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APO programme Administrative Officer
Internship programme Vacancy announcement number: 10/08/P
Volunteer programme Date of issue: 27 April 2010
Deadline for applications: 25 May 2010
: 3 Paosition Titie: Adminisirative Officer
iSearch by
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: Choose topic...

Organizational unit: .I:fna and the Pacific Dzwsrorn

teveh P-2/P-3
CCOG Code: 1.A.01
Rome

(in principle this position is Rome based, however,
candidates should be willing and ready to take field
assignments and/or rotate within IFAD)

Duty station:

Date of entry on duty: As soon as possible

. 2 . 2-years fixed term
Duration of assignment: (Possibility of renewal)
Background to the job
FAD is an i Financial ftution and a Sp ized United Nations Agency whose
mission is to enable poor rural people to overcome povesty. IFAD's headquarters is in Rome, !taly,
and its staff work with peor rural pecple; and their g i ities and isati in

more than 80 countries to develop and finance programmes and projects aimed al increasing
agricultural productivity and incomes.

The Programme Management Depariment (PMD) is responsible for the overeli lending programme
of the Fund, and is composed of five (5) regionat divisions and s Technical Advisory Division.

Under the guidance and general supervision of the director, the incumbent wilt support the

effectiveness of IFAD's operations in the region by () ing and ibuting tc the
ang efficient use of financial and human as well as resuifs-based Divisional
Management Plans (DMP); and (i) ing the work of the divisi i Center.

Duties and responsibilities

As inistralive Cfficer, the incumbent will:
» Be ible for idating the divisi budget and ing/monitering the APR
budget based on analyses of past trends and of future requi . O
develop of financial and on work priorilies.

Originate analytical reports on the Divisional budget, inclusive of quartery repors;
recomrmend to the Director Budget allocalions and re-allocations; ensure accurate
maintenance of records.

Monilor progi of divisk Key Per i rk-pk: and outputs, as
welt as risks and risk mitigation measures, as basis for the quarterly performance
conversalions: ai ihe Corporate, Department and Divisional levels.

Coordinate the implemeniation of the ongoing organisational change agenda within the
Divisien; and identify and aiert on future requiremenis within the context of lhe

change p )

@ Coniribute to the organization and i ion of divisional changes; merge
budget availability with divisional needs. Revievs, in close collaboration with HR; issues
arising in the Division.

As i Ceater Ci i L the i wilt

Oversee the work of the Business Centre o ensure that all administrative tasks are carried
out in 2 timely manner and to a high standard.

Be direcily ible for per and p i d ofthe
Business Centre Assistants.

Organize of APR Management meetings, Divisional retreats, conferences and workshops
and for monitoring follow-up actions. 2

At P-3 grade, and in addition to the above, the incumbent will be expected to:

Adl as Alternate Budget Holder. as delegated by the Director.

Approve alt divisi itting in the financial system; and
Represent the Director in meetings, ¢ i and int fora with respect
te all budget matters.

°

Professional requirements

Qualification and experience

e University degree in finance, financial
or a closely related field;

= Atleasi inree years {at grade P-2); or five years {at grade P-3} of relevant professiona!
expesience with Internationat Financial institutions, the United Nalions. rurai
s s ial institutions, i i NGOs or g senvices in the
financial and agmini ion of rural pi nes.

e Proven strength in data-based analytics.
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Analytical Skills: you will have strong numeric and analytical skills.

Team Worker/Builder: you will have the capacity 1o foster and build team spirit and

engagement at all levels; you wilt be resulis-driven but sensitive {o staff needs and
working ipsin a i i 2

Planner and Organiser: you will have the abifity to assess and respond to multiple and

new chalienges: and you wili be able to set clear priorities within 2 boundiess and often

3 with tight
e Innovative performer: you will be able to generate innovative solutions, assess risks,
make decisions and accept the conseguences thereos.

Communication

© Excelient written and verbal communication skifis in English, inciuding 1he ability to set out
3 coherent in i and group interactions.
@ Excellent working knowledge of Microsofi and £

Other information

Applicants should note that IFAD staff members are international civil servanis subject to the
authority of the President of IFAD, and they may be assigned by himi/her to any of the activities of
IFAD. including field assignments and/or roiation within IFAD.

IFAD reserves the rght to appoint a candidate al the appropriate level commensurate with
experience and knowledge.

interested i are en to apply by ing IFAD's Personal History Form and
sending their applicaticns 1o the Office of Human Resources, Via Paoio di Dono 44. 00142 Rome,
Haly, Fax +39-06-5043463, Email ifad.org. Applicati from women i are

particuiarly encouraged.

Candidales must indicate clearly the Vacancy Number and are kindly requested not lo senc their
applicaticn via multipie routes. Any application received by IFAD after the closing date will not be
considered. In the inlerest of making most cost effeclive use of furnds and resources, we are only
abie 10 respond to applicants who are short-lisled for interview. Candidates who do not receive any
feedback within three months should consider their applicalion unsuccessful.

Candidales must be prepared to lake a written test and may be asked to give a presentation as
well as paricipate in interviews.
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