Vacancy VNSRMN00368
Job Title


National Project Co-ordination Officer, Technical Assistance on Roma Inclusion
Location


Belgrade,CS
Organization Name


OSCE Mission to Serbia
Grade


NP2[image: image1.wmf]

NP1


Closing Date of application

22.Sep.2013
No. of Posts


1
Background
The vacancy is open only for persons with the citizenship of the Republic of Serbia.

This is an extra-budgetary position subject to the availability of funds. The incumbent will receive a one-year Fixed-term Letter of Appointment, which will be subject to satisfactory completion of a 6-month probationary period and which will be renewable annually, subject to satisfactory performance, until the end of the Project (20 June 2015). The incumbent will work on the EU-funded project "Technical Assistance for the Implementation of the Government of Serbia's Sector Fiche Social Development (measure 5) for the Realisation of the Strategy for Roma Inclusion", which is placed within the Democratization Department.

Tasks and Responsibilities

The incumbent performs the following duties:

1. Co-ordinates Project implementation, including communication with external partners: 

· Ensures co-ordination of the strategic and programmatic planning, by collecting and collating input from different components of the Project, from other sections of the Department and the Mission relevant for the Project; 

· Advises the Project Manager and Project staff on substantive, administrative and budgetary issues; 

· Maintains continuous exchange of information and harmonisation of the mutual efforts with the Project's donor and main partners; 

· Ensures the circulation of all relevant Project information within the Mission and assists in establishing and maintaining contacts with the main Project partners; 

· Participates in events, represents the Project at external events, and participates in subject-matter discussions;

2. Supports the management of the Project: 

· Analyses, reviews and/or amends all Project documents submitted for approval by the Project Manager, such as activity plans, reports, requests, correspondence etc.; 

· Advises the Project Manager on Project implementation and administrative management, to ensure compliance with the applicable OSCE rules; 

· Monitors and keeps real-time log of the status of all activities with regard to outputs, budget, human resources and administration; 

· Meets regularly with the Project staff, requests feedback and information, and clears daily/weekly activities; 

· Analyses, reviews and/or amends Implementing Agency Agreements and Memoranda of Understanding with the counterparts, as well as terms of reference, legal frameworks, protocols, action plans, proposals, monitoring tools and other mechanisms; 

· Liaises with the Fund Administration Unit and the Head of Mission's Office regarding the submission of periodic and final Project reports;

3. Co-ordinates administrative requirements of the Project: 

· Serves as the focal point for administrative queries and needs, maintaining regular contact with the Fund Administration Unit; 

· Advises the Project Manager on financial and budgetary issues; 

· Briefs and guides the Project staff on policies and procedures and formulates proposals aimed at improving workflow; 

· Participates in the selection of consultants, implementing partners and service providers; 

· Acts as the Project's focal point for the OSCE Integrated Resource Management (IRMA) and Documents Management (Doc.In) systems; 

· Reviews and processes administrative requests submitted by the Project staff and performs the role of alternate Project Manager when necessary;

4. Performs other duties as required.

Necessary Qualifications



	


· Citizenship of the Republic of Serbia; 

· University degree in law, public administration or social studies; 

· Supplementary formal studies/training in either administration or policy development would be an asset; 

· Minimum four (4) years of professional experience in a relevant field, such as programme co-ordination or project management, preferably in an international organisation; 

· Previous experience working on relevant issues (e.g. minority inclusion) in the public sector; 

· Experience in handling/reviewing documents of legal and paralegal nature; 

· Previous working experience in project development, implementation and evaluation; 

· Knowledge of the OSCE or similar administrative framework; 

· Excellent written and oral communication skills in English and in the local language; 

· Computer literate with practical experience in Microsoft packages; 

· Demonstrated gender awareness and sensitivity, as well as the ability to integrate a gender perspective into tasks and activities; 

· Holding a valid driving licence; 

· Ability to work with people of different nationalities, religions or cultural backgrounds.

Remuneration Package
The incumbent shall receive a one-year Fixed-term Letter of Appointment, which will be subject to satisfactory completion of a 6-month probationary period and which will be renewable annually, subject to satisfactory performance, until the end of the Project. The Project is scheduled to end on 20 June 2015.
Appointments are normaly made at Step 1 of the applicable salary scales.

Monthly remuneration, subject to social security deductions, is EUR 2,216.67. Social benefits will include participation in the Vanbreda medical insurance and the OSCE Provident Fund.

The OSCE retains the discretion to re-advertise the vacancy, cancel the recruitment, offer an appointment at a lower grade or offer an appointment with a modified job description or for a different duration.

How To Apply
Please apply online through this website (www.osce.org/employment) no later than 22 September 2013. Only online applications will be considered; applications received by email, post etc. will not be accepted. 

Only short-listed candidates will be contacted. Candidates who have not been contacted by 31 October 2013 should consider there will be no follow up to their application. 

Contact Tel. No: 011-3606 100, ext.: 4133, 4130, 4157, 4153 (Human Resources Office).
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