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I.
IDENTIFICATION OF THE POST





Post Title:


Resident Coordination Assistant

Organizational Unit:

Resident Coordinator’s Office
Post Status: 




II. ORGANIZATIONAL SETTING:

Supervisor's Title: Special Assistant to the Resident Coordinator/Coordination Officer/MDG Campaign Manager
Level: Posts Supervised:

	Level
	Post Title
	No.
	
	

	
	
	
	
	

	
	
	
	
	


III. PRINCIPAL FUNCTIONS:

	
	Summary of Principal Functions

Following the implementation of the second phase of the UN Reform, the emerging new Direct Budget Support Environment in Mozambique and the implementation of the Paris Declaration, a strengthened RC and UN Resident Coordinator’s Office has increasingly become a priority to the UN in Mozambique. The office is under the supervision of the Resident Coordinator (RC) and the Resident Coordinator’s Office Special Assistant. The RC Special Assistant is responsible for reporting directly to the RC on activities encompassing all UN agencies in Mozambique. The Office works to ensure complementarity in the UN efforts to achieve the Millennium Development Goals (MDG), the implementation of the United Nation Development Assistance Framework (UNDAF) aligned to the Mozambique action plan for the Reduction of Absolute Poverty (PARPA) and to promote sustainable development.

The RC Coordination Assistant is to provide support to the Resident Coordinator’s Office and is required to perform a wide range of duties in the area of administrative and operational support to the Resident Coordinator and the UN Country Management Team (CMT). Specifically the Resident Coordination Assistant should perform the following tasks:


	Workload

	
	
	Frequency

	1
	Provide administrative and logistical support and back up to the Resident Coordinator Office Special Assistant by organizing all activities emanating from the Resident Coordinator’s office. This includes organizing and follow up to the bi-weekly CMT meetings, prepare meeting minutes, ensure follow-up and feedback to decisions made at CMT meetings,
	25%


	2
	Under the auspices of the Coordination Officer, support the MDG Campaign Manager, the UN Communication Officer and the UNDP RR/UNRC personal assistant when necessary.

	20%

	4
	Under the guidance of the Coordination Officer, prepare briefing kits, update background documents, and provide sufficient logistical support for visiting missions in close consultation with the relevant UN Agency and Government Counterparts in order to ensure that the missions go smoothly. Accompany visiting missions as required.


	15%

	5
	Complementary to the provisions of Resident Coordinator’s Office Special Assistant, provide administrative and logistical support to CMT mid term and annual retreats, workshops, UN major conferences, seminars & events. Arrange and provide the necessary follow-up to meetings/workshops to be held under the auspices of the Resident Coordinator and draft minutes and reports as required,
	15%

	6
	Provide administrative and logistical support to the functioning of the Resident Coordinator's Office. This includes preparation of payments, through the Atlas Finance System, and reporting on the utilization of the Resident Coordinator’s Fund. Provide inputs and support, where necessary, to the Resident Coordinator’s Special Assistant in drafting the RC annual report. 

	15%

	7
	Provide assistance to the Coordination Officer with tasks related to the Non-resident agencies; these tasks include regular update of the NRAs database with relevant desk officers, inform the NRAs of relevant yearly events – through invitations or circular notes, assist the Coordination Officer in the preparation of updating documents and other significant papers for the NRAs,  and with other emerging tasks


	05%

	8
	Any other emerging responsibilities or duties entrusted by the UN Resident Coordinator, the RCO Special Assistant or the CMT.


	05%


IV. 
GUIDELINES:

Manuals:
· United Nation Development Assistance Framework (UNDAF) 2007-2009
· MDG Progress Report for Mozambique 2005
· Poverty Reduction Strategy Paper for Mozambique II (PARPA)

· UNDP and UN IntraNet, RC Net, UNDP MDG Intranet and Development Group Office’s website 

Circulars:

· Administrative Circulars

· Programme Circulars 

· Relevant UNDP and UN Circulars

Policy directives: UN, UNDGO
Established procedures govern: N/A
Other existing procedures: N/A
Work-related instructions/objectives primarily provided through:

Written and oral instructions from the UN Resident Coordinator, the Special Assistant, and the coordination officer to the Resident Coordinator Assistant.
Interpretations and deviations: N/A
V. CONSEQUENCES OF WORK:

Decisions:

Decisions are made regarding individual work priorities, within the context of the overall assignment and some decisions relate to the organization of information and processes. (Decisions are important in terms of meeting deadlines, providing efficient services and projecting professional image of the office).

Recommendations:

Recommendations primarily relate to the provision of services and the appropriate application of rules and procedures. (Recommendations are important to complete work process and ensure office’s professional image is maintained)
Error:

Errors directly affect the accurate provision of services and the credibility of the RC and UN as a whole. (Errors can delay the provision or quality of services, can result in the wrong types of contracts being issued, breakdown of services and project negative image of the UN).
WORK RELATIONSHIPS: 

	Contact:
	Resident Coordinator
	

	UNDP Unit:
	Resident Coordinator’s Office
	

	Type:
	
	Frequency:
	Weekly

	Purpose:
	To receive instructions and guidance
	


	Contact:
	Special Assistant to the Resident Coordinator
	

	UNDP Unit:
	Resident Coordinator’s Office
	

	Type:
	
	Frequency:  Daily

	Purpose:
	To receive instruction and guidance
	


	Contact:
	Coordination Assistant
	

	UNDP Unit:
	Resident Coordinator’s Office
	

	Type:
	
	Frequency:  Daily

	Purpose:
	To receive instruction and Guidance
	


	Contact:
	MDG Campaign Manager
	

	UNDP Unit:
	Resident Coordinator’s Office
	

	Type:
	
	Frequency:  Daily

	Purpose:
	To receive instruction and Guidance
	

	Contact:
	Mozambique Focal Point, DGO, NY
	

	UNDP Unit:
	Development Group Office, New York
	

	Type:
	
	Frequency:  
	Annually

	Purpose:
	To exchange information necessary to carry out work or provide service
	


VI. REVIEW OF WORK:

VIII.MINIMUM QUALIFICATIONS:
Education

Advanced university degree in Economics, International Relations, Social Sciences or Business Administration
Experience

· At least 3 years working experience for the UN or similar multi-national organization.

· Demonstrated ability to be highly operational, with a hands-on and problem solving approach.

· Strong ability to build relationships/partnerships, to be service-oriented, and to work harmoniously with persons of different nationalities and levels of responsibilities.

· Sound judgment, interpersonal skills and ability. 

· High computer literacy.
Language requirements

Fluency in English and Portuguese. Excellent communication and drafting skills required.
IX. SIGNATURES – POST DESCRIPTION CERTIFICATION: 

INCUMBENT: Certification of awareness of contents of post description:

	                      Name
	              Signature
	                    Date

	
	
	


SUPERVISOR: Certification of correctness of post description:

	                       Name
	              Signature
	                    Date

	
	
	


CHIEF DIVISION/SECTION: Certification of approval:

	                        Name 
	               Signature
	                     Date
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