

Annex I
Job Description: Preparedness Specialist
Org. Setting and Reporting
This position is located in the Crisis Preparedness and Response Section (CPRS) within the Global Operations Division) in the Office of the High Commissioner for Human Rights (OHCHR) in Geneva. Under the overall supervision of the OIC Chief CPRS, the incumbent will report to the Coordinator of the Humanitarian Action Unit (HAU). The preparedness specialist will be responsible for supporting the overall work of the humanitarian action unit through preparedness work.
The incumbent is expected to have comprehensive knowledge of humanitarian operations, humanitarian partners, and the humanitarian processes and mechanisms. Moreover, he/she will ensure the regular monitoring and analysis of the humanitarian situation, drafting different kind of documents and information products, as well as high-level advocacy documents. 
Responsibilities

Within delegated authority, the preparedness specialist will be responsible for the following duties:

· Contributes to the implementation of the office wide humanitarian action strategy
· Participates and supports the achievements of Humanitarian Action Unit goals and objectives.
· Top quality advisory services to the partners and team members
· Implement the global preparedness plan to support the implementation of the humanitarian action strategy
· Prepares or contributes to the preparation of various written reports and products, including documents and communications, situation reports, talking points, as well as donor reports, supporting reporting as well as corporate outreach and advocacy.
· Planning and directing disaster response or crisis management activities.
· Assist in setting up minimum preparedness action
· Use existing information analysis reports to support planning for preparedness in country contexts
· Support field presences Advanced Preparedness Actions (APAs) and Contingency  Planning (CP) when risk analysis and monitoring indicate moderate or high risk
· Performs other duties as required.

Required Skills and Experience
 
Education:
· Master’s degree or equivalent in political science, social science, international studies, public administration, economics, engineering, earth sciences or other related fields. 

Experience:
· A minimum of 5 years of progressively responsible experience in humanitarian affairs, emergency preparedness, crisis/emergency relief management, or other related area is required.
· Experience in emergency situations (complex emergency or natural disaster) is required.
· Excellent communication, report writing, and analytical skills are required.
· Programming and coordination experience in emergency humanitarian situations, preparedness and response is desirable.
· Experience in a humanitarian context within the UN Common System, NGO or other comparable international organization is desirable.
 
Language:
 
Fluency in English is required. Fluency in other UN Official language used at the duty station will be an asset.

Functional Competencies: 
Professionalism 
· Shows pride in work and in achievements. 
· Demonstrates professional competence and mastery of subject matter
· Conscientious and efficient in meeting commitments, observing deadlines and achieving results. 
· Motivated by professional rather than personal concerns.
· Shows persistence when faced with difficult problems or challenges. 
· Remains calm in stressful situations
Accountability
·  Takes ownership for all responsibilities and honours commitments.
·  Delivers outputs for which one has responsibility within prescribed time, cost, and quality standards.
·  Operates in compliance with organizational regulations and rules.
· Supports subordinates, provides oversight and takes responsibility for delegated assignments.
· Takes personal responsibility for his/her own shortcomings and those of the work unit, where applicable.
Teamwork
· Works collaboratively with colleagues to achieve organizational goals;
· Solicits input by genuinely valuing others' ideas and expertise; 
· Is willing to learn from others;
· Places team agenda before personal agenda; 
· Supports and acts in accordance with final group decision, even when such decisions may not entirely reflect own position; 
· Shares credit for team accomplishments and accepts joint responsibility for team shortcomings
Client Orientation
· Research potential solutions to internal and external client needs and reports back in a timely, succinct, and appropriate fashion
· Organizes and prioritizes work schedule to meet client needs and deadlines
· Establishes, builds, and sustains effective relationships within the work unit and with internal and external clients
· Actively supports the interests of the client by making choices and setting priorities to meet their needs
· Anticipates client needs and addresses them promptly




Annex II
Job Description: Program specialist in humanitarian funds
Org. Setting and Reporting
This position is located in the Crisis Preparedness Response Section (CPRS) within the Global Operations Division (FOTCD) in the Office of the High Commissioner for Human Rights (OHCHR) in Geneva. Under the overall supervision of the OIC Chief CPRS, the incumbent will report to the Coordinator of the Humanitarian Action Unit (HAU). The program specialist in humanitarian funds will be responsible for supporting the overall work of the humanitarian action unit through development of project proposal and outreach to humanitarian donors.
The incumbent is expected to have comprehensive knowledge of humanitarian funds, humanitarian partners, and drafting project proposals in humanitarian settings. Moreover, he/she will ensure the drafting of different kind of documents and information products including reporting to donors.  
Responsibilities
Within delegated authority, the Program specialist in humanitarian funds will be responsible for the following duties:

· Support OHCHR field presences on OHCHR engagement in humanitarian planning and financing exercises and similar documents, advising on all stages and aspects of relevant processes;
· Design project proposals and protection services to support the country presences identified needs of affected communities
· Participate in humanitarian funds global meetings
· Keep abreast of humanitarian funding opportunities and communicate to OHCHR at global and field levels
· Support the External Outreach Section in their humanitarian work
· Review field presences humanitarian project proposals

Required Skills and Experience
 
Education:
· Master’s degree or equivalent in political science, social science, international studies, public administration, economics or other related fields. 

Experience:
· A minimum of 5 years of progressively responsible experience in humanitarian affairs, project management, emergency preparedness, crisis/emergency relief management, or other related area is required.
· Experience in emergency situations (complex emergency or natural disaster) is required.
· Excellent communication, report writing and analytical skills are required.
· Programming and coordination experience in emergency humanitarian situations, preparedness and response is desirable.
· Experience in a humanitarian context within the UN Common System, NGO or other comparable international organization is desirable.
· Experience in humanitarian financing and pooled funding
· Proven project proposal writing skills
 
Language:
 
Fluency in English is required. Fluency in other UN Official language will be an asset.
 
Functional Competencies: 
Professionalism 
· Shows pride in work and in achievements 
· Demonstrates professional competence and mastery of subject matter
· Conscientious and efficient in meeting commitments, observing deadlines and achieving results 
· Motivated by professional rather than personal concerns
· Shows persistence when faced with difficult problems or challenges 
· Remains calm in stressful situations
Accountability
·  Takes ownership for all responsibilities and honours commitments
·  Delivers outputs for which one has responsibility within prescribed time, cost and quality standards.
·  Operates in compliance with organizational regulations and rules.
· Supports subordinates, provides oversight and takes responsibility for delegated assignments.
· Takes personal responsibility for his/her own shortcomings and those of the work unit, where applicable.
Teamwork
· Works collaboratively with colleagues to achieve organizational goals;
· Solicits input by genuinely valuing others' ideas and expertise; 
· Is willing to learn from others;
· Places team agenda before personal agenda; 
· Supports and acts in accordance with final group decision, even when such decisions may not entirely reflect own position; 
· Shares credit for team accomplishments and accepts joint responsibility for team shortcomings
Client Orientation
· Research potential solutions to internal and external client needs and reports back in a timely, succinct, and appropriate fashion
· Organizes and prioritizes work schedule to meet client needs and deadlines
· Establishes, builds, and sustains effective relationships within the work unit and with internal and external clients
· Actively supports the interests of the client by making choices and setting priorities to meet their needs
· Anticipates client needs and addresses them promptly

