D2/P5/408

HEAD, ADMINISTRATIVE SERVICES

DUTIES:

Under the general supervision of the Director of the Telecommunication Development Bureau (BDT), the incumbent organizes, supervises and plans the work of the BDT Administrative Services, to which end he/she performs the following functions:

1. Draws up and issues financial instructions to administrators; draws up the BDT financial plan and monitors its implementation, participates in the preparation of the operational plan and draws up the financial and analytical budgets for BDT’s various activities, organizes and supervises  budgetary control and drafts reports in that regard; proposes and takes corrective measures, undertakes cost analyses of BDT activities with a view to optimizing resources and improving internal monitoring, draws up the project budget in relation to BDT's function as an executing agency as well as the expense estimates and financial reports required for BDT’s internal management;

2. Prepares ITU reports on financial and budgetary aspects of technical assistance projects for UNDP; draws up documents for the Council concerning implementation of projects and administrative costs; represents ITU/BDT at meetings of UNDP and United Nations inter-agency working groups for questions of a financial and budgetary nature in relation to the development activities of the United Nations common system;

3. Gives conceptual advice on financial and budgetary matters; prepares the financial and budgetary terms of reference for agreements on projects of the "trust fund" type, collects funds from the different donors; participates in negotiations and verifies the application of financial clauses; 

4. Submits substantive recommendations to the Director and other senior staff of BDT on all administrative, financial and budgetary questions; develops new approaches with a view to improving procedures and working methods;  

5. In collaboration with the department chiefs, plans staffing requirements, assesses the impact of proposed structural changes and advises the Director on staff deployment and the structure of the Sector; 

6. Supervises and coordinates the recruitment of supernumerary staff for BDT conferences and meetings, the secondment of regular staff and any related financial matter; supervises the administrative measures taken for their organization;  

7. Supervises and coordinates liaison with the Department of Common Services and with other ITU departments.  Represents BDT’s interests in the framework of its participation  in IPPC, IFM and the Contracts Committee;  

8. Responds to observations made by auditors on budgetary and financial matters concerning ITU-D;  

9. May be called upon to provide specialized assistance in his/her field of activity for developing countries by preparing and/or giving courses/seminars on cost analysis, cost accounting and financial management; 

10. Carries out studies and performs any other duties as required by the Director of BDT.

QUALIFICATIONS REQUIRED:

1. Advanced university degree in accounting, finance, business management or another field related to the post in question, or education in a higher educational institution of established reputation with a diploma of equivalent standard to that of an advanced university degree in one of the above-mentioned fields;

2. Over seven years’ progressively responsible professional experience in the field of finance or financial management of projects, including at least three years in an international environment.

3. Proven experience of theoretical and practical knowledge of the use of computerized accounting and financial systems.  Experience of staff management. Knowledge of the United Nations common system is necessary;

4. Excellent knowledge of English, French or Spanish and very good knowledge of one of the other two languages.  Knowledge of a third language would be an advantage.
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