8563 - Administrative Specialist, Directorate, OFA - New York, UNITED STATES OF AMERICA 

	
Application Type :
	External Vacancy

	Scope of advertisement :
	Globally advertised (Including jobs.undp.org)

	Job ID/Title :
	8563 - Administrative Specialist, Directorate, OFA

	Category :
	Management

	Brand :
	UNDP

	Post Level :
	P-4 (ICS-11)

	
	

	
	

	

	

	Duty Station :
	New York, UNITED STATES OF AMERICA 

	Type of Contract :
	100 Series

	Post Number :
(for 100 Series Contracts)
	38415

	Languages Required :
	English    

	Starting Date :
(date when the selected candidate is expected to start)
	01-Apr-2009

	Duration of Initial Contract :
	

	Expected Duration of Assignment :

	

	Background:


	As an exception to the established QUARRY mechanism for advertising all 100 Series international vacancies, this post is being advertised on an ad hoc basis, but adhering to the QUARRY process.
The Administrative Specialist reports to the Deputy Director, Office of Finance and Administration, and he/she provides support to all units in OFA. Within delegated authority, the incumbent will be responsible for the duties as listed in Section III, including the management of both staff and non-staff positions and advice to the senior management of OFA on the implementation of HR strategies and effective delivery of human resources services. He/she assesses client needs, interprets and applies HR policies, regulations and rules, as well as established internal procedures and provides solutions to complex HR issues. He/she will work and liaise closely with OHR and other UNDP Units, including within OFA, as required. The incumbent will be required to provide effective and timely delivery of services, including management and administration of OFA’s BSB resources as well as the preparation and monitoring of OFA’s management workplan.


	Description of Responsibilities :


	Under the direct supervision of the Deputy Director, Office of Finance and Administration, the incumbent is responsible for management of contracts, and facilitation of human resources procedures, in order to maximize value for money for all contractual service arrangements for OFA and administering smooth HR management as well as effective management of OFA’s BSB and extra-budgetary resources. This requires the incumbent to:

· Oversee and facilitate the implementation of OFA’s management strategy through monitoring management systems and ensuring enhancement of an efficient and effective use of human and financial resources at the OFA level; 

· Manage the information flow between the OHR and OFA/OPB staff regarding all Human Resources issues; 

· Interpret HR policies and regulations and advise senior managers on their applications, taking into account their particular needs; 

· Effectively co-ordinate with Heads of OFA and OPB, all actions relating to the administration and co-ordination of human resource activities, including for ALDs, SSA and Individual Contractors, e.g., recruitment, placement, promotion, job classification reviews, separations, ensuring consistency in application of UN Staff Rules, Regulations and Procedures; 

· Provide expert guidance on conditions of services, duties and responsibilities and entitlements under UN Staff Rules and Regulations and provides follow-up actions necessary on contract issues, as required; 

· Identify areas where improvements can be made and recommend corrective actions; 

· Update and maintain a monitoring system, identifying expiring contracts; 

· Oversee interviews and recruitment process; 

· Act as the Learning Manager for OFA and in so doing identify, facilitate, advocate and coordinate best practice approaches and the timely completion of effective learning activities and staff development as well as promoting a learning culture in the workplace in order to sustain productivity and work life environment. The incumbent will also chair OFA’s Learning Committee; 

· In close collaboration with OFA senior managers, administer and manage OFA’s BSB resources and extra-budgetary resources; 

· Liaise with all OFA units to plan and implement the delivery of BSB encumbrances and expenditures; 

· Work closely with OPB and other necessary units to plan, formulate and deliver effective usage of OFA’s BSB strategies in line with its management workplan and monitor OFA unit operations and centrally managed services; 

· Assess on an ongoing basis, the availability of resources for redeployment (reallocation) due to emerging opportunities and/or unforeseen needs; 

· Produce, coordinate and monitor management reporting tools for all OFA Units, including presentation and analysis of Executive Snapshots, UN Reports, etc.; 

· Perform other duties as required by the Supervisor. 

	Competencies :

	Corporate Competencies
· Demonstrate commitment to UNDP’s mission, vision and values. Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability. Displays integrity in conducting his/her work; 

Management and Leadership
· Ability to establish and spread best practices amongst the potential users. 

· Ability to identify priority activities and adjusting priorities as required. 

· Ability to work collaboratively with colleagues to achieve organizational goals, thus enabling a client-oriented environment. 

· Ability to effectively manage human and financial resources – results oriented. Responds positively to feedback and differing points of view; 

Professionalism
· Proven skills and ability to identify issues, formulate opinions, draw conclusions and recommend solutions 

· Remains calm whilst working effectively in stressful situations, shows motivation and pursues continuous personal development and learning 

Communication
· Proven ability to write in clear and concise manner and to orally communicate effectively; 

· Ask questions to clarify situations and exhibits interest in having two-way communication.  

· Tailors language, tone, style and format to match the audience.  Demonstrates openness in sharing information and keeping people informed; 

Accountability
· Takes ownership of all responsibilities and honors commitments. 

· Delivers outputs for which one has responsibility within prescribed time, cost and quality standards. 

· Operates in compliance with the Financial Regulations and Rules. 

· Supports subordinates, provides oversight and takes responsibility for delegated assignments. 

Judgment/Decision-Making
· Identifies issues in a complex situation, gathers relevant information before making decisions 

· Takes decisions with an eye to the impact on others and on UNDP. Proposes a course of action or makes a recommendation based on all available information. Checks assumptions against facts. Determines that the actions proposed will satisfy the expressed and underlying needs. 

Knowledge Management and Learning
· Encourages office staff to share knowledge and contribute to UNDP practice areas 

· Actively works towards continuing personal learning and development in one or more Practice Areas, acts on learning plan and applies newly acquired skills 

· Seeks and applies knowledge, information and best practices from within and outside of UNDP; 

· Provides constructive coaching, feedback and capacity building. 

Functional Competencies
· Knowledge of UNDP administrative, procurement, budgetary, financial and human resource policies and procedures as well as UN System Staff Rules, Regulations and Procedures; 

· Able to assess risks and correctly analyze the likelihood of them occurring. Able to then prioritize action to the risks with the biggest business impact 

· Operates in compliance with organizational regulations and rules 

· Strong understanding of regulatory frameworks and instruments 

· Ability to apply various UN administrative rules and regulations in work situations; 

· Ability to perform a broad range of specialized activities related to procurement, contracting, and financial and human resource management, including forward planning of all contracts to ensure continuity of business/services provided by OFA, as a whole; 

· Strong analytical skills and sound judgment; 

· Thorough professional and technical knowledge of ATLAS Modules 

· Strong IT skills, knowledge of management support software applications. 

	Qualifications :

	Education:
· Advanced (Masters) University Degree in Business, or Public Administration, Finance/Accounting or a relevant discipline. 

Experience: 

· Minimum 7 years of relevant and progressive professional experience in office administration including finance, human resources, and procurement preferably in a country office. 

· Demonstrated knowledge of ERP. 

· Proven record of integrity and probity. 

· Familiarity with international development and the UN system would be an advantage. Developing country experience would be highly desirable. 

· Analytical capabilities combined with strong leadership, interpersonal, verbal and written communication skills. 

Language Requirements: 

· Written and spoken fluency in English. 

· Knowledge of another UN official language is desirable. 
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