
 
 
 
 

United Nations Assistance Mission for Afghanistan (UNAMA) 
INTERNAL/EXTERNAL VACANCY ANNOUNCEMENT  

Vacancy No. VA#10/02/2023 

Post Title Associate Coordination Officer 

Level NO-B (Temporary Appointment) 

Organizational Unit Risk Management Coordination Section  

Location Kabul  

Number of posts 01 

Issuing Date 26/02/2023 

Closing Date 05/03/2023 

Duration Until 31 December 2023 

Qualified female candidates are highly encouraged to apply 

United Nations Core Values: Integrity, Professionalism, Respect for Diversity 

DUTIES AND RESPONSIBILITIES 

Within delegated authority, and under the direct supervision of the Risk Management Coordinator, the Associate 
Coordination Officer will carry out the following duties: 

• Analyzes, engages and supports in the development and monitoring of the UN’s risk management and 
compliance approach in alignment with the Transitional Engagement Framework  

• Supports UN agencies in the work of the United Nations Integrated risk working Group, in particular as 
regards to strategies for risk mitigation actions and follow ups with mitigation action owners. 

• Liaises with UN agencies, OMT, PMT, international donor community and civil society and other relevant 
bodies for the strengthening of UN System wide common due diligence and risk control measures.   

• Supports risk management coordination meetings, including by organizing workshops with all 
stakeholders.  

• Monitors, analyses and reports on trends in the UN’s evolving programmatic strategies in Afghanistan.  

• Drafts routine and ad hoc situation reports/briefings. 

• Other related tasks as required. 

QUALIFICATIONS AND EXPERIENCE  

Education: An advanced university degree (Master's degree or equivalent) OR first-level university degree 
(bachelor’s degree or equivalent) in social or political science, management, business administration, development 
or related field is required.  
Work Experience: A minimum of two (2) year of progressively responsible professional experience in social or 
political science, international relation, law, development management, or related area is required with a relevant 
Master's degree OR a minimum of four (4) years of progressively responsible professional experience in social or 
political science, international relation, law, development management, or related area is required with a relevant 
bachelor’s degree.  
 
Languages: English and French are the working languages of the United Nations Secretariat. For the post 
advertised, fluency in oral and written English is required. Fluency in oral and written Dari/Pashto is required. 
 

UN CORE VALUES AND COMPETENCIES 

Professionalism: Shows persistence when faced with difficult problems or challenges. 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.  
Communication: 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. 
Creativity: Actively seeks to improve programmes or services. Offers new and different options to solve problems 
or meet client needs. Promotes and persuades others to consider new ideas. Takes calculated risks on new and 
unusual ideas; thinks "outside the box". Takes an interest in new ideas and new ways of doing things. Is not bound 
by current thinking or traditional approaches. 



APPLICATIONS 

• UNAMA will only accept properly completed and signed Personal History Form (P.11) received by 

email before the closing date. CVs or Resumes will not be considered nor will late submissions after 

closing date. Any information provided on the P.11 form will be considered binding. 

 
Applicants must accurately complete, sign and date the United Nations Personal History form (P.11) and 
submit the duly completed signed P.11 by e-mail to: unamava_substantive@un.org 
 

• Important Note: Applicants should copy and paste the Vacancy Announcement (VA) Number 

which is VA#10/02/2023 into the email subject line when submitting the duly completed and 

signed P.11 Form and the required documents. Please do not add any other information in the 

subject line of your email except VA#10/02/2023. Please do not add any additional words or 

space in the VA Number. Applications received without a VA Number will not be considered. 

 
• The selected candidates will be subject to a reference checks process to verify the information 

provided in the P.11 form. 

 
• Only applicants who are short-listed will receive an acknowledgement within four (4) to six (6) weeks 

from the deadline indicated on the VA. 

 
Required documents to be submitted along with the signed and completed UN P.11: 

• Serving UN staff members: In addition to the completed and signed P.11, scanned copies of two 
most recent e-Performance Evaluation Reports must be submitted with the application. 

 
• For External applicants: In addition to the completed and signed P.11, scanned copies of two most 

recent performance evaluation reports or if not available, two reference letters. If the applications 

received do not contain the latest two performance evaluation reports candidates must provide a 

short explanation as to why they are not available. 

 

No fee: 

The United Nations does not charge a fee at any stage of the recruitment process (application, interview 
meeting, processing, or training). The United Nations does not concern itself with information in applicants 
bank account. 
 
Applicants are reminded that the United Nations cannot appoint a person who is the father, mother, son, 

daughter, brother, or sister of a staff member. For this reason, applicants are required to disclose at the 

time of their application, whether they bear any of the above relationships to a staff member of UNAMA 

or any other UN entity which is part of the Secretariat. In addition, selected candidates would be required 

to complete a family declaration form prior to assuming their duties with the Mission. Failure to disclose 

any of the above relationships constitutes a material omission, that could lead to termination or 

dismissal from the United Nations. 

The necessity for ensuring the highest standards of efficiency, competence and integrity remain the paramount 
considerations in the employment of personnel. To ensure fairness and transparency, selection will be made on a 
competitive basis through a selection panel. 
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