[image: image1.png]



JOB DESCRIPTION
	Official Job Title:
	 Program Associate on RH, CO Duty Station:  Kyrgyzstan                                                                                               

	Grade (Classified)
	G-6 (ICS-6)    



CCOG:  

	Post Number:
	Generic

	Post Type:
	 FORMCHECKBOX 
   Rotational      FORMCHECKBOX 
      Non-Rotational

	Classification Authority:
	
	Date:   October 17, 2016


1.
Organizational Location
	The Programme Associate on RH position is located in Kyrgyzstan Country Office, directly reports to a National Program Analyst on RH.
The Programme Associate is part of a team, coordinated by the Assistant Representative, which provides integrated programme and technical support within a systems strengthening approach fundamental to UNFPA’s overall strategy.  The Programme Associate also works in close collaboration with the CO Administrative/Finance Associate and Administrative/Finance Assistant on RH to ensure timely support to COs on operational matters.



2.
Job Purpose

	The Programme Associate contributes to the development and implementation of effective Reproductive Health (RH) program in Kyrgyzstan by supporting the design, planning and management of UNFPA’s country program by providing programmatic and administrative support to CO's programs.  
He/she contributes to program/project implementation using and developing appropriate mechanism and systems and ensuring compliance with established procedures. The Program Associate works in close collaboration with the program, operations and projects’ staff in the CO for resolving program related issues and exchange of information



3.
Major Activities/Expected Results
	· Assist the technical and programme team, in collaboration with the CO Administrative/Finance Associate and Administrative\Finance Assistant on RH, in providing support and advice to the RH program on operational and programme matters;

· Assist the Kyrgyzstan CO in coordinating the UNFPA technical network in the RH program area and assist in organizing and conducting donor meetings and public information events.
· Assist in the preparation and monitoring process of the SIS of the RH Programme;

· Assist in the preparation, implementation and monitoring process of the RH program;
· Ensure proper management of the RH program filing and archiving system;

· Apply UNFPA rules, regulations and procedures:  

· Perform research assistance duties including bibliographic and database searches; summarize information and draft contributions to RH program and the СO reports, papers, technical notes, and publications;

· Identify sources, and gather and compile data and information for the preparation of documents, guidelines, speeches and position papers;

· Assemble briefing materials and prepare power-point and other presentations for the technical and programme team members; 
· Organize, compile and process information from donors, development partners, Regional Office, CO programs, as inputs to various databases and documents;
Carry out any other duties as may be required by the Assistant Representative, or the National Programme Analyst on RH 


4.
Work Relations
	The Programme Associate works with and provides support to the members of the RH Program Team in the CO, as well as the CO Administrative\Finance Associate; staff in the country office. Contacts with staff and other personnel promote achievement of common goals, shared objectives, and demonstrate personal commitment to UNFPA’s mandate and organizational vision. 
Both internal and external contacts include exchange of information on broader aspects of the RH program area which may include providing clarification of non-routine matters involving some technical input.



5. Job Requirements

	Education:    

Completed secondary level education required. First level university degree in public administration, international relations or other related social field is desirable. University degree in medicine, public health or health management is asset.
Knowledge and Experience:  
6 years previous relevant experience; experience working in health area is asset.
· Previous experience in the UN an advantage;

· Strong interpersonal and organizational skills;

· Computer literacy - Word, Excel, Power-point, etc.;

· Good knowledge of Atlas / Peoplesoft or other ERP system;

· Good writing and communication skills;
· Demonstrated ability to work in a team environment.
Required Competencies: 

1. Core Competencies
Values/Guiding Principles:
Integrity

Commitment to the Organization and its Mandate

Cultural Sensitivity/Valuing Diversity
Developing people:

Developing people\Coaching\Mentoring

Performance Management 

Fostering Innovation and Empowerment
Personal Leadership and effectiveness
Analytical and strategic thinking

Results Orientation/Commitment to Excellence

Appropriate and Transparent Decision Making

Knowledge Sharing/Continuous Learning

Building and Managing Relationship

Working in Team

Communicating information and ideas

Self-Management/Emotional Intelligence

Conflict Management/Negotiating and Resolving Disagreement
2. Functional Competencies

· Logistical support

· Managing data

· Managing documents, correspondence and reports

· Managing information and workflow

· Planning, organizing and multi-tasking

· Managing financial processes

· Job knowledge / technical expertise

Languages: Fluency in English and Russian is required; Fluency in Kyrgyz is an asset.
Other Desirable Skills:  Proficiency in current office software applications; good basic knowledge of finances and mastery of a series of financial and spreadsheet software.
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