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1.
ORGANIZATIONAL SETTING

a)
REPORTS TO:  (Indicate post, by job title and level, to which this            position reports.)
Chief of FO/ Solomon Islands (IMIS#: 19735/ LE04)
b)
RESPONSIBILITY FOR WORK OF OTHERS  (Indicate the title, level and number for whose work the post is responsible.)

Title






    

Level


Number



Senior Programme Assistant/TFT
GS07


1
c)
ORGANIZATION CHART  (Show the IMMEDIATE SECTION where the post is located, as well as the supervisor, subordinates and all other related posts.  Only the officially approved organization chart should be used.) 
[image: image2.jpg]UNICEF PACIFIC PROPOSED ORGANIZATION STRUCTURE 2008 — 2012

SOLOMON ISLANDS FIELD OFFICE






2.
PURPOSE OF THE POST (Statement of overall post accountability.)
Under the general supervision of the Deputy Chief of UN Solomon Office and technical guidance of Chief of Education contributes to project design, planning, implementation, monitoring and evaluation of education programme activities, data analysis and progress reporting, including teamwork and capacity building.

3.
MAJOR DUTIES AND RESPONSIBILITIES (Describe in order of importance what incumbent does and how. Do not exceed more than 10-12 major duties. Indicate the percentage of time devoted to each duty or responsibility. Do not include duties of less than 5%.)
Percentage
	15%
	1. Collects and analyzes data for the Situation Analysis,         programme/project planning, management, monitoring and evaluation purposes.  Analyzes programme implementation reports and evaluates against established programme recommendations and plans of action.  Prepares tables, graphs and other statistical data.  Reports outcome of analysis and proposes corrective actions. 

	15%
	2. Undertakes ongoing visits to UNICEF project sites, assesses local conditions and resources, and monitors UNICEF inputs.  Communicates with local counterpart authorities on project feasibility and effectiveness including monitoring the flow of supply and non-supply assistance.

	20%
	3. Undertakes follow-up action on programme implementation activities, contributes to teamwork building, and prepares relevant reports.  Drafts changes in programme workplans as required.

	10%
	4. Attends technical cooperation meetings, prepares notes and undertakes follow-up action and coordination related to programme implementation and monitoring.

	05%
	5. Assists in identification and selection of technical               supplies and equipment. 

	10%
	6. Assists in the preparation of the country programme recommendation by drafting CPSS, PSS and other relevant documentation ensuring accuracy and consistency with established rules and regulations.  Maintains the computerized programme system database and submits relevant reports.

	10%
	7. Selects and compiles training and orientation materials for those involved in programme implementation, including donor and media visits.

	10%
	8. Evaluates and analyzes financial and supply reports to ensure appropriateness of documentation, expenditures are within allotments, data is consistent with PIDB. Reports to the Supervisor and/or Head of Office the outcome of reviews.

	05%
	9. Drafts relevant sections of reports (required for donors, management, annual reports, etc.)




4.
WORKING CONDITIONS (Do the duties of this post involve frequent travelling or unusual conditions or is it an office-based post?)
Post is office-based with travel to project sites.  Incumbent may be out-posted.

5.
IMPACT AND CONSEQUENCE OF ERROR

(a)
Describe the type of decisions regularly made and the impact of those decisions.
Limited technical decisions on project implementation which will impact on project efficiency and delivery.

(b)
Describe the type of recommendations regularly made and why they are important.
Makes recommendations on project implementation, alternative approaches, and optimal utilization of UNICEF resources. 

(c)
Describe the most damaging error(s) that could be made in the performance of the work and their consequences. 
Errors in reporting project status and financial monitoring would lead to project ineffectiveness, loss of time, and resources.

6.
INDEPENDENCE ( Describe the degree of direction or management guidance the incumbent receives from the immediate supervisor, (e.g., incumbent exercises judgement, takes initiative, etc., under minimal supervision.)
Supervisor defines parameters of assignments and outlines approaches to problem areas.  Research is carried out independently.  Analysis and drafts of reports are reviewed in progress to ensure soundness and accuracy.

7.
GUIDELINES

(a)
Indicate which guidelines are required for performing the duties of the post (rules, regulations, policies, procedures, practices, precedents, manuals, instructions, etc.)
UNICEF programme manuals

UNICEF Board Policy Paper, PRO's and Executive Directive

UNICEF country programme plan

Government development plans and policies

UNICEF financial and supply rules, regulations and manuals


Office Workplan

(b)
Describe the degrees to which interpretation of and deviation from existing guidelines are permitted, and the authority to propose or establish new guidelines.
Post requires interpretation and application of guidelines. 

Deviation from existing guidelines is not permitted, however the incumbent is expected to make recommendations when such deviation is necessary, to ensure project efficiency and effectiveness.

8.
WORK RELATIONSHIPS

Indicate both the purpose and level of contacts within and outside UNICEF in order to perform the work effectively.

CONTACT                      

PURPOSE & FREQUENCY                            

a)
Internal
Programme/project staff


(F)
Exchange of information,      clarification and guidance

on programme progress/

implementation

Operations/supply staff


(F)
Financial and supply manage-

ment and monitoring.

b)
External
Local Government and Central

(F)
Information exchange on


Government counterparts



project status and 









implementation, movement









and distribution of supplies


Community members



(O)
Obtains/exchanges information


UN Agencies and NGOs


(O)
Obtains/exchanges information

9.
QUALIFICATIONS AND COMPETENCIES required to perform the duties of the post:

a)
EDUCATION (Indicate the level of formal education and/or training and field of specialization required.)
University degree in education, Social Sciences or related technical field. 

b)
WORK EXPERIENCE (Indicate the length and type of practical expericence required at the national and international levels.)
Two years progressively responsible experience in programme design, administration, monitoring and evaluation or related field.

c)
LANGUAGES (Indicate the language requirements.)
Fluency in English and another UN language required.

Knowledge of the local working language of the duty station is an asset.

d)
COMPETENCIES (Indicate what key competencies are required, such as computer knowledge, management, communication, negotiating or training skills, etc.)
· Analytical and conceptual ability; communication skills.

· Planning and monitoring skills; ability to organize work and projects.

· Ability to make timely and quality judgments and decisions.

· Computer skills, including internet navigation, and various office

         applications.

· Commitment to continuous learning for professional development.

· Demonstrated ability to work in a multi-cultural environment, and

         establish harmonious and effective working relationships both within

         and outside the organization.

· Iniative, passion and commitment to UNICEF’s mission and professional values.
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