	




	UNITED NATIONS POPULATION FUND




	I. Position Information



	Job Title :                             Programme Associate 

Level:                                   ICS-6
Supervisor:                          SRO Director and Programme staff
Duty Station:                       Almaty, Kazakhstan


	II. Organizational Context 



	Under the overall guidance of the SRO Director and direct supervision of designated supervisor if applicable, the Programme Associate supports the design, planning and management of UNFPA’s regional/subregional programme by providing and managing data inputs, providing logistical support, monitoring project implementation and following up on recommendations consistent with UNFPA rules and regulations.

The Programme Associate applies established system and procedures and assists in the creation of substantive knowledge by compiling and synthesizing information relevant to the programme issues. He/she is instrumental in facilitating programme/project implementation using and developing appropriate mechanism and systems and ensuring compliance with established procedures. The Programme Associate works in close collaboration with the programme and operations staff in the SRO and the COs for resolving programme related issues and exchange of information.




	III. Functions / Key Results Expected



	Summary of Key Functions:

· Support to formulation of programme strategies and implementation of the Regional Programmes and Central Asian Country Programme Action Plans
· Support to Results-based programme development and management
· Administrative support to the Programme Unit
· Support to innovation and marketing of new approaches/ Resource mobilization 

· Facilitate of knowledge building and knowledge sharing



	1. Support to formulation of Programme strategies and implementation of the Regional Programmes and CA Country Programme Action Plans focusing on achievement of the following results:

· Collection, analysis and presentation of background information for preparation of CCA, UNDAF, CPD, CPAP, effective application of RBM tools and establishment of management targets. 

· Presentation of background information for formulation of country programme, draft project documents, work plans, budgets, proposals on implementation arrangements. 
· Identification and communication of relevant information for evidence-based advocacy for a variety of audiences.


	2. Support to Results-based programme development and management:

Effectively managing internal and external resources to achieve organizational results. Moving from basic research to programme and project management, to programme design and conceptual leadership.
· Assessment of project performance to identify success factors and compile a list of best practices
· Monitoring of specific stages of projects/programme implementation
· Review of NEX projects Financial Reports
· Participation in the formulation of project proposals and ensures substantive rigor in the design and application of proven successful approaches
· Financial and substantive monitoring and evaluation of the projects, identification of operational and financial problems, development of solutions. 
· Preparation of required documents for and processing budget revisions in Atlas, monitoring of programme expenditures as per approved AWPs.
· Follow up on audit recommendations. 


	     3.   Provides administrative support to the Programme Unit  focusing on achievement of the   following    results:

· Review of NEX projects Financial Reports; preparation of non-PO vouchers for development projects.

· Maintenance of the internal expenditures control system which ensures that vouchers processed are matched and completed, transactions are correctly recorded and posted in Atlas.

· Timely corrective actions on unposted vouchers, including the vouchers with budget check errors, match exceptions, unapproved vouchers. 

· Creation of requisitions in Atlas for development projects, register of goods receipt in Atlas.
· Making budget check for requisitions, POs and vouchers 


	4. Support to innovation and marketing of new approaches/ Resource mobilization focusing on achievement of the following results:

· Contributes to generating new ideas and proposes new, more effective ways of doing things

· Documenting and analyzing innovative strategies/best practices/new approaches

· Analysis and maintenance of information/databases on potential and actual donors 
· Provision of data and information needed for preparation of project documents

· Establishing and maintenance of network of  donors and public information contacts and provides assistance in arranging donor’s meetings and public information events;


	5. Ensures facilitation of knowledge building and knowledge sharing in the SRO focusing on achievement of the following results:

· Synthesis of lessons learnt and best practices in programme.

· Sound contributions to knowledge networks and communities of practice.
· Organization of trainings for the operations/ projects staff on programme.



	IV. Impact of Results



	The key results have an impact on the overall performance of the programme component and success in implementation of programme strategies. Accurate analysis, data entry and presentation of information ensure proper programme implementation. Facilitating programme implementation using and developing appropriate mechanisms and systems and ensuring compliance with established procedures.



	V. Required Competencies 



	Corporate Competencies:

Values

· Values/Guiding Principles: acts in accordance with UN/UNFPA values and holds himself/herself accountable for actions taken. Demonstrates personal commitment to UNFPA mandate and to the organizational vision.

· Knowledge Sharing/Continuous learning: Takes responsibility for personal learning and career development and actively seeks opportunities to learn through formal and informal means. Learns from others inside and outside the organization adopting best practices created by others, actively produces new knowledge

· Valuing diversity: Demonstrates an international outlook, appreciates differences in values and learns from cultural diversity. Takes actions appropriate to the religious and cultural context and shows respect, tact and consideration for cultural differences. Observes and inquires to understand the perspectives of others and continually examines his/her own biases and behaviors.

Managing relationship

· Working in teams Works collaboratively with colleagues inside and outside of UNFPA to allow the achievement of common goals and shared objectives. Actively seeks resolution of disagreements and supports the decisions of the team.

· Self-management/Emotional intelligence and Conflict management/Negotiating and resolving disagreements: Managing moods, responding effectively to stress, situations of ambiguity or crisis. Managing relationships with others to achieve mutual benefit. Resolving interpersonal conflict by focusing on mutually acceptable solutions. Developing an environment where conflict or problems can be addressed and resolved. 
· Communicating information and ideas: Delivers oral and written information in a timely, effective and easily understood manner. Participates in meetings and group discussions actively listening and sharing information. Frankly expresses ideas with the intent to resolve issues, considers what others have to say and responds appropriately to criticism.

· Valuing diversity: Demonstrates an international outlook, appreciates differences in values and learns from cultural diversity. Takes actions appropriate to the religious and cultural context and shows respect, tact and consideration for cultural differences. Observes and inquires to understand the perspectives of others and continually examines his/her own biases and behaviors.

Functional Competencies:

Primary competences

· Results based programme development and management: Contributes to achievement of results through primary research and analysis and effective monitoring of programme/project implementation. Uses analytical skills to identify opportunities for project development and participates in the formulation of proposals ensuring substantive rigor in the design and application of proven successful approaches

· Innovation and marketing of new approaches: enhances existing processes and products. Documents and analyzes innovative strategies, best practices and new approaches. Adapt quickly to change.

· Job knowledge/Technical expertise: Demonstrating and applying professional and/or technical expertise/knowledge of the post or discipline. Focusing on the knowledge and skill areas necessary to effectively perform the post. Identifying and seeking to expand knowledge and improve work processes


	Additional competences

· Leveraging the resources of national government and partners/Building strategic alliances and partners: establish, maintains and utilizes a broad network of contacts to keep abreast of developments and to share information. Analyzes and selected materials for strengthening strategic alliances with partners and stakeholders

· Advocacy/advancing a policy oriented agenda: Prepares and communicates relevant information for evidence-based advocacy. Maintains a functioning network of contacts in the media and civil society to support advocacy efforts and takes opportunities for advocating for UNFPA mandate

· Resource mobilization: Provides inputs to resource mobilization strategies analyzing and maintaining information and database on donors and developing database of project profiles for presentation to donors



	VI. Recruitment Qualifications



	Education:
	University Degree in economics, business administration, finance and/or other related field



	Experience:
	5 to 7 years of progressive experience in programme implementation is required at the national level. Experience in the usage of computers and office software packages (MS Word, Excel, etc) and advanced knowledge of spreadsheet and database packages, experience in handling of web based management systems.

	Language Requirements:
	Fluency in English and Russian languages

Knowledge of Kazakh language is an asset


	VII. Signatures-  Job  Description Certification



	Incumbent  (if applicable)

Name                                          Signature                                         Date

	Supervisor

Name                                          Signature                                         Date

	Chief Division/Section

Name                                          Signature                                        Date
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