
Post:  Protocol  (P-3)

General Information

•       ContractType:   Fixed-term  professic)nal

•       Grade:   P3

•      Totalsalary(includingpostadjustment):   USD92,807

•       ClosingDate;   15/04/2021

Responsibilities

Job Summary

The  Political  Affairs  and   Protocol   Branch  (PPB)  functions  as  the  main  llaison  office  of  the  OPCW,

contributing  to  the  formal  relations -of  the  Technical  Secretariat  with  the  States  Parties,  the  Host

Natictn,  and  the  Municipality  of The  Hague.  The  Protocol  Officer  is  a  fixed-term  position  within  PPB

which   is   responsible   for   making   diplomatic   protocol   arrangements,   such   as   organislng   formal

lntoming  visits  to the  OPCW  at the  level  of the  Director-General,  organlsing ceremonies  and  social

events   and   ensuring   the   adherence   to   OPCW   protocol   standards   and   practices,   Further,   the

position  is  responsible  fc)r  the  accreditation  cif  Permanent  Representatives  to  the  OPCW,  and  the

accreditation  and  registration  of  Permanent  Representative  to  the  Sessions  of  the  Conference  of

the  States  Parties  and  the  Executive  Council

Main  Responsibilities

l`hc  .`ui`cc'ssful  canclidzile  wH  c)\.crsei`  and  c`an.}   out  pr(ttocol  tiiid   liaisoli  sc`r\'iet`s  al  lhi'  l)Pl`W   l`)lj

and   DDG   le\'el   as   well   as   f`or  Heads  of`  State.   Go\+'errmems  and  ttther  high-!e\Jel   cliglii[arics    -]`his

role   v\.Ill   Hivol\'e:

•       Plar\mng   and   organising   offlcial   events   such   as   conferences,   retreats   and   other   special

commemor`ative  ceremonies;
•       Planningand  organislngho5pitalityarrangements,  receptionsand  exhibitions;

I       Supporting   the   registration   of  members   of  permanent   missions   and   other   particlpants

attending events at the  OPCW;
•       Preparing  the   Report  of  the  DG  to  the  Credentials  Committee  of  the  Conference  of  the

States  Parties  (CSP)  and`preparing  the  report  on  the  credentials  of  Representatives  of the

Members  of the  Executive  Council  to  the  Executive  Council  (EC);

•       Overseeing      the      administration      of      protocol      related      services      such      as      making

recommendationson    operating    procedures,    overseeing    budget    implementation    and

procurenient  related  activities,
•       Supportingthet.unctioningof  thecredentialscommitteeof  thecsp

•       Draftingofficial  opcw  correspondence  such  as  reports,  memos  and  meeting  minutes,.
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Qualifications  and  Experience

Education

Essential:

Advanced    University   degree   (Master   Degree   or   equivalent),   in   political   Science,   international

relations,   public  administration,   international  law  or  'related  field,   A  first   level   university  degree

with  qualifying  experience  may be  accepted  in  lieu  of the  advanced  umversity degree,

Knowledge and  Experience

Essential:

•       At   least   5   years   of   progressively   responsible   experience   in   the   field   of   international

protocol with  an  advanced  degree or 7 years relevant experience with  a  first  level degree

Desirable:

•       Experience  in  the  uN  system  orotherinternationalorganisation;

•       Exposuretodiplomaticrelations;

•       Experience  in  planningand  organising  meetings,  conferencesorevents.

Skills and  Competencies

Essential:

•        Excellentcommunicationskills-bc>thwrlttenandoral;

•       Abilitytoplanandorganise.,  andtoworkunderpressure;

•        Flexlbilityand  problemsolvingskills;

•       Tact,  discretion,  confidentiality,.

•       Abilltyto  work  in  a  team  andto  establish  and  maintain  effectiveworkingrelatlonshipsw'th

people  of  different  national  and  cultural  backgrounds;
•       Abllity  {o   plan   and   or8anise   .internatic>nal   meetings   wlth   participants   from   governments,

inter-and  non  governmental  organisations.

Languages

Fluency  in  English  is  essential  and  a  good  working  knowledge  of one of the  other official  languages

(Arabic,  Chinese,  French,  Russian,  and  Spanish)  is  des.irable.


