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I General information 

Title: JPO in Programme Management 

Sector of Assignment: Programme Management 

Country: USA 

Location (City): New York 

Agency: Office of the Special Advisor to the Secretary-General on 
the Preparations for the Commemoration of the United 
Nations 75th Anniversary (UN75) 

Duration of Assignment: Initially one year with the possibility to extend up to 3 
years 
 
**NOTE: the assignment with UN75 is of limited 
duration until 31 December 2020; the JPO will be 
assigned to another UN Secretariat entity in 2021/22** 

Grade: P2 step 1 in the first year 

Note: This position is open in the context of the Junior Professional Officer (JPO) scheme sponsored 

by the Government of Finland and is addressed exclusively to candidates with Finnish citizenship. 

Candidates should be no more than 32 years of age (i.e born on or after 18 February 1987) at the time 

of application. More information on the Finnish JPO Programme can also be found on the website of 

the Ministry of Foreign Affairs of Finland. 

II Duties, responsibilities and Output Expectations 

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

• Works with key clients to facilitate the development, implementation and evaluation of assigned 
programmes/projects, etc.; monitors and analyzes specific aspects of programme/project 
development and implementation; reviews relevant documents and reports; identifies problems 
and issues to be addressed and recommends corrective actions; liaises with relevant parties; 
identifies and tracks follow-up actions. 

http://formin.finland.fi/public/default.aspx?culture=en-US&contentlan=2
http://formin.finland.fi/public/default.aspx?culture=en-US&contentlan=2


• Carries out basic research on selected aspects of programmes, operations and other activities, etc., 
to include collecting, analyzing and presenting statistical data and other information gathered from 
diverse sources. 

• Provides substantive support for policy coordination and evaluation functions, including the review 
and analysis of emerging issues and trends, participation in evaluations or research activities and 
studies.  

• Assists in performing consulting assignments, in collaboration with the client, by planning and 
facilitating workshops, through other interactive sessions and assisting in developing the action 
plan the client will use to manage the change. 

• Participates in survey initiatives; assists with design of data collection tools; issues data collection 
tools, reviews, analyzes and interprets responses, identifies problems/issues and prepares 
preliminary conclusions.    

• Contributes to the preparation of various written outputs, e.g. draft background papers, analytical 
notes, sections of reports and studies, inputs to publications, etc. 

• Provides administrative and substantive support to consultative and other meetings, conferences, 
etc., to include proposing agenda topics, identifying and proposed participants, preparation of 
background documents and presentations, handling logistics, etc. 

• Undertakes outreach activities; participates in the development of training workshops, seminars, 
etc.; participates in and makes presentations on assigned topics/activities. 

• Participates in field missions, including provision of substantive and administrative support, data 
collection, etc. 

• Coordinates activities related to budget funding (programme/project preparation and submissions, 
progress reports, financial statements, etc.) and preparation of related documents/reports 
(pledging, work programme, programme budget, etc.). 

• Performs other duties as required. 

 

Work implies frequent interaction with the following: 

• Counterparts, officers and technical staff in relevant Secretariat units and in UN funds, programs 
and other UN specialized agencies. 

• Representatives and officials in national governments, international organizations, consultants  

III Training component: Learning elements and expectations 

On completion of the assignment, the JPO will have/be able to: 

• Provide well researched and sound analysis of issues and developments affecting 

programme/project development, administration and implementation  

• Provide thorough, well-reasoned written contributions   



• Effectively, and in a timely manner, liaise and interact with colleagues and concerned parties 

internally and externally 

IV Supervision 

 
Title of Supervisor: 
Under-Secretary-General (USG)/ Special Adviser to the Secretary-General 
 
Content and methodology of supervision: 
Establishment of a Work Plan: During the first month of the assignment, the Junior Professional 
Officer (JPO) will work jointly with his/her direct supervisor to finalize an agreed upon work plan. The 
final work plan will be discussed and mutually agreed to by the JPO and his/her supervisor.  
 
Evaluation: The United Nations Performance Evaluation System (e-performance) will serve as a 
primary platform to evaluate the JPO’s performance. 

V Required Qualifications and Experience 

Education:  
Advanced university degree in business administration, management, economics or a related field. 

Working experience (incl. internships and volunteering):  
A minimum of 2 years of progressively responsible experience in project/programme management, 
administration or related area.  
 

Languages: 
Fluency in one of the working languages of the UN Secretariat, English or French, (both oral and written) 

is required; knowledge of the other is desirable. Knowledge of another UN official language is an 

advantage.    

UN competencies: 

PROFESSIONALISM: Knowledge and understanding of theories, concepts and approaches relevant to 

particular sector, functional area or other specialized field.  Ability to identify issues, analyze and 

participate in the resolution of issues/problems. Ability to assist with data collection using various 

methods. Conceptual analytical and evaluative skills to conduct independent research and analysis, 

including familiarity with and experience in the use of various research sources, including electronic 

sources on the internet, intranet and other databases.  Ability to apply judgment in the context of 

assignments given, plan own work and manage conflicting priorities.  Shows pride in work and in 

achievements; demonstrates professional competence and mastery of subject matter; is conscientious 

and efficient in meeting commitments, observing deadlines and achieving results; is motivated by 

professional rather than personal concerns; shows persistence when faced with difficult problems or 

challenges; remains calm in stressful situations. Takes responsibility for incorporating gender 

perspectives and ensuring the equal participation of women and men in all areas of work. 



COMMUNICATION: Speaks and writes clearly and effectively; Listens to others, correctly interprets 

messages from others and responds appropriately; Asks questions to clarify, and exhibits interest in 

having two-way communication; Tailors language, tone, style and format to match the audience; 

Demonstrates openness in sharing information and keeping people informed 

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 

PLANNING & ORGANIZING: Develops clear goals that are consistent with agreed strategies; Identifies 

priority activities and assignments; adjusts priorities as required; Allocates appropriate amount of time 

and resources for completing work; Foresees risks and allows for contingencies when planning; 

Monitors and adjusts plans and actions as necessary; Uses time efficiently 

ACCOUNTABILITY: Takes ownership of all responsibilities and honors 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. 

Workforce Diversity 
The United Nations believes that an inclusive culture attracts the best talent and encourages all 
qualified applicants, regardless of gender, disability, sexual orientation, cultural or religious 
backgrounds, to apply. 
 

VI Background information on Agency/Department/Section 

 
The Special Adviser on the Preparations of the 75th Anniversary of the United Nations and his office 
will support the Secretary-General in coordinating the preparation for the commemoration of the 
75th anniversary of the United Nations in 2020 and related celebrations, through a system-wide 
process of consultations and reflections on the role of the United Nations in advancing international 
co-operation and in supporting Member States' ability to respond to emerging challenges and frontier 
issues. 
 
The Special Adviser will liaise and work with Secretariat entities in support of the inter-governmental 
consultations on the commemoration of the 75th anniversary led by co-facilitators appointed by the 
President of the General Assembly and future inter-governmental processes. He will also draw on 
expertise within the Secretariat and wider United Nations system to further develop proposals for the 
Secretary-General on themes and events allowing for reflection on the contribution the Organization 
can make to the future that we aspire to based on the goals enshrined in the Charter. To this end, he 
will facilitate consultations with civil society, youth representatives, academia and the private sector. 
 
The Special Adviser will also continue to support the Secretary-General on issues related to frontier 



technologies to ensure the follow-up to the High-Level Panel on Digital Cooperation. The High-level 
Panel on Digital Cooperation was launched in July 2018 to engage broadly with stakeholders across 
public, private and civil society to independently to discuss opportunities/risks associated with rapid 
advances in digital technology with a view to developing a suite of recommendations to present to 
the United Nations Secretary-General. The recommendations will seek to improve cooperation and 
coordination among actors across technical and policy areas in order to maximize the benefits of 
digital technology and minimize the risks. The Office of the Special Adviser of the Secretary-General is 
tasked to carry the recommendations forward and support senior UN leadership in through a broad 
multi-stakeholder engagement process. 
 
This project will lead to actions and outcomes that increase the benefits of new technologies and 
mitigate their risks by engaging the private sector, Member States, civil society and academia towards 
the responsible use of technologies in support of the 2030 agenda. These proposals will strengthen 
cooperation in the digital space among Governments, the private sector, civil society, international 
organizations, academia, the technical community and other stakeholders. The Panel’s work was also 
expected to raise awareness about the transformative impact of digital technologies across society 
and the economy, and contribute to the broader public debate on how to ensure a safe and inclusive 
digital future for all, taking into account relevant human rights norms. 
 
This position is located in the office of the Special Adviser on the Preparations for the 
Commemoration of the Seventy-Fifth Anniversary of the United Nations. The JPO reports to the 
Special Adviser. 

VII How to apply 

Applicants should submit their application electronically directly to the Organization.   

Candidates who would like to apply should do so online via  

https://owa.undesa.it/oas/oas.aspx?CMD=START&CP=6 

Applications must be received no later than 9 February 2020, 6 am (Eastern Time UTC-5, New York 
USA). Applications received after this date will not be considered.  Applicants will receive a 
confirmation of receipt.  
 
Only short-listed candidates will be contacted thereafter.  

 

 

https://owa.undesa.it/oas/oas.aspx?CMD=START&CP=6
https://owa.undesa.it/oas/oas.aspx?CMD=START&CP=6

