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for functions under an National Personnel Service Agreement


1. 	Position Information


	Office/Unit/Project
	UNDP Azerbaijan Country Office 
“Localizing Youth, Peace, and Security (YPS) agenda in the South Caucasus”

	Title
	Project Assistant

	Level 
	NPSA 5

	Duty station (City and Country)
	Baku, Azerbaijan

	Type (Regular or Short term)
	Regular

	Office- or Home-based
	Office-based

	Expected Duration
	7 months (with possibility of extension)

	Position Number
	200073

	How to apply
	Please submit your online application at UNDP Career Website 

	Deadline
	07 June 2023, 23.59 pm, New York time



2.	Office/Unit/Project Description 

The United Nation’s Youth, Peace, and Security (YPS) normative framework is one instrument that can help draw public attention to these issues and design policy interventions that will empower young people to contribute to the peacebuilding agenda in physical and virtual spaces. The YPS framework is relatively new and there is much less awareness about it in comparison, for example, to the Women, Peace, and Security (WPS) framework. The latter has already received a considerable amount of attention in all countries of the South Caucasus region and has enjoyed a degree of institutionalization through the adoption of country-level national plans and various conference and thematic discussions..

The project will step up awareness raising and advocacy efforts to help incorporating elements of YPS in the priorities of key stakeholders. The Peace and Development Advisor (PDA) team in the South Caucasus will organize presentations and consultation meetings to discuss implementation of YPS localization recommendations produced by civil society  organizations (CSOs). It will also support additional analytical work on how to localize YPS. Jointly with these CSOs, the PDA team will intensify dialogue with government agencies responsible for youth policies and joint government-donor working groups on youth issue to help transforming these recommendations into policies. It will also ensure stronger linkages between the more established WPS and the newer YPS agendas by facilitating dialogue between stakeholders working on these agendas. 

The project will also invest in social media monitoring and hate speech analysis to increase situational awareness and provide advice for project beneficiaries on how to position their initiatives in the social media space and how to increase the outreach potential of these initiatives. The PDA team will provide support for selected digital peacebuilding initiatives and will help building capacities of the authors of these initiatives, as well as a wider cohort of young peacebuilders. This will be done through allocation of small grants, organization of workshops on digital peacebuilding topics, and connecting the project beneficiaries with experts and practitioners from the global UN networks. It will encourage efforts to build a larger cross-border on-line community that will intensify communication across conflict divides.


3.	Scope of Work 

· Provide social media analysis of conflict and peacebuilding issues  and forms and patterns of youth engagement in on-line discources on peace and conflict issues;
· Provide regular social media monitoring reports and analysis of on-line activity of YPS grantees;
· Support work on identifying potential entry points for digital peacebuilding and conflict transformation, localizing YPS agenda, and programmatic responses for the UN system; 
· Support the team’s knowledge management efforts and hosting relevant information on UNDP Crisis Risk Dashboard;
· Ensure project implementation through arranging and reporting on administrative and financial workflow;
· Support project counterparts on applicable administrative procedures and ensure their proper implementation;
· Contribute to implementation of relevant sub-regional PDA team activities.
· Perform other duties as required.

4.	Institutional Arrangement

National Peace and Development Advisor is the direct supervisor of the Project Assistant. General overview (or Organigram) is attached as an Annex to show the position of this function within the office and unit structure.

5. Competencies
	

	Core

	Achieve Results:
	LEVEL 1: Plans and monitors own work, pays attention to details, delivers quality work by deadline

	Think Innovatively:
	LEVEL 1: Open to creative ideas/known risks, is pragmatic problem solver, makes improvements 

	Learn Continuously:
	LEVEL 1: Open minded and curious, shares knowledge, learns from mistakes, asks for feedback

	Adapt with Agility:
	LEVEL 1: Adapts to change, constructively handles ambiguity/uncertainty, is flexible 

	Act with Determination: 
	LEVEL 1: Shows drive and motivation, able to deliver calmly in face of adversity, confident

	Engage and Partner:
	LEVEL 1: Demonstrates compassion/understanding towards others, forms positive relationships

	Enable Diversity and Inclusion:
	LEVEL 1: Appreciate/respect differences, aware of unconscious bias, confront discrimination 

	
Cross-Functional & Technical competencies 
	Thematic Area
	Name
	Definition

	Business Direction & Strategy
	Effective Decision Making
	Ability to take decisions in a timely and efficient manner in line with one’s authority, area of expertise and resources.

	[bookmark: _Hlk129168540]Business management
	Communication
	Ability to communicate in a clear, concise and unambiguous manner both through written and verbal communication; to tailor messages and choose communication methods depending on the audience.
Ability to manage communications internally and externally, through media, social media and other appropriate channels.

	Business management
	Working with Evidence and Data
	Ability to inspect, cleanse, transform and model data with the goal of discovering useful information, informing conclusions and supporting decision-making.

	Information Management & Technology
	Information Management & Technology: Research and 
Development
	Regular following new technologies and technical trends, research the technologies that are applicable and beneficial to the organization and develop the systems.

	Administration & Operations
	Events Management (including retreats, trainings and meetings)
	Support offices with event management including venue identification, accommodation, logistics, catering, transportation, and cash disbursements, etc.

	Ethics 
	UN policy knowledge - ethics
	Knowledge and understanding of the UN Staff Regulations and Rules and other policies relating to ethics and integrity. 
 








6.	Minimum Qualifications of the Successful NPSA



	Min. Education requirements
	Secondary education is required. Bachelor’s degree in Political Science, International Relations, Media Studies, and other social sciencesor related disciplines is not a requirement, but will be given a due consideration.

	Min. years of relevant work experience 
	· Minimum 5 years of work experience in peace and development sphere at the national or international level with Secondary Education or 2 years of experience with Bachelor’s degree. 

	Required  skills 
	· Experience in producing reports and research briefs.
· Excellent computer skills, in particular mastery of all applications of the MS Office package.

	Desired skills in addition to the competencies covered in the Competencies section
	· Experience with the international organizations, donor organizations, NGOs as well as UN Agencies would be an asset.
· Experience in organizing events (meetings, workshops, etc.) would be an asset.
· Finance experience in donor-funded projects would be an asset.

	Required Language(s) 
	· Fluency in written and spoken English and Azerbaijani is required, Russian would be an asset.

	Professional Certificates
	n/a
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