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I General information 

Title: SARC in UN Coordination 

Sector of Assignment: UN System Coordination 

Country: Maputo 

Location (City): Mozambique 

Agency: Resident Coordinator’s Office (RCO) 
Duration of Assignment: Initially one year with the possibility to extend up to 3 years 

Grade: P3 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 38 years of age (i.e. born on or after 13 October 1981) 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 

Under the supervision and overall guidance of the Resident Coordinator (RC)/ Humanitarian Coordinator (HC) 

• Monitors closely priority areas directly relevant to the RC/HC mandate and gathers advice and 
information for defining key strategic priorities. In specific cases and as needed, the Special Assistant is 
directly responsible for following specific issues on behalf of the RC/HC; 

• Ensures the synergies existing between the various components of the RC/HC’s mandate, and coordinates 
activities emanating from the office of the Resident Coordinator and assists him/her in all aspects relating 
to his/her multiple responsibilities as Resident Coordinator and Humanitarian Coordinator; 

• Drafts speaking notes, organizes briefing packs and prepares presentation material for the RC/HC/. 
Critically analyses briefs for the RC/HC and ensures that they are substantively accurate and reflective of 
the RC/HC’s position. 

• Prepares inputs for reports and press releases related to the work of the RC/HC and to the operations of 
the UN System in Mozambique.  

• Accompanies the RC/HC on missions in Mozambique and abroad as needed. 
• Ensures close follow up on the activities of the RC Office and supports the RC/HC and the Team leader of 

the RC Office in defining the RCO’s key tasks and priorities. 
• Actively engages with the RCO staff to acquire information on substantive project developments and 

implementation, as and when required.  
• Assists in preparing weekly meetings of the RCO, monitors implementation of decisions taken and ensures 

follow up 
• Coordinates the preparation of strategic outputs to corporate units/divisions in collaboration with 

concerned Bureaux/Divisions/UN agencies in presenting a consolidated substantive/policy approach 
when issues are cross-cutting in liaison with senior government officials, UN agencies, and international 
partners. 

• Liaises with staff, partners and counterparts within and beyond the UN system to ensure appropriate 
follow up on priority actions; and undertakes research on cross-cutting issues for which the RC is required 
to take a position. 

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


• Disseminates information on the programme activities of the RC/HC/, liaises with entities relevant to the 
RC/HC’s mandate, and supports the latter in key meetings including preparing reports and ensuring follow 
up. 

• Prepares high level missions and special events in close collaboration with the concerned UN agencies or 
national authorities and other stakeholders. 

• Organizes and coordinates with the Personal Assistant and concerned members of the RCO, all internal 
and external meetings for the RC/HC and ensures that appropriate briefing materials, and talking points 
are prepared. 

• In consultation with members of the RCO, channels all important issues and requests for the RC/HC’s 
attention. 

• Reviews all incoming correspondence and email of the RC/HC with the Administrative Assistant, and drafts 
replies and/or channels them to appropriate staff members for action. 

• Any other official duties and special assignments which may be required by the Resident Coordinator.  
 
 

III Training component: Learning elements and expectations 

As part of the SARC Programme overall framework, the SARC will benefit from the following training and learning 

opportunities: 

• Use of yearly SARC duty-related travel and training allocation (DTTA), as per the online DTTA guide; 

• Other training and learning opportunities offered in by the organization. 
 

In addition, the SARC will benefit from the following specific training and learning modalities/opportunities in the 

receiving office: 

 

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

• Write assessment reports 

• Provide advice to the RC/HC and the RCO 

• Assess project proposals 

• Prepare successful external missions 
 

IV Supervision 

Title of Supervisor: 
Resident Coordinator (RC)/ Humanitarian Coordinator (HC) 

Content and methodology of supervision: 
Establishment of a Work Plan: During the first month of the assignment, the Special Assistant to the Resident 

Coordinator (SARC) 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 SARC and his/her supervisor.  

Evaluation: The United Nations Performance Evaluation System (e-performance) will serve as a primary platform 

to evaluate of the SARC’s performance. 

V Required Qualifications and Experience 

Education:  
Advanced university degree in economics, social sciences, international relations, development studies, business 

or related field 

 



Working experience (incl. internships and volunteering):  
• Minimum five years of varied experiences with international organizations in developing countries and/or 

significant previous background in institutional environment of development cooperation (NGOs, UN system, 
multilateral cooperation, etc.). 

• Experience of work with the UN would be an advantage 

• Experience of work in Mozambique would be an advantage 

 

Languages: 
Fluency in English is required, and knowledge of Portuguese is an asset. 

 

Other skills: 

Computer skills, including word processing and spread sheets, is required. 

UN competencies: 

PROFESSIONALISM: 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 

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 

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 United Nations Country Team (UNCT) in Mozambique is composed of 22 Agencies, Funds and Programmes 

(AFP). The UNCT is the main mechanism for UN interagency coordination and decision making at the country level. 

Under the leadership of the Resident Coordinator and with the support of the RCO, individual agencies work 

together to ensure joint programming for tangible results in support of the development agenda of the government. 

The Resident Coordinator Office constitutes the primary support structure to the Resident Coordinator (RC), the 

United Nations Country Team (UNCT) and the Humanitarian Country Team (HCT). Led by the RC, the RCO supports 

the UN coherent effort and a coordinated UN response to Mozambique’s development priorities. It liaises directly 

with the Ministry of Foreign Affairs to ensure alignment with national priorities and constructive cooperation 

directly and through the UNDAF Steering committee. The office assists the UNCT in strategic and operational 

decision making and oversight function, by preparing and following up agreements. It adds support and advice to 



key UN prioritised joint activities, especially on resource mobilization and common advocacy issues. The office 

also facilitates common communication and monitoring activities through related joint working groups. Over the 

last few years RCO team has been providing the support and strategic advice to the structures described above 

guided by the six critical working areas and the Standard Operational Procedures (SOPs) for the Delivering as One. 

 

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 Monday, 12 October 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

