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UNOPS helps its partners in the United Nations system meet the world’s needs for building peace, 
recovering from disaster, and creating sustainable development. UNOPS is known for its ability to 
implement complex projects in all types of environments around the globe. In an effort to promote 
organizational excellence, UNOPS seeks highly qualified individuals for the following position: 

 

Vacancy Details 

 

Vacancy code:  VA/2015/B5109/8611 
Post Title:  Programme and Partnerships Development Advisor 
Post Level:  IICA-3 
Org Unit:  ECR/RSOC 
Duty Station (DS): Belgrade/Serbia 
Duration:  one year 
Closing Date:  23 October 2015  
 

1. Background Information  
 
The United Nations Office for Project Services (UNOPS) is an operational arm of the United Nations, 
supporting the successful implementation of its partners' peace building, 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 8,000 personnel spread across 80 
countries, UNOPS offers its partners the logistical, technical and management knowledge they need, 
where they need it.  By implementing around 1,000 projects for our partners at any given time, UNOPS 
makes significant contributions to results on the ground, often in the most challenging environments. 
 
UNOPS Office in Serbia is focussed on guiding and delivering regional initiatives for partner governments 
in Serbia and Western Balkan countries, and transferring relevant skills and experience to enhance 
national and sub-regional capacity.  The Office also contributes to the ability of those countries, including 
those EU pre-accession states, to lift the absorption rate of the EU funding and to support other initiatives 
of bi-lateral donors. 
 
The Programme and Partnership Development Advisor will focus on  building new strategic relationships.  
Under the overall guidance and direct supervision of the Operations Centre Director the role will be 
responsible for implementing the programme and partnership development plan for the Operations Centre, 
which will include new countries where UNOPS is planning to initiate or broaden operations. 
 
2.   Duties and Responsibilities 

 
Purpose and Scope of Assignment  

a. Programme and partnership development planning 
 

 Expand further the existing partnership and programme development plan in line with UNOPS 
Strategic Plan and Regional Strategies, including country context, analysis of the regional and 
national development and humanitarian landscape, identification of main partners, strategic 
positioning of UNOPS in the potential operational niches identified, as well as growing a pipeline 
opportunities for all countries in the scope of the Operations Centre.   Ensure plan reflects in-
house capacity, typology of projects and the internal tools and knowledge resources. 

 Examine risks and opportunities presented by the strategic positioning of the Operations Centre 
and propose appropriate responses to ensure sustainable growth. 

 Coordinate and collaborate with relevant Partnerships personnel at local, liaison and HQ level, as 
well as Project Managers and project personnel of the country offices covered by the Operations 
Centre to ensure aligned and coherent interactions with partners. 
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 In coordination with the Business Development officer in Serbia, manage the Western Balkans 
Investment plan. 

b. Development and follow up of partnership opportunities 
 

 Monitor and evaluate development and humanitarian trends and needs to identify areas of 
collaboration within UNOPS mandate and existing capacity. 

 Research events, publications and announcements, to track and screen opportunities for possible 
UNOPS interventions and identify trends that will drive partnership opportunities. 

 Provide advice and feedback Operations Centre on the development of framework partnership 
agreements that can increase opportunities at the regional level. 

 Contribute to the identification, design, formulation and negotiation of new projects and 
programmes and draft concept notes and project document briefs for discussion with partners. 

 Maintain the LEADS system as appropriate and the Customer Relationship Management (CRM) 
system functionality in alignment with UNOPS corporate guidelines. 

 Coordinate technical and financial requirements to realise new project opportunities. 
 Drafts agreements and/or contractual documents required for the signature and implementation of 

new projects. 
 Understand and clearly explain UNOPS pricing policy to partners. 
 Contribute to the diversification of the Operations Centre in line with UNOPS strategic and 

regional objectives. 
 In coordination with the Communications and Reporting personnel, when available, gather content 

for communications and outreach materials for any countries managed by the Operations Centre. 
 Provide concise weekly, monthly and any other relevant reports to Operations Centre Director 

Submit travel and operational plans for approval by Director on a monthly basis. 
 
c. Representation and inter-agency partnership 

 
 Establish partnerships with the UN agencies, international organisations, governments, 

foundations, international non-governmental organisations (NGOs) and private sector 
organisations to diversify project opportunities within the Operations Centre. 

 Undertake advocacy, public information and communication activities in collaboration with the 
Communications Officer, when required. 

 On behalf of the Operations Centre Director and/or Head of Programme, participate in and report 
on the relevant inter-agency, donor and government coordination meetings including addressing 
project development issues in consultation with UNOPS project managers and technical experts 
when required. 

 Take part in the UN common planning and programming processes, including strategic country 
analysis, United Nations Development Assistance Framework (UNDAF), response plans, etc. 

 Build a network of key partners, keeping abreast of evolving trends (social, economic, and 
political), including the application of innovation to project and partnership development. 

 
d. Programme management and oversight 

 
 Contribute to the timely and cost-effective implementation of the programme according to UNOPS 

goals and partner expectations, approved budget and full cost recovery the timely and cost-
effective implementation of the programme according to UNOPS goals and partner expectations, 
approved budget and full cost recovery. 

 Support the Operations Centre Director by ensuring the financial sustainability of the programme 
and delivery of desired results, ensuring compliance with organizational strategies, rules, 
regulations and standards of performance. 

 Support timely and accurate project tracking, analysis of outputs, and reporting as well as provide 
substantive inputs into setting up adequate governance structure, programme management 
systems, budgets and quality assurance mechanisms. 

 Deputise for Representative of Operations Centre and act as the Officer in Charge for the 
Operations Centre when required. 
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 In close coordination with the PMO and the Operations Centre Director undertake programme 
development and planning and managing programme resources. 

 Promote teamwork, collaboration and diversity by providing the programme team with clear 
direction, objectives and guidance to enable them to perform their duties responsibly, effectively 
and efficiently. 

 Foster a positive work environment, respectful of both men and women, and ensure that the 
highest standards of conduct are observed. 

 Contribute to the planning and conduct of and/or respond to UNOPS performance evaluation 
reviews and surveys. 

e. Knowledge management and innovation 
 

In coordination with the Serbia Project Management Office (PMO), 
 
 Implement standards, tools and templates provided by HQ/PMO to effectively manage partnership 

and project development within the Operational Hub/Operations Centre to enhance/maintain 
UNOPS effectiveness as a provider of project services for sustainable results. 

 Contribute to the ongoing research, development and implementation of best practice and 
innovative approaches to maximise performance and sustain achievements in project and 
partnership development. 

 Help build partnerships capacity and negotiation skills among project managers. 
 Contribute to the dissemination and sharing of best practices and lessons learned for planning 

and knowledge building within project and partnership development. 
 Provide regular feedback to the PMO on existing systems, tools and resources to ensure its 

relevance to day-to-day operations. 
 
Impact of Results 
 
The effective and successful achievement of results by the Programme and Partnerships 
Development Advisor impacts on the performance of the Operations Centre by maintaining a robust 
and diverse pipeline of project opportunities, which leads to sustainable growth of the Operations 
Centre and strengthens the achievements of UNOPS management results and the fulfilment of its 
mandate. 
 

3.   Required Selection Criteria 

 
a.  Education   

 A Master’s degree in a relevant field such as Business Administration, Public Administration, 
International Development, Engineering, Political Science or International Relations. 

 Bachelor degree with 9 years of relevant experience may be accepted in lieu of a Master degree 

 
   b.  Work Experience  

At least seven years of experience, preferably in international development including 
demonstrated experience in: 

 
 Developing and executing partnership and programme development plans; 
 Project development and proposal writing; 
 Acquisition of and implementation of projects; 
 Establishing partnerships with UN agencies, international development organisations, 

governments, foundations, international NGOs or private sector organisations;  
 Demonstrated prior experience working in project and programme management, international 

organisations, international development, post-disaster and/or emergency contexts. 
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c.  Competencies  
 

Core Competencies: 

 Demonstrates integrity by modelling the UN values and ethical standards. 
 Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability. 
 Treats all people fairly without favouritism. 
 

Functional Competencies: 

 Ability to think strategically and conceptually and to translate these into concrete results 
 Ability to identify, initiate and maintain good relationships with key client/partner organisations, 

including building professional relationships with senior decision-makers and influencers / leaders 
 Proven organisational skills and ability to effectively manage multiple tasks while fostering quality, 

team spirit and positive working relationships with colleagues 
 Strong interpersonal relationships and demonstrated ability to leverage business networks and 

partnerships for continued growth 
 Excellent communication skills, including the ability to express ideas clearly, concisely and 

effectively, both orally and in writing 
 Willingness to travel extensively within and outside the Western Balkans 

 
d. Language Requirements  

 
 Full working knowledge of English is essential 
 Fluency in at least one language of the Western Balkans is a strong advantage 
 Fluency in one or more additional official UNOPS languages is an advantage 

 
Submission of Applications                                
Qualified candidates may submit their application, including a Letter of Interest and Curriculum Vitae to 
UNOPS via UNOPS Global Personnel Recruitment System at following link: 
 
https://gprs.unops.org/pages/viewvacancy/VADetails.aspx?id=8611  
 
Additional Considerations  

 Please note that the closing date is midnight Copenhagen time (CET) 

 Applications received after the closing date will not be considered. 

 Only those candidates that are short-listed for interviews will be notified. 

 Qualified female candidates are strongly encouraged to apply. 

 For staff positions only, UNOPS reserves the right to appoint a candidate at a lower level than the 

advertised level of the post 

 The incumbent is responsible to abide by security policies, administrative instructions, plans and 

procedures of the UN Security Management System and that of UNOPS.  

  

It is the policy of UNOPS to conduct background checks on all potential recruits/interns.  

Recruitment/internship in UNOPS is contingent on the results of such checks. 

 

For more information on UNOPS, please visit the UNOPS website at  www.unops.org 
      

https://gprs.unops.org/pages/viewvacancy/VADetails.aspx?id=8611
http://www.unops.org/

