	1135 EVENTS ASSISTANT

	Location :
	Belgrade, SERBIA

	Application Deadline :
	17-Sep-10

	Type of Contract :
	Service Contract

	Post Level :
	SC-3

	Languages Required :
	English   

	Starting Date :
(date when the selected canditate is expected to start)
	06-Oct-2010

	Duration of Initial Contract :
	6 months

	Refer a Friend  Apply Now

	Background

	a.         Purpose
The purpose of this TOR is to recruit a qualified candidate with experience and knowledge in programme assistance. The successful candidate will support the implementation of the 'Support for an Arms Control Programme in the Western Balkans' and the 'Support for Gender Mainstreaming in Policing Practice in South Eastern Europe', managed by SEESAC, by providing necessary support to the organization of various events.

 

b.         Objective
The objective is to achieve improved arms control and gender mainstreaming through increased national capacities and regional cooperation in the Western Balkans.

 

c.         Background Information
Despite significant progress in recent years, arms control efforts in the Western Balkans still need to be improved in order to increase the regional input in eradicating illicit transfers of weapons and ammunition. In particular, gains in terms of transparency need to be sustained through continuous support for efforts to tighten arms export controls. In addition, parliaments need to engage more forcefully in overseeing export policies. SEESAC will implement an Arms Control Support Programme, which overall goal would be to strengthen arms control in the Western Balkans by increasing the capacities of national authorities to meet the European Union (EU) and international standards. This would assist the ongoing reforms in the Western Balkans and enable national authorities to participate fully in the EU accession processes.

 

The programme will enable the publication of Regional Reports on Arms Exports, which follow closely the EU Annual Arms Exports report, by providing the necessary diplomatic, logistical and technical support. This includes the organizations of two regional meetings to further develop the format of the report as well as the submission details; providing capacity building on producing data for actual exports; and publication of the regional reports.

 

SEESAC would work with MPs and parliamentary staffs to improve capacity for oversight. This will include training, information exchange, and support for parliamentary activities such as inquiries and hearings. SEESAC would establish a Western Balkans Parliamentary Forum on Arms Control at regional and national levels. At the regional level, the Forum would facilitate an annual meeting with MPs from the Western Balkans states engaged with SALW control. At the national level, SEESAC would organize annual workshops to bring together MPs, parliamentary staff and the executive branch.

 

The activities of the programme will result in three complementary outputs: increased transparency; increased regional cooperation and coordination; and increased capacity for parliamentary oversight of arms transfers. 

 

In addition to this SEESAC is working closely with the Southeast Europe Police Chiefs Association (SEPCA) on the implementation of project supporting gender mainstreaming in policing practices in South Eastern Europe through capacity development of Women Police Officers Network (WPON) in SEE. It is envisioned that the WPON will come to serve as an advisory and advocacy body to the region’s police services on matters related to gender and policing. The WPON will engage also in gender responsive project initiating and facilitating. SEESAC will support WPON with the development of policy and best-practice guidelines in two specific areas: 

· career development for women police officers; and 

· gender sensitive policing strategies. 

Through the promotion of such best-practice guidelines and the lobbying for their implementation, the network will act in a transformational role within the police forces.

	Duties and Responsibilities

	 

Scope of work
 

The Event Organizer will provide technical, administrative and programmatic support for the implementation of the 'Support for an Arms Control Programme in the Western Balkans' and 'Support for Gender Mainstreaming in Policing Practice in South Eastern Europe' projects as well as any other projects that SEESAC might initiate. Under the general supervision of the SEESAC Team Leader and the direct supervision of the SEESAC Programme Associate, the Events Assistant will undertake the following tasks: 

· Manage preparation of meeting, workshops, seminars and conferences including logistical preparations, travel, and preparation of training materials and relevant administrative functions and take minutes of such gatherings; correspondence with the national and international counterparts.  

· Prepare travel requisitions, requests for personnel and procurement actions and other necessary financial, administrative and travel arrangements.  

· Cover administrative project related tasks such as paperwork, archiving, filing, routine correspondence and inter office coordination with related activities.   

· Handle vouchers and requisitions requests and follow up with the purchase of office supplies, equipment and services.  

· Provide general administrative assistance including faxing, mailing, photocopying, typing, scanning and translating.  

· Perform other duties as may be required. 

 

 

 Performance Indicators for evaluation of results
 

·  All administrative tasks performed on time and according to the UNDP regulations.  

· Travel and accommodation arranged with attention to detail and according to the UNDP rules and procedures.  

· Finance procedures are implemented efficiently and diligently. 



	Competencies

	· Consistently ensures timeliness and quality of project work. 

· Demonstrates strong oral and written communication skills. 

· Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability. 

· Demonstrates integrity by modeling ethical standards. 

· Ability to work with limited supervision. 

· Display a high degree of motivation. 

	Required Skills and Experience

	· Minimum a secondary education diploma, a higher education degree will be an asset. 

· At least 3 years experience as an event organizer. 

· Experience working in a multi-cultural environment. 

· Experience in the use of ATLAS System is an asset. 

· Experience of managing project budget, finance and expense accounts. 

· Written and spoken proficiency in English and Serbian is essential. 

Application Procedure:

The following are steps for on-line application:

· Submit the application through the UNDP Serbia Jobs website: http://www.undp.org.rs/?event=public.jobs 

· Upload completed and signed P11 formin the required resume field. The P11 form can be downloaded from: http://www.undp.org.rs/download/P11_SC_SSA.doc).  

Special consideration   

· As this position is under Service Contract modality, only applications of applicants with Serbian nationality or valid working permit in Serbia will be considered for the vacancy. 

	

	UNDP is committed to achieving workforce diversity in terms of gender, nationality and culture. Individuals from minority groups, indigenous groups and persons with disabilities are equally encouraged to apply. All applications will be treated with the strictest confidence.
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