	[image: image1.png]. o {1




	UNITED NATIONS POPULATION FUND
TORS



	I. Job/Tacks Information

	Job code title:                                 Programme Associate (SC)
Classified Grade:                              SB/3-4
Supervisor:                                       Programme Specialist
Duration:                                          One year (renewable)


	II. Organizational Context 



	The UNFPA Angola 7th Country Programme is in its second year of implementation.  Securing young people’s place at the heart of the national development agenda presents a strategic opportunity for the Country Office to raise its contribution, build partnerships and demonstrate its added value towards ensuring that youth attain their full potential.

Under the new agreement between the Government of Angola and The Global Fund for the period 2016-2018, and considering the TB component and HIV (prevention program module for Adolescents and Youth), UNFPA and UNDP formalized a partnership to reach 30,000 girls from 10 to 24 years old with information and counseling on sexual and reproductive health, with emphasis on the STI, HIV and early pregnancy prevention in Luanda, Huíla, Cunene and Benguela provinces.
The UNFPA-Angola's Office focus is to promote the health of young people; especially girls aged 10 to 14 years. Healthy,  schooled, productive and fully integrated in society adolescents can break the intergenerational cycle of poverty, face personal and social threats and effectively contribute to the strengthening of their communities and their country. One of the main pillars for adolescents and young people can develop their full potential is the promotion of sexual and reproductive health.

The present Global Fund project will be a strategic way to expand the UNFPA Angola Country Office activities to improve the ASRH and rights. The Program Associate will be engaged to reinforce the CO team to achieve the GF project expected results with excellence.

The purpose of hiring a Programme Associate is to support the design, planning and management of UNFPA’s Country Programme, focused on the Global Fund Project by providing and managing data inputs, providing logistical support, assist with project implementation, monitoring and following up on recommendations. 

The Programme Associate will apply established systems and procedures and assists in the creation of substantive knowledge by compiling, synthesizing and analyzing information relevant to the Global Fund Project. She/he is instrumental in facilitating programme/project implementation using and developing appropriate mechanisms and systems and ensuring compliance with established procedures. 


	III. Functions / Key Results Expected:
· To reinforce the CO team to achieve the GF project expected results with excellence.

	Summary of Key Functions:

· Managing Data
· Providing logistical support
· Analyzing Information 
· Assisting the project implementation
· Developing appropriate mechanism
· Monitoring and following recommendations
· Facilitating Knowledge Building and knowledge 

	Under the overall  guidance of the UNFPA Representative and direct supervision of the Program  Specialist,  the  Programme  Associate will perform  the following major duties and responsibilities: 
1. Main Activities/Expected Results 

· Participate in the identification and formulation of the country programme and component projects by compiling and analysing information in the subject areas of UNFPA assistance to the Government, drafts project documents and work plans and prepares tables and statistical data. 
· Participate in the planning activities and the establishment and implement mechanisms to systematically assess the achievement of results, conduct field visits, and participate in review meetings and evaluation missions. Prepare regular inputs to status and progress reports. Analyses basic factors affecting the achievement of results, recommends corrective actions and follows up on recommendations.
· In coordination with national counterparts and direct supervision of the Project Coordinator assist with routine implementation of the project and coordinate delivery of project inputs.
· Provides logistical support to projects by coordinating review meetings and other project related workshops and events. 
· Contributes to creation and sharing of knowledge by synthesizing and documenting findings and lessons learned, success stories and best practices, strategies and approaches of the project, and drafting relevant materials for dissemination.
· Supports advocacy efforts by compiling and synthesizing relevant background material. Establishes and maintains network of information contacts and provides assistance in organizing and conducting meetings and public information events.
· Undertakes other tasks as maybe assigned by the Supervisor.
2. Tasks/Deliverables
· Support the establishment of the program coordination mechanisms.
· Maintain regular contacts with Implementing Agencies (IP) and seek to reinforce their capacity to develop specific work plans and implement the activities agreed upon.
· Support the GF project planning, monitoring and evaluation process.
· Prepare quarterly procurement plans.
· Support the logistics activities and field missions. 
· Monitor the GF project core indicators, quarterly.
· Organize and systematize the GF project files, reports and minutes to be reviewed by the Project coordination, timely.
· Maintain the GF project files organized.


	IV. Impact of Results



	The key results have an impact on the UNFPA Country Programme and success implementation of the Project strategies. Accurate analysis, data entry and presentation of information, ensure proper programme implementation.


	V. Competencies 



	      Values:
· Exemplifying integrity
· Demonstrating commitment to UNFPA and the UN system
· Embracing cultural diversity
· Embracing change

	           Core Competencies:
· Achieve results
· Being accountable
· Developing and applying professional expertise/ business acumen
· Thinking analytically and strategically
· Working in teams/ managing ourselves and our relationships
· Communicating for impact

Functional Skill/Set:
· Advocacy/ Advancing a policy-oriented agenda
· Leveraging the resources of national governments and partners/ building strategic alliances and partnerships
· Delivering results-oriented programmes
· Internal and external communication and advocacy for results mobilization.
Development and Operational Effectiveness

· Ability to  identified documents
· Basic knowledge of procurement and local custom clearance rules and regulations

· Basic administrative skills

Leadership and Self-Management

· Focuses on results
· Demonstrates good oral and written communication skills




	VI. Recruitment Qualifications



	Education:
	Complete Secondary Education with specialized training in procurement; University Degree in Business or Public Administration, Finance would be desirable.

	Experience:
	Five years of relevant experience in programme/project management.
Previous working experience in the UN is an asset.

	Language Requirements:
	Fluency in the Portuguese, good working knowledge of English.


	VII. Signatures-  Job  Description Certification



	Incumbent  (if applicable)
      Signature                                         Date: 

	Supervisor

Ebenezer Taiwo Oluyomi
                                                Signature                                         Date: 

	Head of the Office
Florbela da Cunha Fernandes
                                                  Signature                                        Date:
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