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United Nations Associate Experts Programme  

  
 

TERMS OF REFERENCE  

 

Associate Expert (JPO) 

INT-012-16-P126 

 
Please indicate if this ToR supersedes a previously submitted ToR for the same position:  YES         

 

 

I. General Information 

Title: 

Associate Expert in Political Affairs 

 

 

Sector of Assignment: 

Political Affairs 

 

 

Organization/Office:  

Africa II Division, Office of Operations, Department of Peacekeeping Operations (DPKO), United Nations 

 

 

Duty Station:  

New York, USA 

 

[Non-Family Duty Station: yes   

 

 

Date Required: 

As soon as possible 

 

 

Duration:  

1 year (with possible extension for another year) 

[Extension of appointment is subject to yearly review concerning priorities, availability of funds, and satisfactory 

performance] 

 

II. Supervision 

Direct Supervision by:  

Principal Officer/Team Leader 

 

 

Title of Supervisor: 

Principal Officer/Team Leader 



 2 

 

 

Content and methodology of supervision: 

Establishment of a Work Plan: During the first month of the assignment, the Associate Expert will work jointly with 

his/her direct supervisor to finalize an agreed upon work plan. The final work plan will be discussed and mutually 

agreed to by the Associate Expert and his/her supervisor.  

 

Evaluation: The United Nations Performance Evaluation System (e-performance) will serve as a primary platform to 

evaluate of the Associate Expert’s performance. The system is based on an agreed work plan and regular 

performance discussions as well as bi-annual performance reviews.   The Associate Expert can count on regular 

meetings with the supervisor and a quarterly performance dialogue. 

 

 

III. Duties, Responsibilities and Output Expectations 

Monitor and analyse developments and activities in Western and Central Africa, including relations between 

parties, contributors, governments, regional organizations and other stakeholders, and assist in preparing 

recommendations on how changes, problems and incidents should be addressed;  
 

 Monitor political, security, socio-economic, humanitarian and other relevant developments in the country where 

the peacekeeping missions under the purview of Africa II Division are deployed, and in neighbouring countries, as 

appropriate, including new threats to international peace and security such as terrorism, drug, arms, human 

trafficking, etc.  
 

 Maintain up-to-date knowledge of events relating to international and regional political, security and economic 

developments in general, together with other relevant developments in neighbouring countries and regions;  
 

 Monitor discussions and developments in various forums that may have implications for the peacekeeping 

operations; and the countries/region where the peacekeeping operations are deployed, as well as in other countries of 

neighbouring countries and regions;  
 

 Prepare responses to comments, statements, and queries (oral and written) of parties, troop/police contributors, 

members of the Security Council, government officials and other stakeholders, ensuring input of and consultations 

with all stakeholders.  
 

 Collect and coordinate information/inputs from within DPKO and from various Departments, United Nations 

agencies, and other concerned stakeholders;  
 

 Draft various documents, such as reports of the Secretary-General, talking points, background notes, briefing 

notes, notes to the file, agenda for meetings, minutes of meetings;  
 

 Assist in responding in a timely and efficient manner to the various requests from the peacekeeping operations and 

prepare related correspondence as required;  
 

 Attend and organize relevant meetings and prepare notes of the meetings;  
 

 Assist in the recruitment and day-to-day co-supervision of interns  
 

 Perform any other tasks required by the supervisor.  
 

 

IV. Qualifications and Experience 

Education: 

Advanced university degree in political or social sciences, international relations, law, public administration, or 
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related fields. A first-level university degree in combination with qualifying experience may be accepted in lieu of 

the advanced university degree. 

 

Work experience: 

At least 2 years of work experience in international relations, political analysis, development or conflict resolution 

work at national and international levels. Previous experience in or on Africa and with peacekeeping operations and 

/or experience of/in a post-conflict environment is desirable. 

 

Languages: 

Fluency in oral and written English is required. Fluency in French is desirable. 

 

 

Other skills: 

Excellent computer skills, including proficiency in word processing; willingness to learn new technology. 

 

 

UN competencies: 

Professionalism:  

 Ability to identify and analyse political, social and economic problems that cause civil unrest in a country 

or geographic area  

 Shows pride in work and in achievements  

 Demonstrates professional competence and mastery of subject matter  

 Is conscientious and efficient in meeting commitments, observing deadlines and achieving results  

 Is motivated by professional rather than personal concerns  

 Shows persistence when faced with difficult problems or challenges  

 Remains calm in stressful situations  

 Takes responsibility for incorporating gender perspectives and ensuring the equal participation of women 

and men in all areas of work  

 

Communications:  

 Speaks and writes clearly and effectively  

 Listens to others, correctly interprets messages from others and responds appropriately  

 Asks questions to clarify and exhibits interest in having two-way communication  

 Tailors language, tone, style and format to match the audience  

 Demonstrates openness in sharing information and keeping people informed  

 

Teamwork:  

 Excellent interpersonal skills; ability to actively participate in and contribute to team endeavours; respects 

other peoples’ ideas and expertise; and willing to learn from others.  

 

Planning and organizing:  

 Develops clear goals that are consistent with agreed strategies  

 Identifies priority activities and assignments; adjusts priorities as required  

 Allocates appropriate amount of time and resources for completing work  

 Foresees risks and allows for contingencies when planning  

 Monitors and adjusts plans and actions as necessary  

 Uses time efficiently 

 

V. Learning Elements 

After the assignment, the Associate Expert will be able to perform the following:  

 Assess complex political situations and formulate appropriate recommendations to achieve the goals of the 

Organization.  

 Reflect complex substantive or operational issues in concise reports.  

 Function in a multi-disciplinary team and multi-cultural environment.  
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 Possess thorough understanding of the functioning of the Department of Peacekeeping Operations, other 

Secretariat Departments and United Nations programs, funds and agencies as well as dynamics with the 

Security Council, General Assembly, Member States and other stakeholders.  

 Draft documentation to meet the Secretary-General’s and DPKO’s reporting obligations to the main bodies 

of the United Nations, particularly to the Security Council, as well as to troop contributing countries, as 

well as other products.  

 Work with Security Council members, troop and police contributing countries and other key Member 

States.  

 Assess available information from different sources to analyse for possible impact on the peacekeeping 

operation and, on this basis, prepare analytical papers. 

 

VI. Background Information 

In accordance with the purposes and principles enshrined in the Charter of the United Nations, the Department of 

Peacekeeping Operations (DPKO) is dedicated to assisting the Member States and the Secretary-General in their 

efforts to maintain international peace and security. The Department's mission is to plan, prepare, manage and direct 

UN peacekeeping operations, so that they can effectively fulfill their mandates under the overall authority of the 

Security Council and General Assembly, and under the command vested in the Secretary-General.  

 

The Office of Operations (OO) within DPKO is headed by an Assistant Secretary-General who is accountable to the 

Under-Secretary-General for Peacekeeping Operations. OO is currently comprised of four regional divisions. The 

specific peacekeeping operations fall within the responsibility of one of the corresponding regional divisions, 

namely, the Africa I Division, the Africa II Division, the Asia, Middle East, Europe and Latin America Division. 

 

DPKO’s Africa II Division assists in providing substantive, executive and operational direction to UN peacekeeping 

operations and integrated offices in the West Africa region and the Great Lakes region. In pursuit of its 

responsibilities, it maintains contact with the Security Council, troop and police contributing countries, donors, 

parties to the conflict and other stakeholders. 

 

 


