United Nations High Commissioner for Refugees (UNHCR)

FO Damascus, Syria
Vacancy Announcement UNOPS/VN/ 2017/010- 1 Post 
Internal / External Circulation/  
	Position Title:

Senior Communication / PI Assistant
	Position Level:

Equal to GL5 on Syria national salary scale
	Date Issued:

19th February 2017


	Position No.:

UNOPS Local Individual Contractor Agreement (LICA)
	Report To: 
Head Of Field Office
	Closing Date:

04th March 2017

	Section:

FO Hassakeh/Qamishli, Syria
	Duty Station:

FO Hassakeh/Qamishli, Syria
	Contractual Status:

UNOPS Local Individual Contractor Agreement (LICA)




Availability of the Post
   Immediately
Organizational context

The incumbent will be supervised by the Head of Field Office. Will liaise with the functional unit in Damascus (PI Unit) for the technical guidance, support and coordination. S/he will have frequent contacts involving the exchange of a wide range of information with colleagues within UNHCR as well as media, international organizations, academic institutions and private individuals. 
Liaising with Shelter and NFI Sector Information Management Officer (Damascus), the incumbent will help facilitate the sector field coordination responsibilities in Al Hassakeh through provision of IM technical support ranging from data collection, information processing, visualization and analysis to information sharing and dissemination.

	Functional Statement
Accountability 

· Media and local situation regarding UNHCR's work is regularly monitored.
· Shelter and NFI sector partners in Al Hassakeh deliver reliable, accessible and user-friendly, relevant, predictable, appropriate and timely field – related information.  



	Responsibility 
· Follow-up on Administrative and Logistical arrangements to organize press briefings and other events, such as workshop and conferences.

· Contribute to the production of information material for public awareness campaigns and for the preparation of in-house bulletins, newsletters and information kits by contributing to articles, reports and other information gathered from various sources; liaise with printers concerning brochures and publications published by the office.

· Draft routine correspondence and texts for the office's website and maintain information databases.

· Compile and distribute a daily news clipping service.

· Distribute press statements and similar information to media, to other offices locally as well as to Headquarters.

· Maintain up-to-date filing system and appointments diary.

· Liaise with Shelter and NFI Sector partners and review relevant data and information needs and ensure the provision of the necessary IM technical support; 

· Assist the Shelter and NFI Sector in developing and implementing data collection plans and instruments (i.e. needs assessment, response monitoring) for baseline and context-specific information needs;

· Collect, collate and process shelter and NFI –related information and perform data quality and consistency control (i.e. monthly 4W); 

· Perform other duties as required.


	Authority 
· Respond to non-complex media queries and incoming correspondence.

· Have access to UNHCR Communication / PI systems.
· Decide on appropriate technical solutions to address information needs of sector partners;

· Take initiative to reconcile data and information gaps;




Qualification Required:
Education: 
· Completion of the Secondary Education with relevant education/training

· Communication and computer skills.

· Excellent drafting skills as well as translation and interpreting skills.
· Knowledge on humanitarian cluster system; 

· Demonstrate ability in managing data and information from design, processing, analysis, publication and evaluation;

Experience: Minimum 3 years of previous relevant job experience.
Languages: Proficiency in English and Arabic is essential
DESIRABLE QUALIFICATIONS & COMPETENCIES

·  Completion of UNHCR learning programmes or specific training relevant to functions of position.

· Related experience handling Social Media platforms
· Photography Skills
Technical Competencies:
· Demonstrated understanding of different data collection methodologies (i.e. Kobo); 

· Intermediate skills to analyze statistical information and process data using platforms (i.e. MS Excel- Power pinot, MS Access, SPSS, R); 

· Advanced writing and documentation skills; 

	
	

	Cross-Functional Competencies

· Innovation and Creativity 
· Technological Awareness

· Political Awareness

	


For Syrian and /or Syrian Palestinian only
Please apply in writing (P.11, CV and application/motivation letter), indicating vacancy announcement number.

Applications must be submitted by email only, to email address: SYRDAHRUNOPS@unhcr.org
Attention Vacancy No: UNOPS/VN/ 2017/010 Senior Communication / PI Assistant- FO Hassakeh/Qamishli, Syria
Please note: no hard copy (paper applications) will be accepted 
Application will not be acknowledged.  Only the successful candidates will be notified of the outcome of the competition, and will be invited for a written test and an interview.
Personal history (P.11 form) is attached or can be down loaded from:

http://www.unhcr.org/recruit/p11new.doc 

P.11 form is mandatory and should be signed by applicant.
Distribution: 
· All UNHCR staff members in Syria 
· UN organizations in Syria

· Specialized Agencies

· Diplomatic Missions

· International NGOs

· Non-government Organizations

· Embassies
