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TERMS OF REFERENCE

Duty Station: 
EUBAM HQ, Odesa, Ukraine
Classification: 
Individual Contractor (IC)


 

 
Position’s Title: 
Management Advisor
Type of Appointment: 
IC Contract
Organizational Unit: 
Head of Mission Office
Direct Supervisor: 
Head of Mission

 

Organizational Context: The EU Border Assistance Mission (EUBAM) to Moldova and Ukraine was established, based on a tripartite Memorandum of Understanding (MoU) signed on 7 October 2005 by the European Commission, the Republic of Moldova and Ukraine, with IOM as the EU’s implementing partner. The mandate of EUBAM runs through 30 November 2015.

The Mission is a technical assistance and advisory body that aims at enhancing the border and customs management capacities of the Republic of Moldova and Ukraine, approximate the standards of the border and law enforcement authorities to those of the EU and to enhance the implementation of the rule of law.  
General functions:
The Management Advisor ensures effective and efficient functioning of the Head of Mission Office, maintenance of protocol procedures, management of information flows and follow-up on deadlines and commitments. Under the overall guidance of the Head of Mission, s/he provides advice to the senior management team in determining and elaborating Mission policy and strategic direction.  

S/he supervises the personnel of the Head of Mission Office. 

Specific functions: 
1. Provide strategic advice and support to the Head of Mission by:

· Supporting formulation and drafting of the EUBAM Description of Action and other strategic documents, in part together with the Strategy, Planning and Performance Advisor.

· Providing strategic oversight to planning, implementation and monitoring of the EUBAM Action Plan and budget and oversee and coordinate reporting processes, together with the Strategy, Planning and Performance Advisor. 

· Advising on the matters related to the implementation of the Memorandum of Understanding and in drafting amendments to the Memorandum of Understanding and other EUBAM legal documents.

· Providing legal advice on issues related to EUBAM mandate.

· Providing strategic advice on organisational improvements and human resource planning and management (including disciplinary proceedings), together with the Chief of Administration.

· Providing advice on ways to enhance cooperation with the partner services and with EU member states.
2. Oversee and ensure the effective and efficient functioning of the Head of Mission Office by:

· Managing and supervising the activities of the Head of Mission Office.

· Coordinating and overseeing organisation of regular EUBAM meetings (Advisory Board of Secretariat, Internal Coordination, External Coordination, Internal Evaluation Meetings)

· Ensuring effective translation services are provided (including timeliness and high quality of the translated documents; management of an optimal interpretation assistance to EUBAM activities).

· Ensuring the compliance with protocol procedures for all events of the Mission.

· Coordinating the activities of the Head of Mission Office pursuant to the work of the Head of Mission/Deputy Head of Mission. 

· Managing Head of Mission’s calendar and contacts with high-ranking visitors, arranging, and participating in, appointments and meetings, drafting minutes of senior level meetings.

· Preparing high quality briefing materials for appointments, meetings, missions.

· Preparing and overseeing preparation of correspondence, oversee management the filing system ensuring safekeeping and archiving of documents and correspondence.
3. Ensure and oversee effective communications support by:

· Formulating and drafting internal guidelines, directives, and comments for approval of the Head of Mission, follow-up on implementation as required.

· Coordination of the information flows within EUBAM, between Head of Mission Office and EU Delegations in Ukraine and the Republic of Moldova, and the implementing partner, IOM.

· Following up on deadlines, commitments, actions and coordinating collection reports.

· Presentation of proposals to eliminate communication bottlenecks in the Office and streamline processes.
4. Perform other tasks as assigned.

Main outputs/deliverables:

1. Advice to Head of Mission on a wide range of strategic, legal and organisational issues related to the mandate of EUBAM and the formulation and implementation of the EUBAM action plan.

2. Effective management and coordination of the activities of Head of Mission Office, including work planning and performance assessment. 

3. Effective management and provision of support functions and communications mechanisms and processes of the Head of Mission Office.

Monitoring and reporting requirements:

The Management Advisor reports to the Head of Mission, who is responsible for appraisal of performance and quality of work deliverables. Reporting takes place through written and verbal briefs.

Desired qualifications:
· Master’s degree (or equivalent) in law, economics, international relations or a related field.

· Experience as national or international civil servant of an EU Member State or EU institution.
· A minimum of ten (10) years working experience in public administration, criminal justice, law enforcement and planning of which minimum 4 years at managerial level.

· Experience with customs/border guard reform programme/projects in transition/developing countries is an asset.

· Demonstrated ability to develop and maintain effective work relationships and to work in teams.

· Proven planning and organisational skills.

· Excellent communication, drafting and interpersonal skills.

· Fluency in written and spoken English. Knowledge of Russian, Moldovan and/or Ukrainian is an asset.

· Computer literacy (Windows applications).

· National certificate of no criminal records. 
Email your CV and cover letter in English to:

vacancies_ukraine@eubam.org
Please indicate the position you are applying for in the subject line of your message.

Closing date for applications is April 30, 2014; however, interested candidates are strongly encouraged to apply sooner.

Only pre-selected candidates will be contacted for an interview. 
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