination for presentation to the coordination committee of the input from the interagency committee on communication and information. This committee regroups the agencies’ public affairs and communications officers. And, the JPO shall assist in the organization of events and activities linked to the commemoration of relevant international days. 10%

4.- coordination for presentation to the coordination committee the input from the committee on operations and administrative questions. 10%

5.- support to the joint programming, focusing on different coordination instruments such as the CCA and UNDAF, and joint projects. 15%

6.- follow up on UN-sponsored conferences through sox (6) thematic groups on: food security and rural development, girls education, HIV/AIDS, gender, poverty eradication, and governance. Each thematic group is led by a head of agency and the membership comprises all the agencies, civil society organizations and NGOs, the representative of relevant government departments. 15%

7.- planning and follow up of interagency field missions. 10%

8.- preparation of the Resident Coordinator annual report. 10%


IV. Qualifications and Experience:

	Education:

A Minimum of a Bachelor's degree in social science or economy

Work Experience (at least 1 to 2 years relevant work experience):
Min. one year (if Master's degree) or three years (if Bachelor's degree) of working experience in projects or programmes management with international organizations or NGOs. 

Key Competencies of the assignment:
Skill in taking notes of meetings to prepare minutes. Competent in drafting correspondence. Computer skill ( MS Word and Excel) . Capacity to communicate and exchange with all UN system in the country.


V. Learning Expectations:

	Upon completion of the assignment, the JPO will have / be able to…
Throughout the assignment, the incumbent will strengthen his/her facilitation and negotiation skills. Practical experience on the job will provide an immediate education for the JPO, combined with direct guidance from the Resident Coordinator (RC). 

Guidance, Mentoring and Counseling
• Regular guidance and supervision by the Resident Coordinator;
• Training guidance from the UNDP Country Office Learning Manager and assistance in the development of an individual learning plan;
• UNDP Deputy Resident Representative, a former JPO, will be available for individual mentoring and counseling.

In addition to the mandatory JPO induction course to be attended during the first semester of the assignment, active participation in JPO network is expected as well as in UNDP thematic knowledge networks. Furthermore, the JPO is encouraged to actively participate in UNDGO supported special learning activities and networks tailored-made to strengthen the Resident Coordinator System and its Special Assistants. 

During the first year of assignment, the incumbent is expected to:
• become fully knowledgeable with the individual UN agency’s programmes and activities in Guinea-Bissau;
• understand the coherence of these with national priorities; 
• familiarize him/her self with a broad range of thematic entry points of UN developmental assistance as well as with the operational practices and approaches; 
• acquire an ability to negotiate, manage and communicate effectively inside and outside the office. 

By the end of the second year and during the third year of assignment, it is expected that the JPO will operate independently in these fields with minimal supervision. 

Upon completion of the assignment, the JPO is expected to have acquired an in-depth substantive knowledge of development challenges in a post-conflict environment, how the UN System structure and mandates seek to tackle these challenges and how individual responses can best be coordinated for greater developmental impact. He/she should be able to:
• manage the Resident Coordinator budget;
• develop, monitor, follow-up and report on the RC Annual Plan;
• develop a communications strategy in collaboration with agency communications officers.

The JPO will also learn to work with people of different cultural background, different professional experiences and agencies. Other advantage the titular will be able to understand the overall obstacles to Coordination of UN system and how to overcome them. 


VI. Background Information:

	The office of United Nations Resident Coordinator wishes to recruit a Junior Professional Officer (JPO) to provide assistance to him in the Coordination and management of the operational activities of the UN system. The United Nations Coordination Team (UNCT) in Bissau is composed of six agencies (FAO, UNFPA, WHO, WFP, UNDP and UNICEF). There are other agencies, Programmes and Funds covering Guinea-Bissau from Dakar (Senegal). There is also the Peacekeeping Mission in Guinea-Bissau (UNOGBIS). 

In accordance with the of the Secretariat of UN for advocacy to major coherence in the response of UN to development needs in the countries in programme, UNCT in Guinea-Bissau wishes to improve, develop, maintain collaboration, and shared vision of the role in the country. The UNCT has put in place some mechanisms among which each agency is represented. 

Please attach Organigramme
 See it here…


VII. Information About Living Conditions at the Duty Station:

	Most of the social and economic infrastructure was heavily damaged as the consequence of the military conflict which lasted almost a year from June 1998 through May 1999. The social indicators are among the lowest in the sub-Saharan Africa. The economy is down to the extent that the country is flat out broke. In spite of the massive poverty and pervasive social and economic tensions, there is no comprehensive programme to satisfy people’s basic needs.

The large majority of the population lacks the most rudimentary of services in the areas of health, water and sanitation, no standard super markets or good conditioned foods. Procurement of foods outside in the neighboring country (Senegal) is necessary. There is frequent electrical power shortage. The use of a generator is recommended. The formal schooling system is in a state of constant deterioration. The education sector suffers from structural problems such as the unsuitability of school curricula and schedules and lack of qualified teachers. Housing is very poor and rents are high compared to quality.


