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VACANCY NOTICE

January 2012

'Conference Semces Ofﬁcer (P-3)' i

March 2_012
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| This appointment is for a three-year duration with a six-month
i probationary period. The OPCW. is a non-career organisation with limited
“staff tenure. The total icngth of service for Professional staff shall not

Secretariat for Pollcy-Makmg
Organs

| exceed 7 years. The Director-General reta.ms the discretion not to make
_any appointment to this vacancy, (o make an appointment at a lower

N/A

s

| Several vacancies may be filled,

/‘grade, or to make an appointment with a modified job description.

Prlnclpal Functions

Requirements

Under the supervision of the Director, Policy-Making Organs (PMO)

the incumbent is responsible for:

a) To ensure the overall logistical coordination of the Sessions of the
Conference of the States Parties and of the Executive Council, through
development and application of related action plans, coordination with
relevant divisions or branches and through communications with external

! suppliers and meeting-facilities.
. b) To manage a wide scope of logistical arrangements and simultaneous

© support functions to ensure seamless and smooth-running operations for

. formal and informal meetings of the Policy-making Organs, and as
. necessary, meetings arranged by other OPCW divisions..
| ¢) To analysc and advisc on financial, scheduling and other implications of

mandates requesting conference or meeting organization by the
secretariat and plan forward for additional and urgent meetings based
on inputs from the substantive programmes and executive
management proper servicing of these meetings by evaluating the
needs and availability of resources required.

- d) Review relevant secretariat policies and agreements with third parties,

including States Parties, UN and providers, and ensure that all
requirements are covered; develop and make recommendation on
improvements.

€) Represent the programme and provide expert advice in working
groups, task forces and external meetings.

f) Maintain adequate staffing of Conference Services.

g) To distribute official-series documents to delegations and staff members

© in accordance with the Confidentiality regime.

i h) To advise delegations and Secretariat staff on organisational matters
. relating to meetings and events, including scheduling, confidentiality

| requirements, and other procedural concems.

| i) To initiate actions, including those with financial implications, relating to

- the coordination and delivery of meetings and conference.
. i) To communicate with delegations and the Director, PMO, for the purpose
! of ensuring that the interpretation teams, while servicing meetings of the

Policy-making Organs, receive timely and accurate information,

' documentation.
- k) To assist the Director, PMO, in the drafting of official-series documents

emanating from the Policy-making Organs, such as the report of the
Council on its own activities, the draft reports of Council Sessions, and the
annotated agendas of the Council and of the Conference, and in the
preparation of speaking notes for the Chair of the Council.

1) To assist the Director, PMO, in the drafting of the overall Divisional

. budget, with particular responsibility for the annual budget for meetings
* that are scheduled and resourced by PMO.

- m) To oversee the preparation of annotated speakers’ records of the
. Sessions of the Conference and of the Council and other records and

i
| documents.

n) Perform other duties as required.

T

Knowledge and skills:

An advanced degree in International Relations, Political Science,
Administration, Management or equivalent; A first level university
degree in combination with qualifying experience (minimum 7
years) may be accepted in lieu of an advanced university degree;
Legal background would be an asset;

Advanced knowledge of conference logistics, diplomatic procedures,
and drafling style of international organizations;

Strong organisational and planning skills;

Excellent communication skills and ability to draft and edit
presentational documents, including speeches;

Proven analytical skills with regard to analysing developments and
trends and the ability to conceive and apply original ideas;

Good computer skills, and the ability to work with standard office
software;

Flexibility, tact and discretion;

Ability to work harmoniously with people in an international
environment as well as maintain confidentiality;

Familiarity with the rules and procedures for large decision-making
bodies is desirable.

Experience:

Essential:

At least five years of directly related experience regarding the
planning and implementation of large conferences and meetings
with an advanced degree and seven years with a first level degree;
Experience as a manager and supervisor of meeting services, with
direct responsibility for meecting support staff;

Experience in drafting briefings and speeches/statements;
Experience in the drafting and researching of texts.

Desirable:

Minimum two years of relevant experience in an international or in
a multilateral decision-making setting involving the strategic
planning, development and coordination of large multilateral
meetings;

Experience with diplomatic relationships or a protocol environment
is highly desirable.

’ Languages:




Fluency in English is essential and a good working knowledge of one of
. the other official languages (Arabic, Chinese, French, Russian, and
Spanish) is desirable.
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