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The United Nations Office for Disaster Risk Reduction

UNISDR Temporary Vacancy
Mater nity leave replacement

Date of issue: 13 June 2013 | | SDR/T/04/2013
Post Title & Level: Budget & Finance Officer, P4

Duty station: Geneva

Duration: 5 months (With the possibility of extems)

Deadline for applications: 13 July 2013

United Nations Core Values:
Integrity e Professionalism e Respect for diversity

Created in December 1999, the United Nations OffmeDisaster Risk Reduction and secretariat of the
International Strategy for Disaster Reduction (UDKS is the designated focal point in the United iz
system for the coordination of disaster reductiod & ensure synergies among the disaster reduction
activities of the United Nations and regional oligations and activities in socio-economic and huitaaian
fields. Led by the United Nations Special Represtive of the Secretary-General for Disaster Risk
Reduction, UNISDR has around 100 staff locatedsrméadquarters in Geneva, Switzerland, and 5mabio
offices and other field presences. Specifically, [IBDR coordinates international efforts in disagisk
reduction, and guides, monitors and reports orptbgress of the implementation of the Hyogo Franrtéwo
for Action; campaigns to create global awarenessisdster risk reduction benefits and empower petpl
reduce their vulnerability to hazards; advocatesgfeater investments in disaster risk reductiopratect
people's lives and assets, and for increased dodmied participation of men and women in reducing
disaster risk; and informs and connects peoplerbyiging practical services and tools such as Rriéve
Web, publications on good practices, and by leadlvegpreparation of the Global Assessment Report on
Disaster Risk Reduction and the organisation of3tubal Platform for Disaster Risk Reduction.

The position is located in the UNISDR Office in @&a.The Budget and Finance Officer will report to
the Chief, Executive OfficeWithin delegated authority, the Budget and Fina@fécer will be
responsible for the following duties:

* Review, analyse and finalize the preparation ofala@nual work programme and its revisions on
the basis of departmental submissions, takingantmunt recommendations and decisions of
specialized intergovernmental bodies.

» Ensure legislative mandates are accurately tratslato program budgets.



¢ Review, analyse and finalize cost estimates andédfyaroposals, in term of staff and non-staff
requirements from sections/units at headquartetsrathe Regional Offices, including
programmatic aspects ensuring compliance with thik ywrogramme and other legislative
mandates.

« Provide detailed input with respect to resourcpiie@ments for budget submissions.

* Review, analyze and finalize program budget/finahionplications to the Senior Management.

* Issues allotments, authorize sub-allotments, inotydedeployment of funds when necessary,
ensuring appropriate expenditures.

« Manage and monitor budget implementation and recemdhneallocation of funds as necessary.

* Monitor expenditures to ensure that they remaihwiauthorized levels.

e Administer and monitor extra-budgetary resouraeduiding review of agreements and cost plans,
ensuring compliance with regulations, rules, e&hbt policies and procedures.

* Prepare budget performance submissions.

« Review and finalize budget performance reportslyairay variances between approved budgets and
actual expenditures.

« Provide substantive support to relevant intergavemmtal and expert bodies.

* Provide advice and guidance, including trainingheadquarters and regional office staff on
budgetary and financial policies and procedureguding results-based budgeting.

« Participate in interdepartmental meetings andfdirteal survey missions on matters related to
resource requirements, programming and budgetsing$s

* Keeps up-to-date on documents/reports/guidelireshiéive a bearing on matters related to program
ensuring compliance with intergovernmental recomuiagions and decisions as well as with United
Nations policies and procedures.

« Drafts reports for Senior Management on budgeeissuind related correspondence.

* Provides substantive support to resource mobitinatnsuring that financial data and requirements
are indicative of the cost-plan.

* Undertakes research and analysis of budgetaryigelmnd procedures, makes recommendations for
changes and /or modifications’; providing insightind expert analysis of complex financial
requirements, performance and other issues by exagniequirements, comparative trends and
scenarios.

» Acts as Certifying Officer under Financial Rule 146 ensure that proposed obligations and
expenditures are in accordance with approved badget established regulations and rules.

« Ensures the integrity of financial and managemestiesns and the controls that underpin them.

* Plan, organize, manage and supervise the workecddhigned team.

* Incumbents may be asked to perform other relatédsiu

Competencies:

Professionalism: Knowledge of financial and budgetary principals apictices, budget
development and financial administration of researcAbility to develop budgetary polices
procedures and new programmes. Ability to formufsges strategies and technical approaches
to budgetary matters.

Teamwork: Works collaboratively with colleagues to achi@rganizational goals; solicits
input by genuinely valuing others’ ideas and expertis willing to learn from others; places
team agenda before personal agenda; supports amdnaaccordance with final group
decision, even when such decisions may not entieflgct own position; shares credit for
team accomplishments and accepts joint respongifli team shortcomings.

Planning & Organizing: Develops clear goals that are consistent witleed) strategies;
identifies priority activities and assignments; ws§ priorities as required; allocates
appropriate amount of time and resources for cotmgjevork; foresees risks and allows for



contingencies when planning; monitors and adjuisisspand actions as necessary; uses time
efficiently.

Client Orientation: Considers all those to whom services are providele “clients” and
seeks to see things from clients’ point of viewtablshes and maintains productive
partnerships with clients by gaining their trusdamspect; identifies clients’ needs and
matches them to appropriate solutions; monitoromggdevelopments inside and outside
the clients’ environment to keep informed and apéite problems; keeps clients informed
of progress; meets timeline for delivery of produet services to client.

Accountability: Takes ownership of all responsibilities and hasa@ommitments; delivers
outputs for which one has responsibility withingmebed time, cost and quality standards;
operates in compliance with organizational regatatiand rules; supports subordinates,
provides oversight and takes responsibility foedated assignments; takes personal
responsibility for his/her own shortcomings andsthof the work unit, where applicable.

Managerial Competencies:

Managing Performance: Delegates the appropriate responsibility, accatitity and
decision-making authority; makes sure that rolesponsibilities and reporting lines are
clear to each staff member; accurately judges ireuat of time and resources needed to
accomplish a task and matches task to skills; monjrogress against milestones and
deadlines; regularly discusses performance andgesvyeedback and coaching to staff;
encourages risk-taking and supports creativityiaitigtive; actively supports the
development and career aspirations of staff; apesgperformance fairly.

Building Trust: Provides an environment in which others can &alé act without fear of
repercussion; manages in a deliberate and pretionaty; operates with transparency; has
no hidden agenda; places confidences in colleagtef$ members and clients; gives proper
credit to theirs; follows through on agreed upoticas; treats sensitive or confidential
information appropriately.

Qualifications:

Education: Advanced university degree (Master's degree or \edemt) in Business

Administration, Finance or other related areas. fir8t-level university degree in
combination with qualifying experience may be adedpin lieu of the advanced
university degree.

Experience: A minimum of seven years of progressivalysponsible experience in finance,

administration, budget or related fields.

Language: Fluency in English (both oral and written) isju@ed; knowledge of another UN

language is an advantage.



How to apply
Please email the following documents to the ISDRredariat at: isdr.vacancies@un.arg

1. Cover letter, explaining why you consider yolfrsgialified and motivated for this particular

assignment.

2. Completed personal history profile (P11) fofithe P11 form can be downloaded from
http://www.unisdr.org/who-we-are/vacancies).

3. It would be appreciated your stating your fulme and the ISDR vacancy notice number
(ISDR/T/04/2013) as the subject in your e-mail gblécation.

Please note that applications received after ttaallohe will not be accepted. Applicants will be
contacted only if they are under serious considerat

The United Nations does not charge a fee at argestd the recruitment process (application,
interview meeting, processing, training or any otfees). The United Nations does not concern
itself with information on bank accounts.



