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Job Opening

Posting Title: Human Resources Officer, P4

Job Code Tille: HUMAN RESOURCES OFFICER

Deportment/Office: Deportment of Manogement Strategy. Policy ond Compliance Office of Humon
Resources

Duty Station: NEW YORK; NEW YORK;

Posting Period: 21 July 2021 - 03 September 2021

lob Opening 21-Human Resources-DMSPC OHR-157511-R-New York (R)

Number:

Staffing Exercise N/A

United Nations Core Values: Integrity, Professionalism, Respect for Diversity

Org. Setfting and Reporting

The Global Strategy and Policy Division serves as the central strategic authority for all matters pertaining to the
management of human resources. It ensures that the Organization has the strategies, policies, frameworks and
tools to affract, develop and retain a lclented ond diverse global workforce. It nurtures a cullure of
engogement, leadership and results. It provides policy, strotegic and thought leadership, innovations ond
solutions for the end-to-end management of talent: from strotegic workforce planning: talent acaquisition;
organizational and staff development and growth; performance management; including Organizalion-wide
mobility and oppropriate duty of care. for all Secretarial staff.

This position is located in the Human Resources Policy Section (HRPS), Strategy and Policy Develcpment Service
(SPDS), Global Strategy and Policy Division (GSPD), Office of Human Resources (OHR]. Department of
Management Strategy, Policy and Compliance ([DMSPC). The Human Resources Officer reports fo the Chief of
Section.

Responsibilities
Strategy and policy development

+ Develops innovative and modem new human resources (HR) policies, to meet the evolving needs of the
Organization by making contributions to the implementation of the Secretary-General's agenda in areas such
as the achlevement of gender parity, provision of duty of care, development of o family-friendly work ploce,
delegation of authority and enabling a fMexible working environment,;

« Conducts and/or leads the comprehensive review of existing human resources-related intermol policies
(Secretary-General's bulletins, Administrative Instructions, information Circulars ond OHR Policy Guidelines and
Directives|, with a view to streamiine. simplify, consolidate, revise, amend or abolish outdated or cbsolete
lssuances lo ensure the curent human resources policy framework remains comprehensive, up-fo-dote and
responsive fo the needs of the Organization:

* Makes recommendations on HR policy—eloted praclices and procedures. Maintains OHR policy guidelines.
develops copacity-building and lecming materials, workflow processes and other relevant fools werking in
collaboration with other entities of the UN Secretariat and other organizations the UN commaon system:

= Provides outhoritative policy interpretation of the United Nations Staft Regulations and Rules and, intemal
policies on substantive policy and procedural questions related to the management of staff and the
administration of benefits and allowances. to senior management, HR practitioners in other entities of the UN
Secretariat ond counterports in other orgonizations of the UN common system: and:

» Keeps abreast of developments and best practices in various areas of human rescurces from other UN
comman system organizations as well as from other public and private sectors.

Policy Advisory

= Advises the Chief of the Seclion on the development, modification and implementation of United Nations
policies and practices in the management of staff and administration of allowances and benelits; and,

= Assists the Office of Legal Affairs, the Manogement and Evaluation Unit and the Administrative Law Division
with policy gueres related to pending management evaluation litigation. Similorty assist the Office of the
Ombudsman with policy queries related to ongoing informal resolution of and mediation.
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Other duties

= Supervises and monitors the work of the junior human resources officers in undertaking the full range of
human resocurce management activities:

« Represents the Service or Section in joint bodies and inter-agency working groups on Issues reloted to HR
policies and conditions of service of UN staff members:

* Coenducts research on private and public sector’s slrategies, policies and best practices, including those of
other organizations of the UN commen system, on General Assembly and ICSC decisions;

» Prepares droft Secretary-General's reports. policy papers, position popers. briefing notes and talking points
on issues relaled to HR policy and conditions of service of UN staft members. non-staff personnel and officiols
other than staff;

« Supports the substantive servicing of intergovernmental meetings by aitending and drafting answers to
questions asked by members of the commitiees on HR policy related guestions.

Competencies

Professionalism: Knowledge of human resources policies, practices and procedures and ability to apply them in
an organizational seffing. Ability to idenfify issues, formulate opinions, moke conclusions and
recommendations. Shows pride in work and in achievements. Demonsirates professional compefence and
mastery of subject matter. Is conscientious and efficient in meeting commitments. observing deadlines ond
achieving results, Is motivated by professional rather than personal concerns. Shows persistence when faced
with difficult problems or challenges; remains calm in stressful situations. Takes responsibility for incorporating
gender perspectives and ensuring the eaual participation of women and men in all areas of work.

Planning and Organizing: Develops clear goals that are consistent with agreed strategies. Identifies priority
activities and assignments; adjusts priorities as required. Allocates oppropricte aomount of time and resources
for completing work. Foresees risks and allows for contingencies when planning. Monitors and adjusts plans and
actions as necessary. Uses time efficiently.

Client Orientation: Considers all those to whom services are provided to be “clents” and seeks to see things
from clients' point of view. Establishes and mdintains productive partnerships with clients by gaining thelr trust
and respect, Identifies clients’ needs and malches them to appropricle solutions. Monitors ongoing
developments inside and outside the clents’ environment to keep informed and anticipate problems. Keeps
clients informed of progress or setbacks in projects. Meets timeline for delivery of products or services to client.

Managing Performance: Delegates the appropriate responsibliity. accountability and decision-making
authority. Makes sure that roles, responsibilities and reporting fines are clear to each staff member. Accurately
judges the amount of time and resources needed to accomplish a task and matches task to skills. Monitors
progress against milestones and deadlines. Regularly discusses performance and provides feedback and
coaching to staff. Encouroges risk-faking ond supports creativity and initiative. Actively supporis the
developmenl! and career aspirations of staff. Appraises performance (airy.

Education

An advanced university degree (Master's degree or equivalent) in human resources management, busiress or
public administration, social sciences, law or related field is required. A first-level university degree (Bachelor's
degree or equivalent] in combination with two additional years of relevant work experience may be accepted
in lieu of the odvanced university degree.

Work Experience

A minimum of seven years of experience in human resources management. policy development,
administration of benefits and allowances, condifions of service and compensation. or administration of justice
or related area is required.

Experience in human resources policy development and implementation or administrative law is required.
Experience in provision of HR policy interpretation ond HR advisory services is required.

Experience in human resources management in the United Nafions Common System or a comparable
intemational organization with a large and diverse workfarce is required.

Experience in contributing to the preparation of reports, policy and position papers, briefing notes or tolking
paints on issues related to HR policy and conditions of service is desirable.

Expefience in providing authotitative policy interpretation of intemal policies on substantive policy and
procedural questions related to the management of personnel and the administration of benefit and
allowances is desirable.

Longuages

English ond French are the working languages of the United Nations Secretariaf. For the post advertised,
fluency in English (both oral and written) is required. Fluency in French is desirable. Knowledge of another UN
official language is desirable.

Assessment
Evaluation of qudlified candidates may include an assessment exercise which may be followed by
competency-based interview.

Special Nofice

https://careers.un.org/lbw/jobdetail.aspx?id=157511&Lang=en-US



12/08/2021 UN Careers

The United Nations Secrelariat is committed to achieving 50/50 gender bolance and geogrephical diversity in
its staff. Femole candidates are strongly encouraged to apply for this position.

At the United Nations, the paramount consideration in the recruitment and employment of staff is Ine necessity
of securing the highest standards ol efficiency, competence and integrity, with due regard to geogrophic
diversity. All employment decisions are made on the bosis of quolifications and organizafional needs. The
United Nations is committed to creating ¢ diverse ond inclusive environment of mutual respect. The United
Nations recruits and employs staff regardless of gender identity, sexual orientation, race, religious, cultural and
ethnic backgrounds or disabilities. Reasonable accommodation for oppliconts with disabilities may be
provided te support participation in the recruitment process when requested and indicated in the application.

United Nations Consideralions

According to article 101, paragraph 3, of the Charter of the United Nafions, the paramount consideration in
the employment of the staff is the necessity of securing the highest standards of efficiency, competence. and
integrity. Candidates will not be considered tor employment with the United Nations if they have committed
violafions of intemational human rights law. violations of intemational humanitarian law. sexual explotation,
sexual abuse, or sexual harassment, or if there are reasonable grounds fc believe that they have been involved
in the commission of any of these acts. The term “sexual exploitation” means any actual or alempted abuse of
a position of vulnerability. differential power. or frust. for sexual purposes, including. but not limited to. profiting
monetarily, socially or politically from the sexual exploitotion of another. The term “sexual abuse™ means the
octual or threatened physical intrusion of a sexual noture, whether by force or under unequal or coercive
conditions. The term “sexual harassment” means any unwelcome conduct of a sexual nature thal might
reasonably be expected or be perceived to cause offence or humiliation. when such conduct interferas with
work, is made o condition of employment or creates an infimidating, hostile or offensive work environment, and
when the gravity of the conduct warrants the termination of the perpelrator's working relationship. Condidates
who have committed crimes other than minor traffic offences may not be considered for employment.

Due regord will be paid to the imporfonce of recruiting the staff on as wide o geographical basis as possible.
The United MNations places no restrictions on the eligibility of men and women to participote in any capacity
and under conditions of equality in its principal and subsidiary organs. The United Nations Secretariot is o non-
smoking environment,

The paramcun! consideration in the appointment, transfer, or promotion of staff shall be the necessity of
securing the highest stondards of efficiency. competence. and integrity. By occepting on offer of
appointment, United Notions stoff members are subject to the cuthorilty of the Secrelary-General and
assignment by him or her to any activities or offices of the United Nations in accordance with siaff regulation
1.2 {c). In this contfext, all internationally recruited staff members shall be required to move periodically fo
discharge new functions within or across duty stations under conditions established by the Secretary-General.

Applicants are urged fo follow carefully all instructions availoble in the online recruitment platform, insgira. For
more detailed guidance, applicants may refer to the Manual for the Applicant, which can be accessed by
clicking on “Manuals” hyper-link on the upper right side of the inspira account-holder homepage.

The evaluation of applicants will be conducted on the baosis of the information submitted in the application
according to the evoluation criteria of the job opening ond the applicable intemal legislations of the United
Nations including the Charter of the United Nations, resolutions of the General Assembly, the Staff Regulations
and Rules, administrative issucnces and guidelines. Applicants must provide complete and accurate
information pertaining fo their personol profile ond quadlifications according fo the instructions provided in
inspira to be considered for the cument job opening. No amendment, addifion. delefion. revision or
modification shall be made to applications that have been submitted. Candidates under serious consideration
for selection will be subject o reference checks to verify the information provided in the application.

Job openings advertised on the Careers Portal will be removed at 11:59 p.m. (New York time) on the deadline
date.

No Fee

THE UNITED NATIONS DOES NOT CHARGE A FEE AT ANY STAGE OF THE RECRUITMENT PROCESS (APPLICATION,
INTERVIEW MEETING, PROCESSING. OR TRAINING). THE UNITED NATIONS DOES NOT CONCERN [TSELF WITH
INFORMATION ON APPLICANTS' BANK ACCOUNTS,
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