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VACANCY ANNOUNCEMENT
Associate Programme Officer, P-2
Adaptation Division

Deadline Announcement  Expected date Duration of Duty
for application number for entry on duty appointment Station

8 December 2024 VA 24/077/A As soon as possible One year with Bonn, Germany

23:59 hrs CET possibility of

extension

Publication date: 22 November 2024, Post number: 31033859 Funding: 40FCA

The United Nations Framework Convention on Climate Change (UNFCCC) is the focus of the
political process to address Climate Change. The UNFCCC secretariat supports the Convention, its
Kyoto Protocol and the Paris Agreement through a range of activities, including substantive and
organizational support to meetings of the Parties and the implementation of commitments. It is a
dynamic organization working in a politically challenging environment to help resolve one of the defining
environmental issues of our time.

Where will you be working

The post is located in the UNFCCC secretariat in Bonn, Germany, in the Adaptation division, which
supports Parties in enhancing adaptive capacity, strengthening resilience and reducing vulnerability to
climate change. It facilitates the provision of holistic technical guidance and advice to Parties on all
aspects of adaptation and resilience, especially on assessing climate change risks and sharing
knowledge; planning responses to impacts and vulnerability; and enhancing implementation and
reviewing progress.

Reporting to the Director, Adaptation (D-1), the incumbent is responsible for assisting with the planning
and coordinating of key outreach initiatives with internal and external partners of UNFCCC.

Your responsibilities

Within delegated authority, the Associate Programme Officer will be responsible and accountable for
the following duties:

1. Providing substantive support on crosscutting aspects of Adaptation:

a. Conducts research and prepares synthesized written products on cross-cutting matters relating
to adaptation;

b. Applies horizon scanning to systematically assess new developments and orientations relevant
to the work of the Adaptation division;

c. Supports the Director in identifying innovative approaches and applying foresight to guide the
long-term outlook of the division and its support of UNFCCC processes.

2. Supporting the preparation of Adaptation’s outreach missions:

a. Provides substantive support for visits to international organizations, Ministries, conferences,
etc. in conjunction with the responsible units of other secretariat divisions, by carrying out
research on topics to be discussed during respective visits, analysing and subsequently
presenting suggestions to the Director for consideration;

b. Coordinates the preparation of substantive inputs including the contribution towards oral
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deliverables such as speeches and statements;

C. Processes follow-up data and information from mission outcomes, as well as resultant
feedback, identifying problems and issues to be addressed, and recommends actions to be
taken.

3. Coordinating communication processes between Adaptation and other divisions of the
secretariat, as well as between secretariat staff at large:

a. Drafts articles for publication on the intranet and via ‘all-staff messages; liaises with the
Communications and Engagement division’s Mechanisms Knowledge Management unit in
order to maintain and update relevant communication content on the UNFCCC website or on
any other relevant or related platform;

b. Contributes to the updating and follow-up of SharePoint platform/s and other tools for internal
communication, where coordination of the involvement of the Director in any relevant processes
are concerned;

c. Gathers intelligence related to the missions of the Adaptation Director, the intergovernmental
process/s or any other aspect of the secretariat's work, through communication with the
Adaptation subdivisions and all other involved divisions;

d. Follows up on responses to relevant external communications and invitations to the secretariat.

4. Coordinating bilateral meetings, including the preparation of background information and the
taking of notes during such meetings.

5. Performing any other job-related activity required to achieve the goals and objectives of
division and the mandate of the secretariat.

Competencies

Applying Professional Expertise: Demonstrates expertise of subject matter and the transferable skills
required for the function; Shows the capacity to apply knowledge to deliver results based on acquired
background and experience; Seeks opportunities to apply own technical skills across related
disciplines, Keeps abreast of new developments and technologies in the field of expertise, Actively
seeks to expand the existing level of job knowledge and expertise.

Communicating with impact: Speaks clearly and directly and is able to express views in an
understandable, credible and persuasive manner; Writes in a well-structured and logical manner, in
keeping with established UN standards; Openly shares information and keeps people informed; Uses
appropriate communication tools to disseminate information; Listens carefully to understand other's
views and responds appropriately; Seeks feedback and adjusts language, tone, style and format to
match the audience.

Working with Teams: Builds relationships of trust and exchange with colleagues; Works collaboratively
with colleagues to achieve results and respects the needs of the team; Recognizes opportunities to
enhance team effectiveness and results by tapping into diverse backgrounds, skills and experience;
Supports and acts in accordance with team decisions, even when such decisions differ from own
position; Encourages the participation of all members of the team regardless of their cultural
background, nationality, gender or sexual orientation; Shares credit for team accomplishments and
accepts joint responsibility for team shortcomings.



Page 3

Managing self: Controls emotions and regulates own interpersonal style and approach to relate well
to others, even in difficult work environments; Empathizes, understands others' perspectives and
handles people and situations with diplomacy and tact.; Resolves conflicts constructively and takes
action to prevent them; Stays productive and focused when dealing with crises and emergencies; Is
resilient and flexible and operates effectively when faced with new ideas or evolving situation; Is
receptive to feedback and open to adjust own behavior.

Your gualifications

Educational Background

Required: Advanced university degree (Master’s degree or equivalent) in media management, social
sciences, environmental studies, natural sciences, development studies, or a related discipline.

A first-level university degree in combination with additional two years of qualifying experience may be
accepted in lieu of the advanced university degree.

Experience

Required: Atleasttwo (2) years of relevant professional experience on climate change and sustainable
development, with a focus on outreach and communication-related work. Experience in compiling,
analyzing and updating information and/or content of information systems, databases or webpages is
also required.

Language skills

Required: Fluency in English is required, including strength in both written and oral communications
as demonstrated through the writing of technical and other official documents and through experience
in representation and catalyzing consensus among diverse partners. Knowledge of a second official
UN language is desirable.

Specific professional knowledge and skills

o Knowledge and experience on climate change adaptation issues is desirable as well as
familiarity with the UNFCCC intergovernmental process. Knowledge of information exchange
and interaction with various stakeholders including governments, international organizations,
private sector and NGOs is an asset.

e Sound analytical and strong drafting skills; good planning and organizational skills.
Knowledge and experience in outreach on adaptation, organizing and implementing media
presence, substantive support to high-level events and representation is an asset.

What is the selection process?
Evaluation of qualified candidates may include an assessment exercise which may be followed by a

competency-based interview. The above listed set of competencies will be applied for this particular
post.

How to apply:

Candidates, whose qualifications and experience match what we are looking for, should use the online
application system available at http://unfccc.int/secretariat/employment/recruitment.
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Please note:

1. Service is limited to the UNFCCC secretariat.

2. We will confirm receipt of your application. However, only candidates under serious consideration
and contacted for an interview will receive notice of the final outcome of the selection process.
Indicative net annual salary and allowances:

US$ 50,377
(plus variable post adjustment, currently 39.8% of net salary),
plus other UN benefits as indicated in the link below:

https://unfccc.int/secretariat/employment/conditions-of-employment.html

UNFCCC is committed to diversity and inclusion within its workforce, and encourages candidates,
irrespective of gender, nationality, religious and ethnic backgrounds, including persons with disabilities

to apply.




