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Human Resources Consultant (International position) 

Reference:

10/IC/HR/08
Job Title:

Human Resources Consultant

Type of Contract:
Consultancy

Department:

UNAKRT/UN-DESA

Duration:

40 (Forty) Working Days

Location:

Phnom Penh, Cambodia

Closing Date:

3 September 2010

Start Date:

ASAP

Interested applicants should send their applications by e-mail addressed to unakrt-jobs@un.org enclosing her/his PHP and a cover note. Please clearly indicate the job title in the subject line of the e-mail.
Organizational Context 

Brief background of the Programme.

The United Nations Assistance to the Khmer Rouge Trials (UNAKRT) has been established as a technical assistance project and is administered by UN-DESA on behalf of the Controller of the United Nations. UNAKRT supports the Extraordinary Chambers in the Courts of Cambodia (ECCC) as per the Agreement between the Royal Government of Cambodia and the UN, ratified by the RGC on October 2004. The ECCC is part of the Cambodian court structure and has been established by the ‘Law on Establishment of the ECCC’. The ECCC has jurisdiction to bring to trial senior leaders of Democratic Kampuchea and those who were most responsible for the crimes and serious violations of Cambodian penal law, international humanitarian law and custom, that were committed during the period from 17 April 1975 to 6 January 1979. 
The Personnel Section of UNAKRT is responsible for providing services that include inter alia recruitment of international and national staff, Officials of the UN and consultants as per the approved staffing table, and managing their benefits and entitlements in close coordination and consultation with the UN-DESA’s Programme Support Services located at New York. The Section’s staffing table consists of a chief at P-4 level, a deputy at the P-3 level and four support staff. The approved staffing of UNAKRT stands at 176 that include staff on international FT appointments on P and FS positions, Officials of the UN and national staff at GS and NO levels. The Section reports to the Coordinator of UNAKRT through the Senior Programme Management Officer.
Scope of the Assignment
The HR consultant will,
1. Conduct a comprehensive review of the work load of the Personnel Section; 
2. Conduct an assessment of the work flow, processes and distribution of the tasks amongst the personnel staff;
3. Identify bottlenecks that limit the efficiency of recruitment processes and the swift management of benefits and entitlements;
4. Make recommendations to minimize the time between identification of a vacant position and on boarding of new recruits, while ensuring all related regulations and rules are duly adhered to;
5. Make recommendations for processing benefits and entitlements in a more transparent, effective and time efficient manner;
6. Draft SOP’s detailing recruitment processes relating to all categories of staff and consultants along with respective check lists to ensure all related regulations and rules, AI’s and IC’s are complied with;
7. Draft SOP’s in consultation with the various services concerned (Budget and Finance Section, General Services Section, etc.) that rationalize workflows, detailing the processes with respect to each benefit and entitlement and the time required to complete the respective process;
8. Make recommendations on filing and archiving arrangements within the Personnel section;

9. Make recommendations to reduce the vacancy rate and define SOP’s to maintain rosters for different positions; 

10. Compile a collection of FAQ’s on benefits and entitlements to be placed on the local intranet; 

11. Suggest suitable Performance Indicators to objectively assess the output and efficiency of the section over a given period of time;

12. Based on the workload and related considerations make recommendations on the optimal configuration of the Personnel Section, in terms of number of staff and levels.

Key Deliverables

The Consultant will produce a written report. The report shall have a brief and succinct executive summary on the review and assessment and, the conclusions and recommendations. In short, the structure of the document shall include, but not limited to,
1. Executive Summary

2. Introduction

3. Background

4. Review and assessment

5. Key lessons learnt

6. Assumptions made

7. Conclusions and recommendations

8. SOP’s
9. Annexes

Time Frame
Expected duration of the task is 40 working days.
Remuneration and Terms of Payment

The Consultant will be recruited and paid honorarium in accordance with the applicable UN policies and guidelines taking into account the relevant work experience and qualifications of the candidate. Please indicate in the PHP your earnings over the past year on similar arrangements.
Competencies
• 
Professionalism – Demonstrated planning and organizational skills, works to tight deadlines. Demonstrates professional competence and mastery of subject matter; is conscientious and efficient in meeting commitments, observing deadlines and achieving results. 
• 
Teamwork – An effective team leader, able to establish and maintain effective working relationships with people of different national and cultural backgrounds with respect for diversity. Ability to coordinate the work of others, especially medical and legal personnel. 

• 
Communication – Strong interpersonal and communication skills (spoken, written and presentational), listens to others, correctly interprets messages from others and responds appropriately, demonstrates openness in sharing information and keeping people informed and capacity to communicate between different interest groups.   

• 
Client Orientation – Identifies clients’ needs and matches them to appropriate solutions and meets timeline for delivery of services to client.  
Required Skills and Experience
Education – Advanced University degree (Masters degree or equivalent) in Business or Public Administration, Human Resources Management, or closely related fields; a combination of relevant academic qualifications and extensive experience may be accepted in lieu of the advanced university degree. 
Work Experience – Minimum of 15 (Fifteen) years at a managerial level in human resources management within the United Nations Common System that includes hands-on experience in recruitment and managing benefits and entitlements as applicable to UN project personnel.  

Languages – Excellent command of written and spoken English. Working knowledge of French will be an asset.
