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:
Programme Officer (Governance)

Sector of Assignment:
Governance and human rights

Country:
Timor Leste 

Location (city):
Dili

Agency:
UNDP 


II. Supervision:

	Name of Supervisor:
Sophal Ear

Title of Supervisor:
Assistant Resident Representative

Content and methodology of supervision:
Under the overall direction of the UNDP Senior Deputy Resident Representative, the Programme Officer (PO) will report directly to the Assistant Resident Representative (Governance Unit) and work closely with other responsible programme officers working in the Governance Unit as well as with the Deputy Resident Representative (Operations). Daily meetings and consultations are required with the immediate supervisor. Feedback sessions will be held bi-annually to review the performance of the staff member against established work plan formulated at the beginning of his/her assignment.


III. Duties, Responsibilities and Output Expectations:

	
The Programme Officer is expected to assume the following responsibilities:

> Engage in strategic learning, planning, advocacy, and resource mobilization activities. More specifically, the PO is responsible for:
> Participating actively in the write-up of the Strategic Results Framework and Results-Oriented Annual Report, which will be submitted to Headquarters (HQ)
> Liaising regularly with the Desk Officer based in HQ for information sharing.
> Acting as the office focal point for at least one thematic area in governance
> Training programme assistants working in the governance unit
> Mobilizing resources from Timor-Leste development partners for current projects and projects in the pipeline.

2) Initiate project formulation within the framework of the Country Programme Outline and the Strategic Results Framework. More specifically, the PO is responsible for:
> Writing TORs for assessment/formulation/monitoring/evaluation missions
> Setting and monitoring quality outputs;
> Incorporating results-based management indicators for projects formulated;
> Presenting the finalized document to the Project Appraisal Committee meeting;
> Facilitating project approval process and ensuring approved projects are results-based;
> Making logistical arrangements for relevant short and long-term consultancies.

3) Implement, manage, and monitor at least three (3) governance projects. More specifically, the PO is responsible for:
> Establishing a project steering committee (PSC) with all the concerned members for each of the project s/he managers;
> Providing secretariat support to the PSC
> Managing and/or facilitating the implementation of the project
> Monitoring project activities against the overall objectives of the project;
> Developing an advocacy strategy for each project in collaboration with the UNDP media officer. 
> Together with the media officer, write press releases and project fact sheets.
> Managing assigned resources efficiently. In close collaboration with the Programme Support Unit, s/he is responsible to undertake regular budget revision exercises and contribute to meeting the annual programme resource expenditure targets. PO is also responsible for producing monthly financial analysis reports, providing information on the overall programme approval level, outstanding obligations as well as planned and actual expenditure status.

4) Take responsibility for any and all other duties, as required by the management of UNDP Timor-Leste.


IV. Qualifications and Experience:

	Education:
Minimum Bachelor's degree in social sciences or management, with emphasis on public administration, decentralization, or human rights

Work Experience:
Min. one year (if Master's degree graduate) or minimum three years (if Bachelor's) of relevant work experience in dealing with development assistance projects, preferably in post-conflict countries

Key Competencies of the assignment:
Proficiency in English, with excellent writing skills is a must

Oral and/or written abilities in Portuguese, Tetum, or Bahasa Indonesia would be an asset


V. Learning Expectations:

	Upon completion of the assignment, the JPO will have / be able to…
Training:
During the first year, the compulsory JPO induction course will serve as the first training activity for the JPO to comfort his/her knowledge on the activities of UNDP globally, and form an understanding on the development works of the organization in general.

Once this has been completed, and through the second and third year, the JPO will be able to choose from a variety of training sessions within and outside the country, whichever is found to be more suitable and applicable to the JPO’s development needs. These could also be made by ways of different medias, depending on the type of course required. These will be made available for the JPO, or researched abd selected by the JPO on approval of his/her supervisor, and by means of sessions or workshops, specialized in the skill development needs of the JPO.

Guidance and assistance will also be provided by the supervisor, as well as by colleagues specialized in training resources and learning opportunities within the office.

Learning:
The beginning of the first year for the JPO will serve as a learning period on both the country-specific requirements and working procedures, as well as the working attitudes and delivery of programmes of UNDP standards. At a later stage, he/she will be made acquainted with UNDP's tools utilized for effective programme delivery.

Throughout the second and third year of the JPOs period, he/she is expected to be learning more advanced skills from the increased daily involvement in programmes. These include project monitoring skills, enhance the skills in the managerial and leadership fields, as well as strengthen the basis of his/her specialization in this field.
The JPO will work and learn to improve his/her working knowledge of project formulation, implementation, management and monitoring of development assistance projects/programmes.

Towards the end of the second year and as of the third, the JPO is expected to have a much better understanding of issues related governance and public administration in post-crisis situations. S/he will also have improved presentation and public speaking skills as the Programme Officer often assumes representation responsibilities.

Throughout the entire three-year period, the JPO will receive guidance on mentoring and career opportunities. This could be done by the supervisor, as well as by the learning resource person in the country office. 


VI. Background Information:

	The violence of September 1999 resulted in many deaths and massive destruction of buildings and other infrastructure. All government services collapsed, most government buildings were burned to the ground, the Indonesian public servants left the country and more than half the population of 800,000 were displaced.

After the restoration of law and order by a regional peacekeeping force (INTERFET), a UN Transitional Administration including a UN peacekeeping force was put in place (United Nations Transitional Administration in East Timor). During UNTAET, Constituent Assembly Elections were held in August 2000. The Constituent Assembly has since become the Parliament of Timor-Leste, and Presidential elections were held on 14 April 2002.

On 20 May 2002, Timor-Leste promulgated its Constitution and became independent and in late September 2002 the country became the 191st member of the United Nations. The successor mission to UNTAET, known as the United Nations Mission of Support in East Timor, was authorized by the United Nations Security Council, and was established on Independence Day. UNMISET has three support components, namely military, civilian police, and a small civilian support group of 100 advisors attached to the Government of Timor-Leste.

Please attach Organigramme
 See it here…


VII. Information About Living Conditions at the Duty Station:

	Living conditions in general have improved considerably, although finding a house can be difficult. There are frequent electricity shortages, although 24-hour electricity is available in hotels and other community housing arrangements or with houses possessing individual power generators. The drawing down of UN Mission staff since 20 May 2002 has resulted in a drop in local business, but a sizeable variety of shops and restaurants remain. Tap water is not potable, but bottled water is available everywhere. All staff need to ensure that they take appropriate precautions against mosquitoes and immunization against yellow Fever, Japanese Enciphilitis, Hepatitis A & B, Meningitis, Tetanus, Poliomytelitis is required and can be administered after arrival in Dili, Timor-Leste.


