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:
RC Coordination Assistant

Sector of Assignment:
UN System Coordination

Country:
Turkmenistan 

Location (city):
Ashgabat

Agency:
UNDP 


II. Supervision:

	Name of Supervisor:
Mr. Khaled Philby

Title of Supervisor:
The UN Resident Coordinator and UNDP Resident Rpresentative

Content and methodology of supervision:
The JPO will be supervised on a day-to-day basis, based on the tasks to be performed. At the beginning of the assignment, the JPO will prepare the annual results-oriented workplan [Results and Competency Assessment (RCA)] in consultation with the supervisor. Performance feedback will be provided on a regular basis to monitor progress. As part of the RCA process overall performance will be assessed and feedback provided every six months.


III. Duties, Responsibilities and Output Expectations:

	
The increased responsibilities vested in the UNDP Resident Representative for the co-ordination of the UN System make it necessary to create a professional post to assist the UN Resident Coordinator (RC) to manage the day-to-day operations and financial responsibilities for the Resident Coordinator’s Funds (SRC Funds), and the joint programming and reporting activities of the UN Country Team (UNCT). 

The main task of Assistant to the UN Resident Coordinator will be to ensure that the UN system in Turkmenistan maintains an effective and efficient co-ordination mechanism. The Assistant to the UN Resident Coordinator will ensure that the joint activities of the UNCT are carried out in a timely and effective manner, leading to the highest possible impact. The Assistant to the UN Resident Coordinator will also assist in public relations and communications activities, in order to ensure that the work of the UNCT in Turkmenistan is known both within the country and internationally. 

The Assistant to the UN Resident Co-ordinator will fulfil the following duties and responsibilities:
· To assist the RC in supporting the development priorities of the country, through co-ordinated and integrated action by the United Nations;
· To assist the RC in fulfilling donor co-ordination functions, and to liaise with other international organisations and local non-governmental organisations (NGOs) as appropriate; 
· To assist the RC in pursuing joint UN programming in relevant areas; and 
· To provide support to the RC in the mobilisation of resources.

Specifically the Assistant to the UN Resident Coordinator will:
· Co-ordinate budgetary proposals for the Support to the Resident Co-ordinator (SRC) Funds; monitor the use of the fund and other funds dedicated for UNCT activities; report on the use of these funds to the RC and UNCT; review transactions and approve expenditure reports; and propose revisions to budgets.
· Organise and document the monthly UNCT meetings and other important meetings chaired by the RC as required; prepare the minutes; follow up on recommendations; and alert the RC of pending and important issues as relevant.
· Ensure appropriate and timely dissemination of RC-system related information to the Heads of Agencies; and act as a focal point for the UN system and staff regarding queries and information on the RC system.
· Liaise with the Chairpersons of UN Theme Groups and other groups for their effective and timely implementation of planned activities for effective co-ordination amongst the agencies.
· Support the RC and the UNCT in preparation and implementation of the Common Country Assessment and the United Nations Development Assistance Framework (CCA/UNDAF).
· Support UNCT activities aimed towards the promotion of the Millennium Development Goals and the production of the Millennium Development Goals Report.
· Collect relevant data and information and participate in the compilation of the RC Annual Report, and the workplan for the RC system as well as annual data for Official Development Assistance.
· Organize, develop agenda and document donor coordination meetings;
· Liaise with the UN Development Group Office (UNDGO) and regional counterparts on the RC system for effective implementation of the Secretary-General’s UN Reform Programme and its follow-up activities.
· Participate in a global practice network on co-ordination, and seek and provide support on various co-ordination initiatives.
· Collaborate with the UNDP Media and Communication Specialist for the day-to-day implementation of public information activities for the effective projection of the image of UNDP and the UN system. This includes the updating of relevant web pages and production of information related materials in both print and electronic form on the UN system in Turkmenistan. 


IV. Qualifications and Experience:

	
Academic and work background
· Min. Bachelor's degree in development-related fields (political science, economics, sociology), or in journalism/public relations with a strong background in politics

Work Experience:
Min. one year (if Master's degree) or three years (if Bachelor's degree) relevant work experience in communications, journalism, public relations, or related work in the information sector

Key Competencies of the assignment:
1. Proficiency at the highest level in English, including excellent writing skills. Knowledge of Russian desirable. 
2. Communication and Inter-Personal Skills 
· Proven ability to prepare materials in a clear, concise and cogent manner, and to communicate orally in an effective manner.
· Ability to communicate effectively with staff at all levels of the organization. 
· Demonstrate sensitivity, tact and diplomacy in internal UNDP and UNCT as well as external relations in his/her role as Assistant to the Resident Coordinator.
· Is culturally sensitive and demonstrates appreciation for different cultures and practices.
3. Professional Capacity 
· Ability to manage multiple tasks simultaneously in a deadline-oriented environment.
· Detail-oriented, self-motivated, accurate and thorough.
· Works well in a team to service the entire UN Country Team. 
· Projects a positive image and is ready to take on a wide range of tasks to create an enabling environment for the meetings of the RC, supporting professional interactions. 
· Ability to handle confidential and politically sensitive issues in a responsible and mature manner.
4. Technical Skills 
· Ability to draft well, and to edit correspondence, speeches, briefings, etc. in English.
· Ability to prepare talking points for the Resident Coordinator during travel on official business, as may be required.
· Excellent computer skills, including word processing, spreadsheets, database, and presentation software


V. Learning Expectations:

	Upon completion of the assignment, the JPO will have / be able to…
Throughout the assignment, the incumbent will develop managerial, presentation and negotiating skills. Practical experience on the job will provide an immediate education for the JPO, combined with close consultation with the direct supervisor based on the Learning Plan agreed with the UNDP Learning Committee. 

In principle, at the end of the first year, the JPO should have developed an in-depth knowledge of UNDP and its partners in Turkmenistan, demonstrated by the supervisor’s assessment of reports and presentations produced by the JPO during the course of the first year. The JPO should also have acquired an ability to negotiate, manage and communicate effectively inside and outside the office with the supervisor’s guidance. By the end of the second year and throughout the third year of assignment, it is expected that the JPO can operate fully independently in these fields with minimal supervision. Again, progress according to the Learning Plan is the main indicator of results and achievements.

On the JPO’s arrival at the duty station, an orientation will provide an introduction to identify strengths and weaknesses on which to base the Learning Plan and to provide initial training as follows:

• Office tour and introduction
• Review of UN standards for written correspondence
• Mentoring in managerial skills
• Communication, time management and presentation skills
• Knowledge building and negotiation skills in areas such as the goals and organisation of UNDP; the structures of other UN agencies; UNDP projects in the country; UNDP projects in the Central Asia region; the government and institutions of Turkmenistan; the development status of Turkmenistan; and the issues and institutions of Central Asia)

The JPO will have a substantive knowledge of the UN System structure and mandate of the UN Agencies operating in Turkmenistan. The JPO will obtain practical managerial experience. More specifically the incumbent will learn to:

- Manage financial resources
- Develop strategic and results oriented work plans and reports
- Design and implement communication strategy

Besides the incumbent will have a good grasp of coordination of the development affairs.

By the end of the third year the JPO will have deep understanding of the developmental agenda of Turkmenistan as a pattern of the country in transition and be able to put into practice learnt skills independently.


VI. Background Information:

	The present Country Cooperation Framework (CCF) for UNDP’s cooperation with the Government of Turkmenistan covers the period 2000-2004. The overall objective of the CCF is to strengthen the efficient and effective use of domestic and international resources. Programmes are being implemented in the areas of: 1) Strengthening the Use of Economic and Human Resources; and 2) Strengthening the Use of Natural Resources. 

More information on UNDP programme activities in Turkmenistan is available at www.untuk.org. 

The JPO will work in a matrix structure as part of the Programme Team, and will provide act as focal point for communication issues within the UNDP country office, including providing advice and support to UNDP programme staff and programme/project managers on communications strategies. 

At present two international staff, 3 (fixed term), 1 (SC) and 1 (SSA) national professional staff and 11 (fixed term), 4 (SC) general service staff working with UNDP Turkmenistan. 

Please attach Organigramme
 See it here…


VII. Information About Living Conditions at the Duty Station:

	The climate in Turkmenistan is characterised by extremes. The summer has temperatures reaching 50°C (104°F), and winter temperatures are often well below freezing. Spring and autumn are pleasant and moderate.

Lufthansa and Turkish Airlines have flights to Ashgabat, flying out of Frankfurt and Istanbul respectively. There is also Turkmen Airlines with flights out of Ashgabat to several major cities in Europe and Asia. 

Furnished apartments are available for rent from roughly $300 to $1000 per month depending on the location, the size, and the state of repair. The rather run-down appearance of the common parts of many apartment blocks is no indication as to the state of the apartment itself. Apartments have centrally controlled hot and cold water and heating. The price for houses ranges from $400 to $2000 per month.

Whether the visitor chooses to live in an apartment or house, Turkmen and Russian neighbors can be very friendly and helpful. Those used to the anonymity of western urban living will be pleasantly surprised by the warmth of the Turkmen community.

The position of the Government vis-à-vis internationals is in flux. The past year has seen an increase in the restrictions placed on foreigners entering the country. While official policies have not much affected the UN organisations, it is increasingly difficult for tourists and visitors to enter the country.


