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TERMS OF REFERENCE

UNDP Junior Professional Officer (JPO)

I. Post Title: 


Junior Professional Officer (JPO)/Environment

Sector of assignment:

Programme

Location:


Sarajevo, Bosnia and Herzegovina


II. Overall supervisor:  Mr. Moises Venancio, DRR;

Direct supervisor:    Ms. Svetlana Pavelic, Portfolio Manager (PMO);

The direct supervision is ensured through the following:

· primary level of support provided by the PMO;

· regular weekly briefings with other relevant programme staff that ensures systematic review of the projects within the JPO’s portfolio;

· feedback sessions on performance against established workplan;

The organigram of the programme structure that indicates position of JPO is herewith attached for your easy reference.

III. Duties and responsibilities:

Under the overall supervision of the DRR, and under the direct supervision of the PMO, in direct partnership with local counterparts and in consultation with the specialised UN agencies (where applicable), the JPO will be responsible for the following tasks:

1. Monitoring the portfolio of ongoing projects funded and/or administered by UNDP in the field of Environment. This will entail among others:

· preparation of project work plans and budget revisions;

· organisation of field visits and of tripartite meetings;

· preparation of analytical reports on the advancement of projects (including corrective measures as may be required);

· drafting of substantive project revisions as may be needed;

· organisation and backstopping of UNDP and/or Agencies missions;

· preparation of terms of reference for consultants that will assist in evaluation exercises; identification, and arranging for the recruitment, of consultants; backstopping of consultants;

· co-ordination of project activities with other projects that are being undertaken by other organisations;

· identification of cost-sharing possibilities with other donors.

2. Close, in a timely manner, all projects operationally completed. This will entail among others;

· preparation of semi-final budget revisions;

· submission of final reports;

· organization of final tripartite meetings;

· transfer and/or disposal of project equipment;

· preparation of final budget revisions.

3. Formulate projects/programmes required for the implementation of the CCF in the field of Environment. This will entail among others:

· collection, updating and analysis of all relevant information to Government initiatives and plans;

· collection, updating and analysis of all relevant information pertaining to ongoing or planned bilateral, multilateral and non-governmental programmes;

· ensuring that the environment protection component is included in all UNDP programmes and projects;

· preparation of terms of reference for consultants that will assist in formulation exercises; identification and arranging for the recruitment, of consultants; backstopping of consultants;

· drafting of project/programme documents in line with UNDP mandate, including the identification of the most cost-effective execution and implementation modalities and the preparation of work plans and budgets.

4. Foster the capacities of, and the ownership by, the local counterparts on all aspects pertaining to transparent and effective project/programme management. This will entail among others:

· establishment of effective working relations with local counterparts;

· systematic association of local counterparts in the decision-making process;

· identification of training needs for counterparts;

· organization of in-country training sessions including the mobilisation of in-house resource persons to conduct training sessions.

5. Promote the image of UNDP and mobilise resources. This will entail among others:

· acting as focal point for Environment;

· preparation of briefing notes on UNDP initiatives in the field of Environment;

· preparation of booklets and other promotional material;

· preparation of public interventions by the Resident Representative.

6. Dedicate five percent (5%) of his/her time to learning activities. This will entail among others:

· access, on a regular basis, information available through the intranet (and other sources) especially pertaining to project formulation, management of UNDP resources, execution and implementation modalities, legal agreements pertaining to project implementation, budget, cost-sharing modalities and accountability;

· implementation of UNDP procedures, in a progressively independent manner;

· access, on a regular basis, information available through the UNDP evaluation data base (CEDAB  and other sources) pertaining to projects in the field of the latest international best practice, developments, and substantive dimensions of all governance thematic areas;

· integration and utilization on a daily basis of the knowledge thereby acquired.

7. Contribute to the development of the CO as a learning center. This will entail among others:

· sharing of his/her relevant and substantive and operational experience with other colleagues;

· participation in project/programme and/or CCF evaluation exercises;

· participation, as resource person, in substantive and/or operational training sessions organized for CO and/or project staff. 

8. Carry out any other duties as may be requested by the Resident Representative or the Country Office Manager.

IV. Qualification and Experience:

· A Master’s Degree in Environmental Sciences, Natural Sciences, Marine Biology or equivalent;

· At least two years of relevant professional experience in the fields related to Environment;

· Excellent written and oral knowledge of English;

· Excellent communication and negotiation skills. Demonstrated ability to work harmoniously with staff members of different cultural backgrounds in a mutually supportive team manner;

· Sound judgment, maturity, sense of initiative; ability to organize work efficiently and to deal with an heavy workload;

· Advanced computer skills (word-processing/spreadsheets).

V. Learning Expectations:

It is expected that upon completion of the assignment the JPO:

· will have an in depth knowledge and analytical overview of the development realities and challenges in Bosnia and Herzegovina (and in the region in general);

· will have enhanced her/his understanding of the exceptional challenges that countries in transition from war to peace, to democracy and to market economy are facing;

· will be able to design, appraise and oversee development projects/programmes addressing in a high quality manner the issue of Environment with all its aspects;

· will have enhanced her/his communication and negotiation skills;

· will have enchanced her/his problem solving capacity;

VI. Background information:

Following the signature of the Dayton Peace Agreement on 14 December 1995, UNDP established a Country office (CO) in Sarajevo in July 1996. The main objective for UNDP is to assist the Government of Bosnia and Herzegovina to initiate the transition of donor assistance from reconstruction to development. The first Country Cooperation Framework, approved by the Executive Board in April 1997, was mainly focussed on area-based development (building capacities at community level to promote the effective utilisation of resources for reconstruction and development within the SHD framework), support to national sector programmes and policy advisory support (improving government decision-making). In January 2001, the Executive Board to that effect approved the second Country Cooperation Framework (CCF). The new CCF comprises three main areas of concentration as follows:

· Agenda for Sustainable Development

(i) Capacity development for municipal SHD agendas

(ii) Capacity development for advocating SHD issues through independent think tanks

(iii) Capacity development for an SHD agenda

· Specific human-security issues

(i) Poverty

(ii) Mine action

· Cross-cutting issues

(i) gender

(ii) youth

(iii) environment

(iv) information technology for development

In the years 1999 and 2000, a programme amounting to US$ 32,852,533 has been under execution for rehabilitation and reconstruction, de-mining, governance and public administration, generation of temporary employment, vocational training and skills development, health and education. In the year 2001, the approved budget amounts to US$ 8,193,175. Different execution modalities are used as follows; direct execution by the CO (DEX), national execution (NEX) and execution by specialized UN Agencies. In addition to UNDP’s limited core resources, the programme is financed by several donors. In decreasing order of financial importance these donors are: Japan, the EU, Italy, Germany, Austria and Switzerland. 

VII. Information About Living Conditions at the Duty Station: 

BiH is a non-family duty station with relatively high rental prices. The latest available Place-to-Place Survey for BiH that was done in September 1999 states that a two-bedroom apartment costs from DM 500 to DM 2,000 per month. Here is some basic information:

· State medical facilities are now improved, but still missing facilities for sophisticated diagnostic and therapy. However, due to possibilities provided by private and designated clinics, there should be no problems: any kind of basic and advance medical examinations can be arranged. UN personnel, for minor interventions, use SFOR hospital in Rajlovac Camp, Sarajevo. In general, all medications are available or can be ordered through private pharmacies;

· postal services are becoming more reliable. DHL, UPS and TNT post services are well functioning;

· Number of recreation facilities within the country is being increased. In Sarajevo there are couple sub standard fitness centers and certain number of tennis courts that can be used during all seasons. Three ski-centers in the immediate vicinity of Sarajevo are available during the winter. Hiking, camping and other outdoor activities are not recommended due to the large areas of uncleared mines throughout BiH;

· rental of motor vehicles ranges from DM 80 (for smaller cars) to DM 100 per day. Public transport (tram, bus, taxi) is cheap and in a relatively good condition.

· BiH has one commercial airport that was badly damaged during the war. However, the condition of the airport is improved, but it may be closed during the period November – March for a day or two, due to foggy weather or excessive snow. Some of the largest world companies have their offices here: Swissair, Austria Airlines, Lufthansa, and besides them, here are also Turkish Airlines, Croatian Airlines, Adria Airways, Air Bosnia (local).

· There are two primary schools for international staff members’ children in Sarajevo. 
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