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	UNITED NATIONS DEVELOPMENT FUND FOR WOMEN 
JOB DESCRIPTION
VACANCY ANNOUNCEMENT NO. UNIFEM/SC/2010/015


                                                                                                             Date of Issue: 23 August 2010
   
                     



       Closing Date: 7 September 2010
	I. Position Information

	Job Code Title
             :         
Program Assistant – Economic Security & Rights 
Organization 

:         
United Nations Development Fund for Women  

                                                   (UNIFEM)
Classified Grade
:       
SC-Band 4
Direct supervisor
:       
DRPD/Sr. Research Analyst
Duty Station

:         
New Delhi , India

Type of Contract 
:        
Service Contract

No. of positions
:
One
Duration

:          
One Year (Renewable)


	This vacancy is open to applicants of either sex with an approach to have a workforce which reflects diversity and gender balance, to promote equal opportunities. UN does not solicit or screen for information in respect of HIV or AIDS status. All selections are based on merit.  

	II. Organizational Context 



	UNIFEM is the women's fund at the United Nations. It provides financial and technical assistance to innovative approaches aimed at fostering women's empowerment and gender equality. UNIFEM South Asia Regional Office (SARO) works for countries including India, Nepal, Pakistan, Afghanistan, Sri- Lanka, Bangladesh, Maldives, Bhutan and Iran. 

Under the Economic Security & Rights programme, UNIFEM South Asia Sub-regional Office supports national initiatives to include gender perspectives in formulation and implementation of national policies. UNIFEM also supports efforts to develop knowledge on marginalized women (adivasi/ indigenous women) and their communities and supports development of practical skills needed for securing sustainable livelihoods. 

Through its partnerships with international organizations, government agencies, research organizations and civil society organizations, UNIFEM works to strengthen women’s rights to land and inheritance, and empower women migrant workers as well as home-based workers for the advancement of women’s economic security and rights.

Under the overall supervision of the DRPD and the direct supervision of the Senior Research Analyst - Economic Security and Rights, the Programme Assistant will provide programme support. 



	III. Functions / Key Results Expected



	Summary of Key Functions in the following Programmes:

         Economic Security and Climate Change 

· Supports facilitation of knowledge building and knowledge sharing 

· Supports implementation of programme strategies
· Provide Administrative Support to the Unit.


	I. Economic Security and Climate Change – Supports facilitation of knowledge building and knowledge sharing focusing on achievement of the following results: 
a) Assistance and inputs in preparing concept notes and proposals for raising funds in the following areas which are being negotiated:
· Indigenous Women and Shifting Cultivation as a land use knowledge system (The Christensen Fund and UNIFEM)

· Financing for Gender Equality and Women’s Empowerment in Natural Resource based Livelihoods. 

· Gender, Land and Productivity: Land Rights of Women. 

· Women, Agriculture and Climate Change. 

· Energy, Gender and Climate Change (in partnership with ESCAP) 

· Single Women: employment and participation in creation of environmentally sound productive assets under guaranteed rural employment programme. 

b) Assist in preparation of donor’s profile/briefing material as well as donor reports. 
c) Provide overall support to Climate Change and Knowledge Development in terms of background research, identifying source materials, summarizing research papers and preparing power point presentations. 
d) Assist in preparing draft reports/ papers for presentation at national and international workshops and conferences.

e) Follow up with publishers/printers to ensure timely delivery and the quality products.



	II        Economic Security and Climate Change – Supports implementation of programme strategies with the objective of ensuring that the following objectives are achieved: 
a) Assist in preparation of project document drafts, work plans, budgets, proposals on implementation arrangements.
b) Support UNIFEM and Government of India partnership in engendering NREGA and Swayamsidha programmes/ projects
c) Assist and provide logistical support to the programme unit relating to organization of events such as workshops, training and consultation programmes which include: 

· preparing and distributing the agenda

· making a complete list of participants 
· correspondence with participants

· reporting and ensuring that rapporteur notes are prepared and submitted on time.
d) Participate in workshops and conferences related to Economic Security & Climate Change when required.
Provide support in maintenance of records/ documents/ files relating to the programme and related projects and be responsible for assigned correspondence and other administrative tasks, including project budgets and budget revisions.

	III.Provides administrative support to the Unit focusing on achievement of  the following  results:

                a)   Preparation of non-PO vouchers for development projects.
               b) Maintenance of the internal expenditures control system.

               c) Creation of requisitions in Atlas for development projects, register of goods receipt in 
                    Atlas.
              d) Making budget check for requisitions, POs and vouchers. 

              e)  Creation of projects in Atlas, preparation of budget revisions, revision of project 
                    award and project status, determination of unutilized funds, operational and financial  

                    closure of a project.

               f) Presentation of information for audit



	IV.           Any other task assigned by the RPD, DRPD and the direct supervisor.


	IV. Impact of Results 



	The key results have an impact on the success of the UNIFEM SRO  programme within specific areas of cooperation. In particular, the key results have an impact on the design, operation and programming of activities, creation of strategic partnerships as well as facilitation of knowledge building.

	V. Competencies and Critical Success Factors



	Corporate Competencies:

· Demonstrates commitment to UNIFEM’s mission, vision and values.

· Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability

Functional Competencies:

Knowledge Management and Learning

· Shares knowledge and experience

· Actively works towards continuing personal learning, acts on learning plan and applies newly acquired skills 

Development and Operational Effectiveness

· Ability to perform a variety of specialized tasks related to design, planning and implementation of programme, managing data, reporting.

· Ability to provide input to and use new IT based systems
Leadership and Self-Management

· Focuses on result for the client and responds positively to feedback

· Consistently approaches work with energy and a positive, constructive attitude

· Remains calm, in control and good humored even under pressure

· Demonstrates openness to change and ability to manage complexities 
· Good understanding of gender and HIV issues.

· Demonstrable ability to work in a team

· Ability to work under pressure.

· Good writing and communication skills

· Excellent computer literacy and skills



	VI. Recruitment Qualifications



	Education:
	University Degree in Public Administration, Economics, Political or Social Sciences.



	Experience:
	1 to 2 years of progressively responsible administrative or programme experience is required at the national or international level. Experience in the usage of computers and office software packages (MS Word, Excel, etc) and advance knowledge of spreadsheet and database packages, experience in handling of web based management systems.



	Language Requirements:
	Fluency in English and other South Asian languages.


Interested applicants should apply for the vacancy, using the “Personal History Form - P 11” and the latest CV. 
Application to this vacancy should be sent to unifem.jobs.in@unifem.org .  Please insert Vacancy Announcement Number in the Subject of the E-mail.  Applications without the Vacancy Number or with the incorrect Vacancy Number will not be accepted.

NOTE : Only short-listed candidates will be contacted.
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