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VACANCY ANNOUNCEMENT
	VACANCY ANNOUNCEMENT NUMBER:
	UNODC/ROCA-2010-003

	DEADLINE FOR APPLICATION:
	01/09/2010

	TITLE OF THE POSITION:
	NATIONAL PROJECT COORDINATOR

	DURATION:
	from 20 September  2010 to 20 September 2011

	DUTY STATION:
	Astana, Kazakhstan.

	AGENCY TITLE AND PROJECT:


	United Nations Office on Drugs and Crime, Regional Office for Central Asia 

KAZ/K25 “Drug use prevention at selected schools”


DUTIES AND RESPONSIBILITIES:

Under the overall supervision of the Representative of the UNODC Regional Office, and International Project Coordinator placed in Astana (Kazakhstan), and in close collaboration with the staff working on demand reduction issues at the UNODC Regional Office, the incumbent is responsible for implementation and day-to-day management of a  national project on drug abuse prevention at selected schools in Kazakhstan , in line with written guidelines and instructions developed by UNODC on the project cycle management and project implementation.
More specifically, he/she will be responsible for the following duties:

· In collaboration with the Astana Programme Office  staff , relevant stakeholders, and with the respective Government authorities, implement project activities;

· Prepare costed workplans, ToRs for recruitment and contracting of consultants and subcontractors, as well as detailed plans for training courses, seminars, workshops, meeting;

· Recruit local research institutions to conduct the evaluation of existing shortcomings and problems in current drug use prevention policy at schools  and assist in development of  a strategy to overcome them;

· Monitor and control the project budget, and prepare budget revisions if required;

· Prepare documentation and reports  including background materials, documentation on training courses and meetings, briefing notes, working papers etc., of project activities ;

· Implement all project activities, including the organization of national training seminars and workshops;

· Carry out general and administrative arrangements for the project, including preparation of funding requests and briefs, project progress and implementation delivery rate reports, as well as liaise with  government institutions, donor authorities, in Astana;

· Advise trainers, experts,  consultants and other resource persons in their preparations for, and participation in project activities;

· Act as a resource person and /or moderator in workshops, seminars, training courses and meetings;

· Perform other duties as required.

COMPETENCIES AND SKILLS: 

Core Competencies:

• Professionalism: Knowledge and understanding of theories,concepts and approaches relevant to particular sectors, functional area or other specialised field, etc; practical experience in programme/project management and administration. Good research, analytical and problem-solving skills, including ability to identify and participate in the resolution of issues/problems; ability to apply good judgement in the context of assignment given; ability to plan own work and manage conflicting priorities.
•
 Planning and Organizing: Ability to establish priorities and to plan, coordinate and monitor work plans.

•
 Communication: Good communication and drafting skills.

• Teamwork: Strong interpersonal skills and ability to establish and maintain effective partnerships and working relations in a multicultural environment. 

• Creativity: Offers new and different options to solve problems or meet client needs.

Technological Awareness:  Fully proficient computer skills and use of relevant software and other applications, e.g. word processing, spreadsheets and internet, basic maintenance of website content, etc.

Education:

Advanced university degree (Master's or equivalent) in health or social sciences or related studies. 

Experience:

 Minimum of 5 years of professional work experience in drug demand reduction field, especially prevention of drug use. Operational demand reduction and especially drug abuse prevention policy and administrative background, and programme management experience (with UN or other international organizations) will be an asset.

Languages:

 For the post advertised, fluency in oral and written English is required. Proficiency in Russian and Kazakh is  an asset

Other Skills:

Good understanding of contemporary issues in the field of drug demand reduction. Thorough knowledge of advances in drug prevention methodologies. Very good analytical and problem-solving skills. Ability to communicate clearly and effectively. Proven ability to produce reports and technical papers on drug demand reduction, especially prevention of drug use. Good interpersonal skills. Ability to work effectively  under pressure.
Application Process:
Applicants should submit a cover letter with a filled in copy of UN Personal History Form PH11 no later than 1st of September 2010 to UNODC office in Kazakhstan, 26 Bukeykhan Street, 010000, Astana. The applications can be also sent by e-mail Sayora.Azizova@unodc.org
Applicants are requested to quote the number of vacancy announcement, agency and position title on the envelope. For additional information please call at UNODC office in Astana (8-7172) 320647. Qualified female candidates are strongly encouraged to apply.
Applicants will be contacted only if under serious consideration.

