United Nations Entity for Gender Equality JOB DESCRIPTION

and the Empowerment of Women

I. Position Information

Job Title: Project Officer for Humanitarian Action Duration (in months): 12 months
Department: Humanitarian Action Reports to (Title/Level): Programme Specialist
Duty Station, Country:  Chisinau, Moldova Current Grade: Service Band 4, quartile 2 (SB4/Q2)

Il. Organizational Context

UN Women (UNW), grounded in the vision of equality enshrined in the Charter of the United Nations, works for the
elimination of discrimination against women and girls; the empowerment of women; and the achievement of equality
between women and men as partners and beneficiaries of development, human rights, humanitarian action and peace and
security. Placing women’s rights at the centre of all its efforts, the UN Women leads and coordinates the United Nations
system efforts to ensure that commitments on gender equality and gender mainstreaming translate into action throughout
the world. It provides strong and coherent leadership in support of Member States’ priorities and efforts, building effective
partnerships with civil society and other relevant actors.

UN Women leads and coordinates United Nations system efforts to ensure that the commitments to gender equality and
gender mainstreaming translate into action in humanitarian response plans. As the war crisis in Ukraine continues and its
impact on neighboring countries and host communities deepens, there is an increasing recognition among all the key actors
that the development and humanitarian challenges arising from the crisis must be met with accelerated action and enhanced
capacity. In this respect, UN Women Moldova Country Office is contributing to the United Nations processes to support the
efforts of the Government of Moldova, I/NGOs, and UN Agencies on the humanitarian response to the refugee crisis and its
impact on the host communities in Moldova.

As part of the country and regional response to the Ukraine crisis, UN Women Moldova CO repurposed and reprogrammed
existing funds that helped swiftly respond to the rapidly evolving needs of civil society organizations focused on women'’s
rights and services. The funds were geared toward supporting women’s mobilization and leadership at the local level, and
ensuring their voices and concerns guide decision-making at all levels. It has also helped provide immediate gender
responsive assistance to refugee women and girls.

In the frame of overall refugee coordination structure, the Moldova CO provides technical gender expertise and

policy advice to refugee response working groups and their members on gender in humanitarian action. It is also contributing
to the Refugee Response Plan in Moldova to ensure support for basic human rights and essential services for refugee women
and girls, including tailored support to the most vulnerable and at-risk groups of women refugees (Roma, women with




disabilities, and LGBIQ+); prevention of and early detection of and referral of GBV; and exploring livelihood opportunities in
Moldova for Ukrainian women refugees.

In order to support the effective management and delivery of its humanitarian interventions which will focus in the
upcoming period on providing multisectoral, gender responsive and coordinated services and responses to crisis affected
and at-risk women and girls in Moldova, UN Women Moldova is recruiting two Project Officers, who will also contribute to
overall coordination of other humanitarian support in the context of refugee crisis in Moldova.

Ill. Functions

Under the overall guidance of the UN Women Country Representative, and the direct supervision from Programme
Specialist, the Project Officer will perform the following duties:

e Effective management of projects, including preparation of project workplans, procurement actions and
implementation monitoring.

e Coordination and partnership building with national partners, refugee coordination/response working groups, and
UN entities.

e Communication about the programme activities and results; and generating knowledge management.

Specific responsibilities

Programme Management:

e Ensure effective implementation and periodic monitoring of programmatic interventions in line with UN Women
regulations;

e Prepare, review and monitor the implementation of the project annual and quarterly work plans, procurement
actions and implementing partners plans;

e Follow up and support the process of issuing Calls for Proposals, partner selection, LPAC-ing, and PGAMS/partner
agreement management;

e Design, oversee, and coordinate the implementation of relevant project activities in collaboration with
implementing partners, UN Women team, and refugee coordination/response working groups;

e Provide support to the management of human resources pertaining to the project, including both staff, consultants
and short-term experts; draft terms of reference for international and national consultants;

e Act as Project Manager in Atlas/Quantum, RMS and MERP;

e Provide support in the management of the financial resources, including budgeting and budget revisions, as well as
expenditure tracking and reporting;

e Prepare, review, and analyze reports of Implementing Partners for processing of payments;

e Continuously record and maintain relevant Programme activities, issues, risks, etc. in the corporate UN Women
system following internal guidelines and procedures;

e Periodically consult with and report to the Country Office Management Team on progress in implementation,
bottlenecks and challenges with guidance from the Programme Specialist.

Capacity Development of implementing partners:
e Identify capacities gaps among implementing partners and map potential support activities;
e Coordinate and lead capacity development support to implementing partners through coaching, mentoring and
formal and on-the job training.




Coordination and Partnership building:

Participate and meaningfully contribute to the coordination meetings with national partners, United Nations,
implementing partners, and refugee response actors, and provide them with technical, operational, and inputs on
a regular basis;

Ensure coordination with relevant humanitarian working groups including the Gender Task force (GTF) also with
systematic information sharing;

Coordinate and maintain a constructive dialogue among relevant line ministries, UN Agencies and implementing
partners ensuring regular updates on programme;

Create and coordinate partnership with local authorities, service providers, humanitarian/refugee response actors,
women’s organizations and other stakeholders in target regions.

Communication and Knowledge Management:

Identify and support the production of communication material about the programme in coordination with the
communication specialist;

Systematically document and disseminate with project stakeholders and wider community the knowledge
generated through the project implementation process, in particular the experience and good practices vis-a-vis
gender responsive humanitarian action/refugee response and the enhancement of the safety, security and human
rights of women and girls;

Organize, compile, and process documentation and information from donors, and programme team as inputs to
various databases and documents;

Any other related duties as may be required.

IV. Functions

Effective management of programme activities over the period stated;

Effective implementation of programme with the submission of regular quarterly reports and more substantive
annual reports done in the formats required;

Substantive support to programme coordination meetings and participation in organizational exercises.

Provide quarterly and final reports on programme implementation based on impact and results;

Promotion of Knowledge management products and learning environment based on the programme, the partners
and results achieved and updated database with information collected from partners.

V. Competencies

Core Values:

Respect for Diversity
Integrity
Professionalism

Core Competencies:

Awareness and Sensitivity Regarding Gender Issues
Accountability

Creative Problem Solving

Effective Communication

Inclusive Collaboration

Stakeholder Engagement




* Leading by Example

Please visit this link for more information on UN Women’s Core Values and Competencies:
https://www.unwomen.org/sites/default/files/Headquarters/Attachments/Sections/About%20Us/Employment/UN-
Women-values-and-competencies-framework-en.pdf

Functional Competencies

e Ability to conduct planning, results-based management and reporting of projects;

e Ability to lead formulate and manage budgets, manage contributions and investments, manage transactions, and
conduct financial analysis and reporting;

e Knowledge of most commonly applied financial and accounting standards;

e  Ability to coach partners and provide relevant technical and operational guidance;

e Good oral and written communication skills. Ability to create, edit and present information in clear and
presentable formats.

e Consistently approaches work with energy and a positive, constructive attitude, and openness to change.

VI. Recruitment Qualifications

Education and certification *  Master’s degree in Public Administration, Humanities, Social sciences, Economics or
related field

*  Afirst-level university degree in combination with two additional years of qualifying
experience may be accepted in lieu of the advanced university degree.

* Additional training and certification in programme/project management would be an
advantage.

*  Atleast 5 years of experience in programme/project implementation, designs and

Experience: management,

*  Experience in humanitarian or crisis settings is an advantage;

* At least 2 years of experience in women’s empowerment, gender equality and
women’s human rights is an advantage;

*  Experience in supervising and coordinating the implementation of multiple projects
of NGOs/Community-based organizations (CBOs) is an advantage;

*  Experience in the UN system, agencies and international organizations is an asset;

*  Experience in monitoring and evaluation of social impact projects is an advantage.

*  Experience in the usage of computers and office software packages (MS Office,
Outlook, etc.).

¢ Fluency in English and Romanian is required;

Language Requirements: *  Fluency in Russian is an asset.

*  Working knowledge of one or more additional languages relevant for Moldova,
including Bulgarian, Gagauzian, Ukrainian, Romani or sign language is an advantage.
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