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‌  Job‌ ‌Profile‌ ‌ 

‌ 
I.‌ ‌Post‌ ‌Information‌ ‌ 

Post‌ ‌Title‌:‌‌ ‌‌Project‌ ‌Management‌ ‌Office‌ ‌(PMO)‌ ‌-‌‌ 
Specialist‌ ‌ 
‌ 

Post‌ ‌Number:‌‌ ‌  
‌ 

Organisational‌ ‌Unit:‌‌ ‌Ghana‌ ‌Multi‌ ‌Country‌ ‌Office‌ ‌ 
‌ 

Duty‌ ‌Station:‌ ‌‌Accra,‌ ‌Ghana‌ ‌ 
‌ 

Supervisor/‌ ‌Grade:‌‌ ‌  
‌ 

Source‌ ‌of‌ ‌Funding‌ ‌(‌project/non-project)‌:‌ ‌ ‌    ‌ ‌ 

Current‌ ‌Grade:‌ ‌ 
‌ 

Proposed‌ ‌Grade:‌ ‌  
‌ 

Approved‌ ‌Grade:‌ ‌‌ICS-10/‌ ‌LICA‌ ‌10‌ ‌ 
‌ 

Post‌ ‌Classified‌ ‌by:‌ ‌ 
‌ 

Classification‌ ‌Approved‌ ‌by:‌ ‌‌IPAS‌‌ 
HR‌ ‌ 

II.‌ ‌Organisational‌ ‌Context‌‌ ‌  
The‌ ‌United‌ ‌Nations‌ ‌Office‌ ‌for‌ ‌Project‌ ‌Services‌ ‌(UNOPS)‌ ‌is‌ ‌an‌ ‌operational‌ ‌arm‌ ‌of‌ ‌the‌‌                           
United‌‌Nations,‌‌supporting‌‌the‌‌successful‌‌implementation‌‌of‌‌its‌‌partners'‌‌peacebuilding,‌‌                   
humanitarian‌ ‌and‌ ‌development‌ ‌projects‌ ‌around‌ ‌the‌ ‌world.‌ ‌Mandated‌ ‌as‌ ‌a‌ ‌central‌‌                     
resource‌ ‌of‌ ‌the‌ ‌United‌ ‌Nations,‌ ‌UNOPS‌ ‌provides‌ ‌sustainable‌ ‌project‌ ‌management,‌‌                   
procurement‌ ‌and‌ ‌infrastructure‌ ‌services‌ ‌to‌ ‌a‌ ‌wide‌ ‌range‌ ‌of‌ ‌governments,‌ ‌donors‌ ‌and‌‌                       
United‌ ‌Nations‌ ‌organisations.‌ ‌With‌ ‌over‌ ‌6,000‌ ‌personnel‌ ‌spread‌ ‌across‌‌80‌‌countries,‌‌                     
UNOPS‌ ‌offers‌ ‌its‌ ‌partners‌ ‌the‌ ‌logistical,‌ ‌technical‌ ‌and‌ ‌management‌ ‌knowledge‌ ‌they‌‌                     
need,‌‌where‌‌they‌‌need‌‌it.‌ ‌By‌‌implementing‌‌around‌‌1,000‌‌projects‌‌for‌‌our‌‌partners‌‌at‌‌any‌‌                             
given‌‌time,‌‌UNOPS‌‌makes‌‌significant‌‌contributions‌‌to‌‌results‌‌on‌‌the‌‌ground,‌‌often‌‌in‌‌the‌‌                           
most‌ ‌challenging‌ ‌environments.‌ ‌ 

UNOPS‌ ‌Ghana‌ ‌Multi‌ ‌Country‌ ‌Office‌ ‌(GHMCO),‌ ‌located‌ ‌in‌ ‌Accra,‌ ‌spans‌ ‌across‌ ‌West‌‌                       
Africa,‌ ‌covering‌ ‌Ghana,‌ ‌Gambia,‌ ‌Liberia,‌ ‌Nigeria‌ ‌and‌ ‌Sierra‌ ‌Leone.‌ ‌GHMCO‌ ‌is‌‌                     
responsible‌‌for‌‌managing‌‌strategic‌‌and‌‌operational‌‌risks‌‌associated‌‌with‌‌a‌‌subset‌‌of‌‌the‌‌                         
regional‌ ‌portfolio‌ ‌of‌ ‌engagements,‌ ‌developing‌ ‌and‌ ‌delivering‌ ‌cost‌ ‌effective‌ ‌services‌‌                   
contributing‌ ‌to‌ ‌partners’‌‌sustainable‌‌results‌‌and‌‌achievements‌‌of‌‌UNOPS‌‌management‌‌                   
results.‌ ‌ 

GHMCO‌‌has‌‌a‌‌diverse‌‌portfolio‌‌covering‌‌infrastructure,‌‌urban‌‌plan‌‌development,‌‌project‌‌                     
management,‌‌procurement‌‌and‌‌futuristic‌‌studies.‌‌Opened‌‌in‌‌2015,‌‌GHMCO‌‌is‌‌one‌‌of‌‌the‌‌                         
newest‌ ‌Multi-Country‌ ‌offices‌ ‌in‌ ‌UNOPS‌ ‌with‌ ‌a‌ ‌vision‌ ‌and‌ ‌drive‌ ‌to‌ ‌deliver‌ ‌top‌ ‌quality‌‌                           
results‌ ‌to‌ ‌its‌ ‌partners‌ ‌with‌ ‌a‌ ‌sharp‌ ‌focus‌ ‌on‌ ‌operational‌ ‌excellence.‌ ‌ 

The‌ ‌primary‌ ‌role‌ ‌of‌ ‌Project‌ ‌Management‌ ‌Office‌ ‌(PMO)‌ ‌is‌ ‌to‌ ‌provide‌ ‌the‌ ‌Ghana‌ ‌Multi‌‌                           
Country‌‌Office‌‌with‌‌the‌‌structures,‌‌tools‌‌and‌‌techniques‌‌needed‌‌to‌‌ensure‌‌that‌‌it‌‌has‌‌the‌‌                             
right‌ ‌programmes‌ ‌and‌ ‌projects‌ ‌in‌ ‌place,‌ ‌that‌ ‌operational‌ ‌and‌ ‌change‌ ‌priorities‌ ‌are‌‌                       
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balanced,‌ ‌the‌ ‌governance‌ ‌and‌ ‌decision‌ ‌making‌ ‌is‌ ‌facilitated‌ ‌and‌ ‌it‌ ‌has‌ ‌the‌ ‌resources‌‌                         
and‌ ‌capability‌ ‌to‌ ‌deliver‌ ‌them‌ ‌consistently‌ ‌well.‌ ‌ ‌   

The‌ ‌functions‌ ‌and‌ ‌services‌ ‌of‌ ‌the‌ ‌PMO‌ ‌include:‌ ‌ 

● Strategic‌‌Planning/Portfolio‌‌Support:‌‌Ensuring‌‌UNOPS‌‌is‌‌focused‌‌on‌‌doing‌‌the‌‌right‌‌                     
projects‌ ‌by‌ ‌supporting‌ ‌management‌ ‌decision-making.‌ 

● Delivery‌ ‌Support:‌ ‌Ensuring‌ ‌UNOPS‌ ‌is‌ ‌doing‌ ‌projects‌ ‌the‌ ‌right‌ ‌way,‌ ‌through‌ ‌the‌‌                       
effective‌  ‌delivery‌ ‌of‌ ‌the‌ ‌programme‌ ‌and‌ ‌projects.‌‌ ‌  

● Best‌ ‌Practices:‌ ‌Applying‌ ‌UNOPS‌ ‌standards‌ ‌in‌ ‌project‌ ‌management,‌ ‌encouraging‌‌                 
consistent‌ ‌working‌ ‌practices‌ ‌and‌ ‌ensuring‌ ‌appropriate‌ ‌application.‌‌ ‌  

The‌‌primary‌‌role‌‌of‌‌PMO‌‌is‌‌to‌‌ensure‌‌that‌‌project‌‌management‌‌policies,‌‌processes‌‌and‌‌                           
methods‌ ‌are‌ ‌followed‌ ‌and‌ ‌practiced‌ ‌according‌ ‌to‌ ‌the‌ ‌organization‌ ‌standards,‌ ‌while‌‌                     
acting‌‌as‌‌the‌‌overall‌‌Project‌‌Assurance‌‌capacity‌‌within‌‌the‌‌business‌‌unit‌‌on‌‌behalf‌‌of‌‌the‌‌                             
Director‌ ‌and‌ ‌Representative‌ ‌(Executive).‌ ‌The‌ ‌PMO‌ ‌strongly‌ ‌contributes‌ ‌to‌ ‌moving‌ ‌the‌‌                     
Ghana‌ ‌Multi‌ ‌Country‌ ‌Office‌ ‌toward‌ ‌achieving‌ ‌its‌ ‌mission-focused‌ ‌goals‌ ‌and‌ ‌objectives.‌‌ ‌  
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III.‌ ‌Functions‌ ‌/‌ ‌Key‌ ‌Results‌ ‌Expected‌ ‌ 
Summary‌ ‌of‌ ‌functions:‌ ‌ 
1. Development‌ ‌and‌ ‌planning‌‌ ‌  
2. Set-up‌ ‌and‌ ‌closure‌ ‌ 
3. Monitoring‌ ‌and‌ ‌reporting‌ ‌ 
4. Stakeholder‌ ‌engagement‌ ‌ 
5. Quality‌ ‌assurance‌ ‌ 
6. Knowledge‌ ‌management‌ ‌and‌ ‌innovation‌‌ ‌  
7. Personnel‌ ‌management‌ ‌ 

1. Development‌ ‌and‌ ‌planning‌‌ ‌  
● In‌ ‌conjunction‌ ‌with‌ ‌‌the‌ ‌PMO‌ ‌team,‌ ‌provides‌ ‌appropriate‌ ‌levels‌ ‌of‌ ‌programmatic‌‌                     

management‌ ‌and‌ ‌administrative‌ ‌support‌ ‌to‌ ‌the‌‌Programme‌‌Management‌‌regarding‌‌                 
all‌ ‌ongoing‌ ‌project‌ ‌activities,‌ ‌while‌ ‌maintaining‌ ‌and‌ ‌implementing‌ ‌appropriate‌‌                 
standards‌ ‌and‌ ‌best‌ ‌practices‌ ‌in‌ ‌line‌ ‌with‌ ‌UNOPS‌ ‌policies‌ ‌and‌ ‌procedures.‌ ‌ 

● Directly‌ ‌contribute‌ ‌to‌ ‌strategic‌ ‌oversight,‌ ‌advice‌ ‌and‌ ‌direction‌ ‌on‌ ‌programme‌ ‌and‌‌                     
project‌ ‌management‌ ‌activities‌ ‌in‌ ‌line‌ ‌with‌ ‌service‌ ‌agreements‌ ‌and‌ ‌project‌‌                   
documents.‌‌ ‌  

● Ensure‌ ‌proper‌ ‌development,‌ ‌implementation‌ ‌and,‌ ‌as‌ ‌and‌ ‌when‌ ‌appropriate,‌‌                 
amendments,‌ ‌of‌ ‌project‌ ‌budgets‌ ‌and‌ ‌staffing‌ ‌resources,‌‌ensuring‌‌synergies‌‌across‌                   
the‌ ‌[OC/Hub/PC].‌ ‌ 

● Develops‌ ‌and‌ ‌establishes‌ ‌resource‌ ‌tracking‌ ‌systems‌ ‌for‌ ‌use‌ ‌within‌ ‌the‌ ‌PMO,‌‌                     
complementary‌‌to‌‌UNOPS'‌‌online‌‌tools,‌‌to‌‌ensure‌‌effective‌‌planning,‌‌forecasting‌‌and‌‌                     
tracking‌ ‌of‌ ‌delivery‌ ‌across‌ ‌the‌ ‌Ghana‌ ‌Multi‌ ‌Country‌ ‌Office‌ ‌ 

● Identifies,‌‌and‌‌anticipates‌‌in‌‌a‌‌timely‌‌manner,‌‌potential‌‌risks‌‌and‌‌issues‌‌and‌‌advises‌‌                         
mitigating‌ ‌measures‌ ‌to‌ ‌the‌ ‌Head‌ ‌of‌ ‌Programme.‌‌ ‌  

2. Set-up‌ ‌and‌ ‌closure‌ ‌ 

● Facilitate‌ ‌the‌ ‌development‌ ‌of‌ ‌high-level‌ ‌programme/project‌ ‌plans,‌ ‌including‌ ‌the‌‌                 
collation‌ ‌of‌ ‌lower-level‌ ‌plans‌ ‌into‌ ‌programme/project-level‌ ‌milestones.‌ ‌ 

● Develop,‌ ‌track‌ ‌and‌ ‌maintain‌ ‌dependencies.‌ ‌ 

● Liaise‌ ‌closely‌ ‌and‌ ‌support‌ ‌the‌ ‌Head‌ ‌of‌ ‌Support‌ ‌Services‌ ‌in‌ ‌all‌ ‌project‌ ‌assets‌ ‌and‌‌                           
finance‌ ‌related‌ ‌issues.‌ ‌ 

● For‌ ‌project‌ ‌closure‌ ‌purposes,‌ ‌acts‌ ‌as‌ ‌(or‌ ‌nominates‌ ‌and‌ ‌supervises)‌ ‌a‌ ‌focal‌ ‌point‌‌                         
between‌ ‌the‌ ‌Ghana‌ ‌Multi‌ ‌Country‌ ‌Office‌ ‌and‌ ‌donors‌ ‌throughout‌ ‌the‌ ‌process.‌ ‌ 

● Oversee‌‌and‌‌coordinate‌‌all‌‌project‌‌closure‌‌activities,‌‌ensuring‌‌appropriate‌‌disposal‌‌of‌‌                     
project‌ ‌assets,‌ ‌timely‌‌and‌‌effective‌‌final‌‌(operational)‌‌reporting,‌‌initiation‌‌of‌‌financial‌‌                     
disbursements‌ ‌as‌ ‌appropriate‌ ‌during‌ ‌Defects‌ ‌Liability‌ ‌Periods,‌ ‌updating‌ ‌of‌‌                 
information‌‌on‌‌the‌‌UNOPS‌‌Management‌‌Workspace‌‌(MWS),‌‌and‌‌effective‌‌handover‌‌                   
of‌ ‌closed‌ ‌projects‌ ‌to‌ ‌UNOPS‌ ‌HQ‌ ‌for‌ ‌financial‌ ‌closure‌ ‌processes.‌ ‌ 
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3. Monitoring‌ ‌and‌ ‌reporting‌ ‌ 

● Prepare‌ ‌and‌ ‌issues‌ ‌regular‌ ‌project‌ ‌reports‌ ‌in‌ ‌accordance‌ ‌with‌‌donor‌‌guidelines‌‌for‌‌                       
reporting.‌ ‌ 

● Regularly‌ ‌review‌ ‌project‌ ‌status,‌ ‌evaluating‌ ‌performance‌ ‌criteria‌ ‌(scope,‌ ‌cost,‌‌                 
schedule‌ ‌and‌ ‌quality).‌ ‌ 

● Maintain‌ ‌diaries‌ ‌and‌ ‌progress‌ ‌reports‌ ‌as‌ ‌required‌ ‌by‌ ‌UNOPS‌ ‌standard‌ ‌procedures.‌ ‌ 

● Identify‌ ‌and‌ ‌anticipates‌ ‌in‌ ‌a‌ ‌timely‌ ‌manner,‌ ‌potential‌ ‌risks‌ ‌and‌ ‌issues‌ ‌specific‌ ‌to‌‌                         
delivery‌ ‌forecasts,‌ ‌and‌ ‌advises‌ ‌mitigating‌ ‌measures‌ ‌to‌ ‌the‌ ‌Head‌ ‌of‌ ‌Programme.‌ ‌ 

● Provide‌‌routine‌‌oversight‌‌and‌‌analysis‌‌of‌‌delivery‌‌data‌‌within‌‌the‌‌dashboard‌‌system,‌‌                       
using‌ ‌UNOPS‌ ‌ERP‌ ‌system‌ ‌as‌ ‌required.‌ ‌ 

● Perform‌ ‌routine‌ ‌maintenance‌ ‌and‌ ‌implementation‌ ‌of‌ ‌effective‌ ‌monitoring‌ ‌and‌‌                 
evaluation‌ ‌systems‌ ‌of‌ ‌programme‌ ‌and‌ ‌project‌ ‌activities,‌ ‌in‌ ‌line‌ ‌with‌ ‌logical‌‌                     
frameworks.‌ ‌ 

● Within‌ ‌the‌ ‌context‌ ‌of‌ ‌monitoring‌ ‌and‌ ‌evaluation,‌ ‌ensure‌ ‌all‌ ‌projects‌ ‌submit‌ ‌and‌‌                       
regularly‌ ‌update‌ ‌specific‌ ‌milestones‌ ‌and‌ ‌targets‌ ‌for‌ ‌the‌ ‌duration‌ ‌of‌ ‌projects'‌‌                     
life-cycles,‌ ‌and‌ ‌tracks‌ ‌progress,‌ ‌or‌ ‌otherwise,‌ ‌against‌ ‌such‌ ‌information.‌ ‌ 

● Provide‌ ‌editorial‌ ‌support‌ ‌to‌‌programmes‌‌and‌‌projects,‌‌ensuring‌‌effective‌‌and‌‌timely‌‌                     
dissemination‌ ‌of‌ ‌reports,‌ ‌in‌ ‌line‌ ‌with‌ ‌project‌ ‌documentation‌ ‌and‌ ‌clients'‌ ‌expectations.‌ ‌ 

● Provide‌ ‌the‌ ‌Head‌ ‌of‌ ‌Support‌ ‌Services‌ ‌with‌ ‌necessary‌ ‌project‌ ‌analysis‌ ‌reports‌ ‌and‌‌                       
information‌ ‌to‌ ‌support‌ ‌areas‌ ‌relevant‌ ‌to‌ ‌the‌ ‌project‌ ‌management‌‌team‌‌(i.e.‌‌Locally‌‌                       
Managed‌ ‌Direct‌ ‌Costs‌ ‌projections‌ ‌etc.).‌ ‌ 

● Coordinate‌ ‌and‌ ‌oversee‌ ‌the‌ ‌implementation‌ ‌of‌ ‌requests‌ ‌or‌ ‌initiatives‌ ‌relevant‌ ‌to‌‌ 
project‌ ‌management‌ ‌from‌ ‌the‌ ‌Regional‌ ‌Office,‌ ‌IPAS,‌ ‌and‌ ‌HQ‌ ‌Teams,‌ ‌as‌ ‌required.‌ ‌ 

4. Stakeholder‌ ‌engagement‌ ‌ 

● Develop‌ ‌stakeholder‌ ‌profiles‌ ‌and‌ ‌facilitate‌ ‌the‌ ‌formulation‌ ‌of‌ ‌stakeholder‌‌                 
engagement‌ ‌strategies.‌ ‌ 

● Enable‌ ‌the‌ ‌formulation‌ ‌of‌ ‌programme‌ ‌and‌ ‌project‌ ‌communications‌ ‌plans.‌ ‌ 

● Coordinate‌ ‌stakeholder‌ ‌engagement‌ ‌and‌ ‌communication,‌ ‌ensuring‌ ‌effective‌ ‌timing‌‌               
and‌ ‌interdependency‌ ‌management‌ ‌of‌ ‌communications‌ ‌across‌ ‌programmes‌ ‌and‌‌               
projects.‌ ‌ 

● Coordinate‌ ‌internal‌ ‌programme/project‌ ‌communications.‌ ‌ 

● Monitor‌ ‌the‌ ‌effectiveness‌ ‌of‌ ‌programme/project‌ ‌communications.‌ ‌ 

5. Quality‌ ‌assurance‌ ‌ 

● Work‌ ‌with‌ ‌internal‌ ‌audit‌ ‌and‌ ‌finance‌ ‌to‌ ‌ensure‌ ‌the‌ ‌programme‌ ‌complies‌ ‌with‌‌audit‌‌                         
requirements.‌ ‌ 

● Work‌ ‌with‌ ‌procurement/purchasing‌ ‌staff‌ ‌to‌ ‌ensure‌‌effective‌‌interface‌‌with‌‌suppliers'‌‌                   
quality‌ ‌systems.‌ ‌ 

● Ensure‌ ‌compliance‌ ‌with‌ ‌UNOPS‌ ‌defined‌ ‌standards‌ ‌for‌ ‌programme/project‌‌               
management.‌ ‌ 

● Coordinate‌ ‌quality‌ ‌reviews‌ ‌of‌ ‌programme/project‌ ‌documents‌ ‌and‌ ‌deliverables.‌ ‌ 



‌ 

‌   

Project‌ ‌Management‌ ‌Office‌ ‌(PMO)‌ ‌-‌ ‌Specialist‌
Page‌ ‌5‌ ‌ 

● Provide‌ ‌quality‌ ‌control‌ ‌for‌ ‌management‌ ‌products‌ ‌(project‌ ‌documents,‌ ‌reports,‌ ‌etc.).‌ ‌ 

● Represent‌ ‌the‌ ‌Head‌ ‌of‌ ‌Programme‌ ‌in‌ ‌supporting‌ ‌key‌ ‌stakeholders‌ ‌to‌‌continuously‌‌                     
identify‌ ‌and‌ ‌improve‌ ‌operational‌ ‌processes‌ ‌relevant‌ ‌to‌ ‌project‌ ‌implementation.‌ ‌ 
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6. Knowledge‌ ‌management‌ ‌and‌ ‌innovation‌ ‌ 

● Act‌ ‌as‌ ‌a‌ ‌focal‌ ‌point‌ ‌for‌ ‌the‌ ‌Ghana‌ ‌Multi‌ ‌Country‌ ‌Office‌ ‌maturity‌ ‌enhancement‌‌                         
initiatives,‌ ‌using‌ ‌the‌ ‌P3M3‌ ‌as‌ ‌a‌ ‌baseline.‌ ‌ 

● Ensure‌ ‌routine‌ ‌and‌ ‌effective‌ ‌capacity‌ ‌building‌ ‌activities‌ ‌are‌ ‌conducted‌ ‌in‌ ‌order‌ ‌to‌‌                       
build‌ ‌the‌ ‌long-term‌ ‌and‌ ‌sustainable‌ ‌capacity‌ ‌of‌ ‌national‌ ‌staff.‌ ‌ 

● Participate‌ ‌in,‌ ‌and‌ ‌advocate‌ ‌PMs'‌ ‌participation‌ ‌in,‌ ‌relevant‌ ‌Communities‌ ‌of‌ ‌Practice.‌‌ ‌  

● Actively‌ ‌interact‌ ‌with‌ ‌PMs‌ ‌and‌ ‌the‌ ‌wider‌ ‌PM‌ ‌community‌ ‌to‌ ‌share‌ ‌case‌ ‌studies,‌                         
lessons‌ ‌learned‌ ‌and‌ ‌best‌ ‌practices‌ ‌in‌ ‌the‌ ‌Knowledge‌ ‌System.‌‌ ‌  

● Provides‌ ‌feedback‌ ‌to‌ ‌Practice‌ ‌Leads‌ ‌on‌‌policy‌‌and‌‌supporting‌‌guidance‌‌working‌‌to‌‌                       
achieve‌ ‌continuous‌ ‌improvement‌ ‌of‌ ‌UNOPS‌ ‌policies.‌‌ ‌  

● Contributes‌ ‌to‌ ‌the‌ ‌oversight‌ ‌of‌ ‌lessons‌ ‌learned‌ ‌procedures,‌ ‌ensuring‌ ‌that‌ ‌lessons‌‌                     
learnt‌ ‌are‌ ‌shared‌ ‌in‌ ‌a‌ ‌timely‌ ‌and‌ ‌appropriate‌ ‌manner.‌ ‌ 

7. Personnel‌ ‌Management‌ ‌ 

● Exercise‌ ‌control‌ ‌of‌ ‌all‌ ‌staffing‌ ‌issues‌ ‌within‌ ‌the‌ ‌PMO‌ ‌team‌ ‌including‌ ‌recruitment,‌‌                       
on-boarding‌ ‌and‌ ‌staff‌ ‌performance‌ ‌reviews.‌ ‌ 

● Directly‌ ‌contributes‌ ‌to‌ ‌the‌ ‌development‌ ‌and‌ ‌maintenance‌ ‌of‌ ‌budget‌ ‌and‌ ‌resource‌‌ 
availability‌ ‌tables‌ ‌in‌ ‌conjunction‌ ‌with‌ ‌project‌ ‌managers‌ ‌and‌ ‌relevant‌ ‌project‌ ‌staff.‌ ‌ 

● Promote‌ ‌and‌ ‌support‌ ‌a‌ ‌learning‌ ‌culture‌ ‌by‌ ‌empowering‌ ‌individuals‌ ‌and‌ ‌teams‌ ‌to‌‌                       
identify‌‌critical‌‌learning‌‌needs‌‌and‌‌plan/provide‌‌easy‌‌access‌‌to‌‌learning‌‌opportunities‌‌                     
to‌ ‌maintain‌ ‌personnel‌ ‌competency‌ ‌and‌ ‌flexibility.‌ ‌ 

● Foster‌‌a‌‌positive‌‌work‌‌environment,‌‌respectful‌‌of‌‌both‌‌men‌‌and‌‌women,‌‌and‌‌ensure‌‌                         
that‌ ‌the‌ ‌highest‌ ‌standards‌ ‌of‌ ‌conduct‌ ‌are‌ ‌observed.‌ 

IV.‌ ‌Impact‌ ‌of‌ ‌Results‌‌ ‌  
The‌ ‌Project‌ ‌Management‌ ‌Office‌ ‌(PMO)‌ ‌-‌ ‌Specialist‌‌directly‌‌impacts‌‌on‌‌achievement‌‌of‌‌                       
project‌ ‌results‌ ‌by‌ ‌assisting‌ ‌the‌ ‌Head‌ ‌of‌ ‌Programme‌ ‌to‌ ‌implement‌ ‌effective‌ ‌project‌‌                       
management‌ ‌methods‌ ‌and‌ ‌strategies,‌ ‌reduced‌ ‌risks,‌ ‌cut‌ ‌costs‌ ‌and‌ ‌improve‌ ‌success‌‌                     
rates.‌ ‌This‌ ‌consequently‌ ‌reinforces‌ ‌the‌ ‌visibility‌ ‌and‌ ‌image‌ ‌of‌ ‌the‌ ‌UNOPS‌ ‌as‌ ‌an‌‌                         
effective‌ ‌service‌ ‌provider‌ ‌in‌ ‌project‌ ‌services‌ ‌and‌ ‌management‌ ‌and‌ ‌strengthens‌ ‌its‌‌                     
competitive‌ ‌position‌ ‌as‌ ‌a‌ ‌partner‌ ‌of‌ ‌choice‌ ‌in‌ ‌sustainable‌ ‌development‌ ‌and‌ ‌project‌‌                       
services.‌ ‌ 

V.‌ ‌Competencies‌‌ ‌  
‌ 

‌ 

Develops‌ ‌and‌ ‌implements‌ ‌sustainable‌ ‌business‌ ‌strategies,‌ ‌thinks‌‌             
long‌‌term‌‌and‌‌externally‌‌in‌‌order‌‌to‌‌positively‌‌shape‌‌the‌‌organization.‌‌                     
Anticipates‌ ‌and‌ ‌perceives‌ ‌the‌ ‌impact‌ ‌and‌ ‌implications‌ ‌of‌ ‌future‌‌                 
decisions‌ ‌and‌ ‌activities‌ ‌on‌ ‌other‌ ‌parts‌ ‌of‌ ‌the‌ ‌organization.‌‌                 
(‌Applicable‌ ‌only‌ ‌for‌ ‌levels‌ ‌ICS-10‌ ‌and‌ ‌above‌)‌ ‌ 
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‌ 

‌ 

‌ 
Treats‌‌all‌‌individuals‌‌with‌‌respect;‌‌responds‌‌sensitively‌‌to‌‌differences‌‌                 
and‌‌encourages‌‌others‌‌to‌‌do‌‌the‌‌same.‌ ‌Upholds‌‌organizational‌‌and‌‌                   
ethical‌ ‌norms.‌ ‌Maintains‌ ‌high‌ ‌standards‌ ‌of‌ ‌trustworthiness.‌ ‌Role‌‌               
model‌ ‌for‌ ‌diversity‌ ‌and‌ ‌inclusion.‌ ‌ 

‌ 

‌ 
‌ 

Acts‌ ‌as‌ ‌a‌ ‌positive‌ ‌role‌ ‌model‌ ‌contributing‌ ‌to‌ ‌the‌ ‌team‌ ‌spirit.‌‌ 
Collaborates‌ ‌and‌ ‌supports‌ ‌the‌ ‌development‌ ‌of‌ ‌others.‌ ‌‌For‌ ‌people‌‌ 
managers‌ ‌only:‌‌ ‌Acts‌ ‌as‌ ‌positive‌ ‌leadership‌ ‌role‌ ‌model,‌ ‌motivates,‌‌ 
directs‌ ‌and‌ ‌inspires‌ ‌others‌ ‌to‌ ‌succeed,‌ ‌utilising‌ ‌appropriate‌‌ 
leadership‌ ‌styles‌ ‌ 
‌ 

‌ 

‌ 
Demonstrates‌ ‌understanding‌ ‌of‌ ‌the‌ ‌impact‌ ‌of‌ ‌own‌ ‌role‌ ‌on‌ ‌all‌‌                   
partners‌ ‌and‌ ‌always‌ ‌puts‌ ‌the‌ ‌end‌ ‌beneficiary‌ ‌first.‌ ‌Builds‌ ‌and‌‌                   
maintains‌ ‌strong‌ ‌external‌ ‌relationships‌ ‌and‌ ‌is‌ ‌a‌ ‌competent‌ ‌partner‌‌                 
for‌ ‌others‌ ‌(if‌ ‌relevant‌ ‌to‌ ‌the‌ ‌role).‌ ‌ 

‌ 

Efficiently‌ ‌establishes‌ ‌an‌ ‌appropriate‌ ‌course‌ ‌of‌ ‌action‌ ‌for‌ ‌self‌ ‌and/or‌‌ 
others‌ ‌to‌ ‌accomplish‌ ‌a‌ ‌goal.‌ ‌Actions‌ ‌lead‌ ‌to‌ ‌total‌ ‌task‌‌ 
accomplishment‌ ‌through‌ ‌concern‌ ‌for‌ ‌quality‌ ‌in‌ ‌all‌ ‌areas.‌ ‌Sees‌‌ 
opportunities‌ ‌and‌ ‌takes‌ ‌the‌ ‌initiative‌ ‌to‌ ‌act‌ ‌on‌ ‌them.‌ ‌ Understands‌‌ 
that‌ ‌responsible‌ ‌use‌ ‌of‌ ‌resources‌ ‌maximizes‌ ‌our‌ ‌impact‌ ‌on‌ ‌our‌‌ 
beneficiaries.‌ ‌ 

‌ 

‌ 
Open‌‌to‌‌change‌‌and‌‌flexible‌‌in‌‌a‌‌fast‌‌paced‌‌environment.‌‌Effectively‌‌                     
adapts‌ ‌own‌ ‌approach‌ ‌to‌ ‌suit‌ ‌changing‌ ‌circumstances‌ ‌or‌‌               
requirements.‌‌Reflects‌‌on‌‌experiences‌‌and‌‌modifies‌‌own‌‌behaviour.‌‌               
Performance‌ ‌is‌ ‌consistent,‌ ‌even‌ ‌under‌ ‌pressure.‌ ‌Always‌ ‌pursues‌‌               
continuous‌ ‌improvements.‌ ‌ 

‌ 

‌ 
Evaluates‌ ‌data‌ ‌and‌ ‌courses‌ ‌of‌ ‌action‌ ‌to‌ ‌reach‌ ‌logical,‌ ‌pragmatic‌‌                   
decisions.‌ ‌Takes‌ ‌an‌ ‌unbiased,‌ ‌rational‌ ‌approach‌ ‌with‌ ‌calculated‌‌               
risks.‌ ‌Applies‌ ‌innovation‌ ‌and‌ ‌creativity‌ ‌to‌ ‌problem-solving.‌ ‌ 

 

‌ 
Expresses‌ ‌ideas‌ ‌or‌ ‌facts‌ ‌in‌ ‌a‌ ‌clear,‌ ‌concise‌ ‌and‌ ‌open‌ ‌manner.‌                     
Communication‌‌indicates‌‌a‌‌consideration‌‌for‌‌the‌‌feelings‌‌and‌‌needs‌‌                 
of‌ ‌others.‌ ‌Actively‌ ‌listens‌ ‌and‌ ‌proactively‌ ‌shares‌ ‌knowledge.‌‌               
Handles‌‌conflict‌‌effectively,‌‌by‌‌overcoming‌‌differences‌‌of‌‌opinion‌‌and‌‌                 
finding‌ ‌common‌ ‌ground.‌ ‌ 

VI.‌ ‌Recruitment‌ ‌Qualifications‌ ‌ 



‌ 

‌ 

‌ 
‌ 
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Education:‌ ‌  A‌ ‌Master’s‌ ‌Degree‌ ‌in‌ ‌Project‌ ‌Management,‌ ‌Business‌‌             
Administration‌ ‌or‌ ‌related‌ ‌field‌ ‌(e.g.‌ ‌International‌‌           
Relations).‌ ‌ 

Certification:‌ ‌  PRINCE2‌ ‌Practitioner‌ ‌Certification‌ ‌is‌ ‌highly‌ ‌desirable.‌ ‌ 
MSP‌ ‌certification‌ ‌(Foundation‌ ‌and/or‌ ‌Practitioner)‌ ‌is‌ ‌an‌‌             
advantage.‌ ‌ 

Experience:‌ ‌  A‌ ‌minimum‌ ‌of‌ ‌5‌ ‌years‌ ‌of‌ ‌relevant‌ ‌and‌ ‌progressive‌‌                 
professional‌‌experience,‌‌specifically‌‌in‌‌the‌‌field‌‌of‌‌Project‌‌               
Management‌ ‌with‌ ‌experience‌ ‌of‌ ‌successful‌‌         
implementation‌ ‌and/or‌ ‌oversight‌ ‌of‌ ‌programmes‌ ‌and‌‌           
projects.‌ ‌ 
Previous‌ ‌experience‌ ‌of‌ ‌working‌ ‌within‌ ‌a‌ ‌PMO‌             
environment‌ ‌is‌ ‌an‌ ‌advantage.‌ ‌ 
Detailed‌ ‌knowledge‌ ‌of‌ ‌UNOPS’‌ ‌project‌ ‌management‌‌           
tools,‌ ‌UNOPS‌ ‌financial‌ ‌and‌ ‌procurement‌ ‌rules‌ ‌and‌‌             
regulations,‌ ‌and‌ ‌financial‌ ‌management‌ ‌tools,‌ ‌is‌ ‌essential,‌ ‌ 
Strong‌ ‌experience‌ ‌with‌ ‌data‌ ‌analysis,‌ ‌management‌‌           
reporting‌ ‌and‌ ‌project‌ ‌management‌ ‌tools‌ ‌and‌ ‌information‌‌             
management‌ ‌systems.‌ ‌ 
A‌ ‌combination‌ ‌of‌ ‌Bachelor’s‌ ‌degree‌ ‌with‌ ‌an‌ ‌additional‌‌2‌‌                 
years‌ ‌of‌ ‌relevant‌ ‌work‌ ‌experience‌ ‌may‌ ‌be‌ ‌accepted‌ ‌in‌‌                 
lieu‌ ‌of‌ ‌the‌ ‌education‌ ‌requirements‌ ‌outlined‌ ‌above.‌ ‌ 

Language‌ ‌Requirements:‌ ‌  Full‌ ‌working‌ ‌knowledge‌ ‌of‌ ‌English‌ ‌is‌ ‌essential.‌‌ ‌  
Fluency‌ ‌in‌ ‌one‌ ‌or‌ ‌more‌ ‌additional‌ ‌official‌ ‌UN‌ ‌languages‌ ‌is‌‌ 
an‌ ‌advantage.‌ ‌ 

VII.‌ ‌Signatures-‌ ‌Post‌ ‌Description‌ ‌Certification‌ ‌ 
Incumbent‌ ‌‌(if‌ ‌applicable):‌ ‌ 
Name‌
:‌ ‌ 

‌  ‌  ‌  ‌  ‌ 

Title:‌ ‌  ‌  Signature:‌ ‌  ‌  Date‌
:‌ ‌ 

‌ 

Supervisor:‌ ‌ 
Name‌
:‌ ‌ 

‌  ‌  ‌  ‌  ‌ 

Title:‌ ‌  ‌  Signature:‌ ‌  ‌  Date‌
:‌ ‌ 

‌ 

Chief‌ ‌Division/Section:‌ ‌ 
Name‌
:‌ ‌ 

‌  ‌  ‌  ‌  ‌ 

Title:‌ ‌  ‌  Signature:‌ ‌  ‌  Date‌
:‌ ‌ 

‌ 


