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UNOPS helps its partners in the United Nations system meet the world’s needs for building peace, recovering from disaster, and creating sustainable development.  UNOPS is known for its ability to implement complex projects in all types of environments around the globe.  In an effort to promote organizational excellence, UNOPS seeks highly qualified individuals for the following position:

Vacancy Details

	Vacancy Code
	UNOPS-PROGRES-2011-VA-012

	Position Title
	On-call Reporting and Communications Specialist

	Position Level
	Local Specialist LICA 6

	Org Unit
	EMO/PRPC/PROGRES Programme - CHP Cluster

	Duty Station
	Prokuplje

	Duration
	from September 2011 to September 2012 with up to maximum of 70 working days

	Closing Date
	17 August 2011


Background

	The European Partnership with Municipalities Programme (PROGRES) is a joint action of the European Union, the Government of Switzerland and the Government of Serbia, to enhance stability and socio-economic development in the South and South West Serbia. In a holistic manner, PROGRES will endeavour to accelerate growth and improve the overall conditions in the Programme Area. The United Nations Office for Project Services (UNOPS) has been granted an initial budget of EUR 17,5 million for the Programme, which should be implemented in a timeframe of three years, starting in mid- 2010. 

PROGRES will aim to strengthen local governance by addressing both the performance of the local governments and institutions and by encouraging participation of civil society organisations in public sector decision making. It will also support partnerships between stakeholders on the local, regional and national levels, to produce local collective goods and services. Furthermore, the Programme will work on strengthening financial departments and improvement of the budgeting and financial processes and the enhancement of project management capacities within local institutions, in particular those concerning a systematic approach to development of environmental, economic and social infrastructure.




Duties and Responsibilities

	The Reporting and Communications Specialist will be responsible for provision of expert support to the Communications Officer in preparation of Programme reports, and implementation of PROGRES communications’ documents. 

The selected incumbent will undertake the following activities/responsibilities: 

A. Drafting and editing PROGRES reports, analysis and briefings 
· Draft Programme’s monthly, quarterly, annual and final reports for donors

· Draft reports on socio-economic trends and conditions in Programme’s area of responsibility

· Draft background analysis and/or briefing documents as requested

· Compile regular monitoring reports based on the Programme document, logical framework matrix and other Programme baseline documents and studies 

· Prepare other reports as requested

B. Contribute to communications learning
· Work with PROGRES staff to improve report writing by providing feedback on their weekly and monthly reports, as well as recommendations for improvement

C. Provide support for implementation of PROGRES Communications’ Strategy, Internal Communications Plan and Communications Manual

· Assist in the development of tools for promotion of PROGRES actions, results and impact

· Contribute to reporting/evaluation of conducted communications activities 

· Provide support for organisation of Programme workshops/trainings

· Provide facilitation support for internal meetings 




Required Selection Criteria
	Competencies
· Demonstrates commitment to UNOPS' mission, vision and values.
· Displays cultural, gender, religion, race, and nationality sensitivity and adaptability.
· Formulates written information clearly and persuasively.
· Excellent organizational and inter-personal skills.
· Consistently approaches work with energy and a positive, constructive attitude; remains calm and in control even under pressure.

· Builds strong relationships with PROGRES staff and external contacts.
· Accountability for management of time and respect of professional standards.

· Demonstrates openness to change and ability to manage complexities.

· Focuses on result and responds positively to feedback.

· Willing to share knowledge and experience.


	Education/Experience/Language

· Master's degree in communications or public/media relations, journalism, international relations or a related field.  
· Minimum 5 years of relevant work experience in communications, public relations, media or journalism.
· Understanding of good governance, human rights and minority issues, municipal management and infrastructure development 

· Understanding of socio-economic situation and developmental challenges in Serbia. Knowledge of the South and South West Serbia is an advantage. 

· Computer literacy: MS Office, Internet.
· Experience with international organisations is desirable but not mandatory.
· Fluency in English and Serbian. 
· Ability to work independently
· Valid driving licence. 


Submission of Applications

Qualified candidates may submit their application, including a letter of interest, complete Curriculum Vitae and an updated United Nations Personal History Form (P.11) available under Related Links at http://www.unops.org/english/whoweneed/Pages/Contracttypes.aspx via e-mail to progres.vacancies@unops.org. Kindly indicate the vacancy number and the post title in the subject line when applying by email.

* Please note that this is a local post and is open to all nationals of the country of the duty station and to individuals who have a valid work permit. 
Additional Considerations

·   Applications received after the closing date will not be considered.

·   Only those candidates that are short-listed for interviews will be notified. 

· Qualified female candidates are strongly encouraged to apply. 

· UNOPS reserves the right to appoint a candidate at a level below the advertised level of the post.

For more information on UNOPS, please visit the UNOPS website at www.unops.org.

For more information on PROGRES, please visit the PROGRES website at http://progresprogram.org  
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