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HEAD OF THE ADMINISTRATION DIVISION

Duties / Responsibilities

Under the general supervision of the Head of the Informatics, Administration and Publications Department, the incumbent plans, organizes and directs the work of the Administration Division and in particular:  1. Estimates future revenues and expenditures, analyses proposals in terms of budgetary objectives in order to prepare and consolidate the draft budget of the Radiocommunication Sector, which also includes the estimation and consolidation of the overall ITU-R working plan.  2. Examines and evaluates BR objectives, structure, procedures and management systems in order to make recommendations to develop and update appropriate administrative guidelines. Develops and implements the use of advanced management techniques and concepts for the implementation of organizational changes.  3. Consolidates BR’s annual operational plan and analyses variances between operational plans and relevant quarterly reports in order to determine trends and critical gaps.  4. Supervises and coordinates actions for personnel management including travel authorization and In-Service training as well as office space arrangements and furniture for BR staff, and maintains respective files.  5. Plans, prepares and follows-up on the Radiocommunication Management Committee (RMC) and maintains respective files.  6. Acts as administrative secretary of Radiocommunication Conferences and Meetings and as such plans the organization of such Conferences and Meetings, determines needs such as interpretation, translation, documents, space allocation, supplies, equipment and additional staff required. Advises on preparation of agendas and procedures for conducting meetings.  7. Supervises correct and timely handling of incoming and outgoing correspondence, contributions to ITU-R meetings and to the Radiocommunication Assembly, circular letters and other ITU-R relevant documentation.  8. Supervises the organization and coordination of ITU-R and BR general information to the members and to the public including the setting-up and updating of relevant BR World Wide Web pages and posting of ITU-R documents on ITU-TIES.  9. Prepares correspondence of administrative policy nature, prepares analysis and statistics as required, drafts reports on BR matters to the ITU-R conferences and meetings as appropriate.

Qualifications required

1.
Advanced university degree in a branch related to the professional activity of the post (business administration, management, finance or telecommunications) or education in a reputed college of advanced education with a diploma of equivalent standard to that of an advanced university degree in one of the above fields.

2.
At least ten years’ of progressively responsible experience of which at least five years in an international environment in managerial activities.  Experience in budget planning matters is mandatory.

3.
Ability to plan, organize and supervise the implementation of meetings and conferences with experience in International Organizations in the same field.

4.
Experience and knowledge of working conditions in an international organization of the UN system.

5.
Ability to deal with information of confidential nature.

6.
Ability to maintain good working relations with officials at the highest level.
7.
Very good knowledge of English and French. Knowledge of Spanish would be an advantage.


(Under the provisions of Resolution No. 626 of the Council, a relaxation of the language requirements may be authorized in the case of candidates from developing countries.)
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