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NOTES ON NEW STRUCTURE OF GENERAL SECRETARIAT
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Mission of the General Secretariat:

Provide accurate, timely and efficient administrative and secretarial services to the membership of the Union to support the activities of the Sectors and to coordinate inter-sectoral activities.
Departments and Units:
1.
Internal Audit Unit (P5) (3 posts)
Carry out audits, inspections, investigations and other oversight work to ensure efficient and effective management and use of the financial, human, technological and intangibles resources of ITU, and/or to provide recommendations to the management on improving the working methods and activities.

The Internal Audit Unit also acts as focal point for external audit matters to ensure effective audit coverage and minimize duplication of efforts.
2.
Legal Affairs Unit (D1) (4 posts)
Provide legal advice and assistance on issues related to the structure, functions, services and activities of the Union. Develop and/or revise the legal instruments of the Union including internal regulations and rules aimed at strengthening the efficiency and functioning of the Union.

Negotiate, prepare and/or review agreements, contracts, and other legal documents to ensure their compliance to ITU policies and to protect ITU interests.

Represent the ITU and the Secretary-General in litigation cases.

3.
Strategic Planning and Membership Department (D2) (approx. 26 posts)
Anticipate and analyze strategic implications and challenges of an evolving telecommunication environment; develop forward-looking strategic options, proposals and plans.
Plan and oversee the corporative and strategic activities and operations with a view to ensure their accordance with membership objectives.
Develop and maintain sound relations with Member States, Sector Members and other entities, the UN and other international organizations.
Plan and implement the entire corporate communication programme with a view to promote ITU leadership role in telecommunication matters; provide expert advice on information strategies, image and opportunities to promote ITU.

Organize and provide secretariat services to the Plenipotentiary, Council, and other meetings of the general secretariat in order to achieve a high level of involvement from Member States and Sector Members.

3.1
Corporate Strategy Division (P5)
Anticipate and analyze the strategic implications and challenges facing the telecommunications and ICT environment; identify emerging trends and ICT evolution, provide advice on corporate strategy, propose strategic objectives.

Prepare an annual strategic plan progress report and the relevant recommendations for adjustments in response to changes in the industry environment for the consideration of the Council.

Initiate and conduct studies on identified strategic issues and propose options.

Facilitate the implementation by the Sectors of ITU work programme to meet strategic objectives.

3.2
Membership and Corporate Governance Division (P5)

Formulate a streamlined and comprehensive operational plan for the general secretariat and ensure appropriate and rationalized linkages to the other planning instruments (financial plan, strategic plan) together with the necessary assessment of its financial implications, based on Resolution 72.
Identify issues and recommend opportunities for operational improvements of ITU management practices and organizational structure.

Organize major meetings such as PP and Council and ensure efficient and cost-effective secretariat services to them, and other GS meetings.

Manage effective relations with Member States, Sector Members and Associates, international organizations and other entities from the business community and civil society dealing with telecommunication matters.

3.3
External Affairs and Corporate Communication Division (P5)
Coordinate ITU’s participation in the work of the United Nations system, in particular CEB, ECOSOC and HLCP. Design and coordinate ITU’s cooperation programme with international and regional organizations, as well as other entities dealing with ICT related matters.
Heighten and strengthen ITU’s visibility and image; provide a full range of communications programs, activities and events to further defined corporate priorities; carry out a press and public information function; implement effective public relations activities.

4.
Administration and Finance Department (D2) (approx. 119 posts)
Advise the Secretary General on human and financial resources management, and procurement, security and building services.
Manage ITU’s financial and personnel-related matters ensuring consistency with ITU strategies, policies, regulations and rules as well as UN Common System policies.

Efficiently manage the human capital of the Union by strengthening the HR planning functions of the ITU; create a stimulating and supportive work environment and encourage organizational creativity and performance measurement based on results.
Ensure sound and balanced financial management of the Union based on established financial rules and budgets; provide support and strategic advice on financial and budgetary matters, with a goal to strengthen ITU’s financial system.
4.1
Human Resources Administration Division (P5)
Provide human resource administration services, including appointment and contract management, salary scales, benefits and entitlements, travel arrangements, pension, insurances and compensation, and provide expert advice to ITU management in these domains.
4.2
Human Resources Policies Division (P5)
Devise and implement strategic workforce plan to support ITU’s mission by providing and developing the human capital necessary to achieve and sustain excellence in its activities and provide expert advice to ITU management in these domains.
Harmonize and streamline policies, regulations and rules; develop competencies; implement effective performance management practices; introduce attractive employee value propositions (such as merit awards); address geographical and gender imbalance of staff.
4.3
Security and Emergency Services (P4)
Lead and manage the security and safety services for the whole ITU dealing with all aspects of security and safety in accordance with H-MOSS standards.
Provide expert advice on the implementation of security safeguards, develop an overall security and safety management program including emergency preparedness planning and awareness training.
Coordinate and monitor the implementation of occupational safety regulation and training.

4.4
Budget and Financial Analysis Division (P5)
Develop and implement medium to long-term financial planning, budgets, income and expenditure forecasting; develop and implement sound financial policies and procedures. 

Provide expert advice on budgetary matters, and revenue-generating activities and projects identified by Sectors. 
Refine work measurements, cost accounting standards and cost allocation approaches. 

4.5
Accounts Division (P5)
Effectively manage and monitor all ITU’s accounts; provide expert advice on accounting practices; manage the ITU's financial investments; improve cash management.

Participate in the elaboration of the financial rules and regulations in conformity with the applicable standards.

Provide financial reports; participation in the work of UN Accounting Groups.
4.6
Procurement Division (P5)
Manage all aspects of ITU procurement activities including harmonization and simplification of rules and procedures; and provide expert advice ensuring timely delivery of services in accordance with ITU rules. Coordinate with other International Organizations to achieve efficiencies and implement best practices. 
Constantly review procurement practices, policies and processes.
4.7
Buildings and Logistics Services (P4)
Manage centralized building services relating to building infrastructure of the Union and the Economat, including buildings maintenance, construction and renovation projects, management of office supplies and furniture; installation and removal service, telephonists service, building and physical inventory.

5.
Conferences and Publications Department (D1) (223 posts)
Provide efficient and cost-effective conferences and meetings, with the six official languages on equal footing.
Provide timely and cost-effective delivery of high-quality documentation and publications in the required languages, with the six official languages on equal footing.
Manage the marketing and sales activities in order to increase sale and dissemination of ITU publications, and income. Reduce overall costs of production and operations without adversely affecting sales income.

Enhance quality control and clarify accountabilities for documentation and publications.
5.1
Conference Services
Provide efficient and cost-effective services to conferences and meetings: interpretation; material organization and preparation; negotiations with host administration; estimate of requirements for and coordination of premises, staff, equipment and supplies.
5.2
Six (6) Translation Sections (P5s)

Provide prompt and efficient translation and language services in Arabic, Chinese, English, French, Russian and Spanish to the General Secretariat and the Bureaux of the Union.
Responsible for ITU terminological databases, glossaries, vocabulary, state-of-the-art systems and methods used mainly by terminologists, translators, revisers, interpreters, précis-writers or telecommunication experts inside or outside ITU in all 6 official languages of the Union.
Introduce simplified, improved or new working methods Explore the possibility of utilizing new technologies such as computer aids to translation and remote facilities as options to reduce overhead costs.
5.3
Documents and Publications Composition Services
Provide timely and cost-effective documentation service in the six official languages of the ITU including rapid production of recommendations (QuickPub); conduct analyses and studies with a view to reducing document costs and production times and improving working methods.

Provide a timely and cost-effective publication service in the six official languages of the ITU; establish standards for the layout of publications; apply the best technical and economic solutions at all times and improve productivity.
Provide a timely and cost-effective electronic publishing service in the six official languages of the ITU.
5.4
Printing and Dispatch Division (P4)
Provide timely and cost-effective services in supplying documents and physical electronic media for conferences, meetings, publications ensuring optimum utilization of production capacity and staff, and adequate responsiveness.
5.5
Sales and Marketing Division
Manage the pricing, marketing, storage, sale and dissemination of publication products and services; develop and implement new strategies for marketing and sales to promote and expand publication sales and to satisfy customer requirements relating to ITU publications; identify potential market opportunities; promote commercial advertising in ITU publications.
Raise the visibility of its publication programme by expanding the geographical coverage of its marketing and sales operations.

Recommend and implement improved policies and introduce business models so as to achieve a balance between free (including free access over the Internet) and paid distributions.

5.6
Management and Planning Unit (P3)

Provide operational and budgetary planning and financial management of the Department.

Carry out documentation forecasting, administration and workflow management in the six languages; interface with client services.

6.
Information Services Department (D1) (69 posts)
Provide information and communication technology services for all ITU Sectors and departments. The strategic ICT priorities can be summarized as:
•
efficient working of the entire ITU (including field offices) and good management of ITU resources;

•
expediting the work of ITU participatory activities: study groups, forums and conferences;

•
maximizing the value of ITU information for the membership and the global telecommunication community, thereby promoting ITU and strengthening its public presence.

Establish and centralize all functions related to systems development so as to avoid the risk of systems development becoming fragmented.

Optimize and integrate current information services systems.

Enhance staff competence and improve job performance through knowledge and use of information technology and resources.

6.1
Management Planning and ICT Security Unit (P5)
ICT strategy and planning, Project Management, IT financial management and IT cost control, IS Department personnel and budget functions.  ICT security: internal IT security issues and protection against cyber attacks.

6.2
Application Services Division (P5)
Database systems administration, application development and support, Enterprise Resource Planning (ERP, e.g., SAP) system implementation and support.

6.3
User Services Division (P5)
Focal point for identifying IT solutions for users’ business requirements, end-user support including Service Desk, desktop hardware and software support, document and web services management.

6.4
Infrastructure Services Division (P5)
Operation of network and servers, including Internet connectivity, LAN and Wireless LAN, messaging, file storage, and printing, Storage Area Network, data backup and restore. Conference and event support.

6.5
Library and Archives Service (P3)
Comprehensive information service focusing on telecommunications and related topics, using modern digital tools and methods, managing information and research materials of all formats and media.  ITU’s records management in all media for active and semi-active records as well as historic archives.

7.
ITU Telecom (D1) (19 posts)
ITU Telecom is under a separate budget.
ITU TELECOM ensures the application of PP Resolution No. 11 and, in particular, continues to organize world and regional telecommunication/ICT exhibitions and forums on a regular basis, taking due account of the need to ensure the financial success of such exhibitions.

7.1
Technical Operations Division (TOD)
Ensure that event operations are run smoothly and safely, from the build-up to the dismantling of the exhibition, for the best interest of the Union, its staff and equipment.

7.2
Marketing and Sales Division (MSD)

Ensure that ITU TELECOM products correspond to the needs of the telecommunications/ICT market, are properly promoted and publicized, and generate enough revenue to ensure the financial viability of the events.

7.3
Forum Division (FOD)

Ensure that the Forum program corresponds to the needs of the telecommunications/ICT industry, attracts top-level speakers in order to generate cutting edge visions and strategies, and generate enough revenue to ensure the financial viability of the events.
[image: image1.png]ITU GENERAL SECRETARIAT

iﬁ;i,ww

e A N I e N .





