TS4/P4/729

ADMINISTRATOR

Responsibilities

Under the supervision of the Deputy Director, Telecommunication Standardization Bureau (TSB), the incumbent is responsible for the ITU-T budgetary and financial functions and other administrative matters, and to that end performs the following duties:

1
Prepares the draft biennial budgets of the Sector and the ITU-T financial plan, evaluates the resources needed for  meetings of study groups, the World Telecommunication Standardization Assembly and the Telecommunication Standardization Advisory Group, sector publications, the functioning of the Bureau and the expenditure related to services supplied by other ITU departments or by outside suppliers.  Prepares and drafts the operational plan for the Sector.

2
Ensures budgetary monitoring and control, commits expenditure, checks the availability of funds, analyses discrepancies and proposes measures necessary for their correction. Orders office equipment and supplies, as necessary.

3
Participates in the study, launching, monitoring and control of projects for partial or full cost recovery or voluntary contributions to ascertain activities of the Sector (UIFN, focus groups, memoranda of understanding on financing).

4
Collaborates with the departments of the General Secretariat and the other sectors in budgetary, financial and administrative matters. Represents TSB on various ITU committees such as the ITU Contracts Committee, the ITU Publications Policy Committee and the Group on Generic Issues and ensures follow-up of the PP-98 resolutions.

5
Provides secretariat services for the TSAG Ad Hoc Group on Financial Matters and Committee to Budget Control,  including the drafting, presentation and justification of financial documents. Prepares documents and reports for the Coordination Committee and the Council. 

6
Participates in the work of TSAG/WP1 (sector working methods) and TSAG/WP2 (work programme and financial matters).

7
In collaboration with the Legal Affairs Unit, prepares and manages memoranda of understanding concerning algorithm tests and memoranda of understanding and collaboration between ITU and ISO, ETSI, ICANN, etc.

8
In collaboration with the Legal Affairs Unit, and in accordance with the criteria laid down in Recommendations A.4, A.5 and A.6 establishes the processes for communication,  cooperation and exchange of information between ITU-T and the international, national and regional standardization bodies, ascertains whether the documentation submitted by those organizations is complete, requests missing information when necessary, assesses whether those organizations satisfy the criteria laid down and submits his/her findings to the study group(s) for decision.

Qualifications

1
University degree in business administration, with specialization in finance or accounting, or education in a reputable college of advanced education with a diploma of equivalent standard to that of a university degree in one of the above-mentioned fields.

2
Minimum of seven years’ experience in posts of progressively higher grade in the financial and budgetary field, including at least three years at the international level.

3
Ability to prepare clear and concise reports.  Experience in presenting and supporting financial documents.

4
Knowledge and experience of computerized accounting and financial systems.

5
Very good knowledge of English, French or Spanish and good knowledge of one of the other two languages.  Knowledge of the third language would be an advantage.
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