Vacancy Announcement
Position title: Senior Programme Assistant
Position Level: GL5
Vacancy Number: VN-17-15
Duty Station: Shiraz
Type of Contract: Fixed Term

Interested applicants should directly send their applications/ P11 forms to email address:
irntevac@unhcr.org or refer to below websites:
UN website: www.un.org.ir
UNHCR website: http://unhcr.org.ir/fa/job
Closing date: 24 September 2017
Please make sure you will mention the Vacancy Number (VN-17-15) in the subject
line of your email.
Short-listed candidates will be invited for written test.

Position Requirements:
1- ORGANIZATIONAL CONTEXT. Define the role of the position within the team, describing its
leadership role, if any, it’s external/internal work relationships or contacts, the contextual environment in which it
operates and the scope of supervision received, and where applicable, exercised by the incumbent.

The incumbent normally receives guidance from more senior programme staff in the operation. S/he may
receive indirect guidance from other sections and units relevant to the country programme(s). UNHCR
Manual, Operations Plans, UN and UNHCR financial/budgetary rules and regulations will guide the work
of the Senior Programme Assistant.
The incumbent is expected to have contacts within the organization and outside the duty station, as well as
with partners and other stakeholders to collect information, monitor programme activities and implement
administrative requirements.

2- FUNCTIONAL STATEMENT Describe the accountabilities, responsibilities and authorities associated
with the position.

Accountability (key results that will be achieved)
-

UNHCR country office has sufficient administrative assistance and support in routine services and
activities within Programme Section thus better able to meet the needs of persons of concern.
IP agreements are established in a timely manner, regularly monitored and reported on in
compliance with established guidelines and procedures.

Responsibility (process and functions undertaken to achieve results)
-

-

Collects, registers and maintains information on project activities.
Prepare status and progress reports, prepare tables and draft routine correspondence.
Prepare background material for use in discussions and briefing sessions.
Undertake proper collection, monitoring and use of baselines, standards and indicators needed to
measure and analyse programme performance, trends and target interventions.
Review the implementation and performance of IPs agreements through appropriate physical
monitoring to evaluate the projects by reviewing work plans, progress reports, budget, financial
reports and expenditures. This may include field visits for specific monitoring and evaluation
issues.
Apply UNHCR’s corporate tools (e.g. Global Focus, Focus Client) to assess the technical
soundness of the operation and generate data for evidence-based decisions at the country-level.
Assist in ensuring compliance in issuance of audit certificates for Implementing Partners.
Perform other duties as required.

Authority (decisions made in executing responsibilities and to achieve results)
-

Provide inputs for the country operations plan (including budgets, staffing levels and structures) as
well as prepare inputs for funding submissions, appeals and reports.
Access the relevant information and programme records, Focus/ MSRP data.
Represent UNHCR in physical monitoring of projects.

3- REQUIRED COMPETENCIES, which illustrate behaviours that are essential to achieving deliverables
described above, and that are critical to successful performance. All jobs require the staff to abide to the Values and
Core competencies of UNHCR. Where applicable, select a maximum of six Managerial and list up to six functional
competencies. Select a maximum of three Cross-Functional Competencies. (Note that the Performance Appraisal and
Management System (PAMS) allows for up to five Cross-Functional Competencies to be selected by the staff member
and the supervisor.

-

Analytical Thinking
Displays analytical thinking by identifying, defining and analysing information, situations and
problems. Arrives at viable solutions through a variety of approaches: critical thought, methodical
review of implications, intuition and rational conclusions.

-

Planning and Organizing
Able to organize self and others to take efficient and effective action over the short, medium and
long term.

-

Managing Resources
Demonstrates the ability to plan and use resources (human and financial resources and/or physical
assets) in accordance with UNHCR/UN guidelines, including the gender equity policy, so that
objectives are achieved in the most effective manner possible.

-

Teamwork and Collaboration
Demonstrates the ability to work effectively with colleagues and partners from different
backgrounds, cultures and functions, to achieve shared goals and optimize results.

-

Judgement and decision making
Shows an ability for taking sound and balanced decisions: demonstrates the systematic gathering
of information as well as thorough and objective judgement. Brings clarity, direction and good
judgement to ambiguous, complex or difficult situations.

4- ESSENTIAL MINIMUM QUALIFICATIONS AND PROFESSIONAL EXPERIENCE
REQUIRED. Define the educational background, the relevant job experience and the language(s) that are
essential to perform the work of the position.

-

Completion of Secondary education courses/ training/ certificate in Business Administration,
Social Science, International Law or related field
Minimum 4 years of previous job experience relevant to the function
Computer skills (in MS office)
Fluency in English and working knowledge of another relevant UN language or local language

(In offices where the working language is not English, excellent knowledge of UN working language of
duty station and working knowledge of English.)

5- DESIRABLE QUALIFICATIONS & COMPETENCIES. Describe any experience or knowledge
that would be an asset, such as: UNHCR Learning Programmes, other training, additional languages, Field/HQs
experience, etc.

-

Completion of the UNHCR Learning programmes or specific training relevant to functions of the
position.
Good knowledge of UNHCR financial rules, procedures and processes.
Knowledge of UNHCR specific programmes (MSRP, Focus, etc.).
Prior exposure to UNHCR refugee operations and functions relating to office administration and
programme activities.

