Knowledge Management and Learning

e Promotes knowledge management and a learning environment in the office through
leadership and personal example: Excellent knowledge of capacity building theory and the
application of methodology: good understanding of capacity assessment methodologies;
excellent ability to identify significant capacity building opportunities, ability to get capacity
built, excellent ability to demonstrate national capacities built (mastery of the tools and their
application)

o Actively works towards continuing personal learning and development in one or more
Practice Areas, acts on learning plan and applies newly acquired skills

« Display understanding of the relevant contemporary ICT tools and continuously act towards
personal capacity building

e Excellent communication skills (written and oral): sensitivity to and responsiveness to all
partners, respectful and helpful relations with all UN/UNDP staff, and project staff.

i

TRECRUTMENT QUALIFICATIONS |

Education Master's Degree in Law or equ'ivalent in Social Science preferably in Pubh
Administration,  Political Science, Business Administration, ~Development
Administration, International Relations or Public Policy.

Experience « At least 3 years project management experience preferably 1.5 years in the
field of access to justice and / or human rights

e Experience working for development projects or organisations; experience
with UN/UNDP projects would be an asset;

« Good knowledge of government machineries in managing projects;

« Experience in managing seminar / workshop and learning events;
Sound computer proficiency essential.

Language Working level English and Bangla




UNITED NATIONS DEVELOPMENT PROGRAMME
JOB DESCRIPTION

T S A R ST 1
. POSITIONINFORMATION. . .« 5
Project name - Access to Justice Project
Job Code Title : Communications Officer

Number of Position : 01

Post Classification :SC

Proposed Grade : SB3

Duty station : Dhaka

Duration of contact  : One year with possibility of extension

Strengthening the formal justice system and the rule of law is a priority for the Government of
Bangladesh. There is increasing demand for improvements in the administration of timely,
affordable, and accessible justice. Improved access to justice for all requires a solid legal framework
consistent with the Bangladesh Constitution and international treaties and conventions to which
Bangladesh is a party. In recent years a number of important pieces of legislation have been
modernized, however, much of the colonial era legislative framework remains. In particular, many of
the key laws related to the administration of justice need to be reviewed, consulted and amended to
address the large case backlogs in the Judiciary. As such, the Access to Justice Project will continue
its efforts to support the Ministry of Law, Justice and Parliamentary Affairs during the period of July,
2012-June, 2014 to strengthen legal reform processes, make the legislative drafting process more
inclusive and build capacity to produce high-quality legislation in a planned manner. During the
extension period the project will focus on legal reform and strengthening the law making process;
establishing a treaty desk to monitor compliance with Bangladesh’s international obligations;
completing translation of 22 Laws related to access to justice from Bangla into English and English
into Bangla and supporting the Law Commission with public policy debate on legislative reform.
Initiatives like these will provide a sustainable foundation to improve access to justice to the public.
The project will focus on two outputs:

1. Strengthened institutional capacity to undertake prioritized, inclusive and higher quality
legislative reform

2. Strengthened institutional capacity to provide advice on international treaties, conventions
and international legal affairs.

Under the supervision of the Chief Technical Adviser (CTA), the incumbent is responsible for
coordinating and liaising with media and through it sensitize the A2J project. The Communications
Officer will prepare promotional material, press releases and develop and maintain a project website
for information dissemination. Further produce regular communications reports to the Chief
Technical Adviser and UNDP and develop and implement strategies to increase and enhance public
outreach in the field of Legal Aid.

R R . i
The Communications Officer will work under the direct supervision and guidance of the Chief
Technical Adviser. S(h)e will support effective implementation of the project and timely achievement

of its objectives. Major functions will involve the following:

« Planning and design of internal and external strategies for communications and outreach;




Implementation of the publications strategy and plan;
Supervision of the design and maintenance of the A2J web site;

« Support to business development;
« Facilitation of knowledge building and knowledge sharing.

Ensures planning and design of internal and external strategies for communications and outreach
focusing on achievement of the following results:

« Preparation and conduct of communications needs assessments;
. Drafting/editing of communications and outreach strategy.

Ensures implementation of the A2J publications strategy and plan focusing on the achievement of
the following results:

« Implementation of the A2J publications strategy and plan;
. Identification of storylines for publications and drafting of substantive articles contributing to

debates on key issues;
« Coordination and management of A2J publication activities, such as content management,

norms for publishing, design, etc.
. Contact with printers and other suppliers to ensure production and ensure publications

dissemination.

Supervision of the design and maintenance of the A2J web site focusing on achievement of the
following results:

« Supervision of the design and maintenance of the office web site based on corporate

requirements in cooperation with the ICT staff;
« Preparation of the content for the web sites to ensure consistency of the materials.

Launches and campaigns:

. Promotion and maintenance of public information campaigns on A2J activities.
. Promotion and dissemination of corporate advocacy materials for launching flagship

initiatives and publications.

Qutreach:

« Maintenance of increased coverage and understanding of the A2J's work in the country
through regular media contacts and provision of newsworthy information to national public

and, where possible, donors;
« Organization of roundtable discussions, press conferences, briefing sessions, interviews,

launches;
. Ensured access for journalists to subject matter experts;
. Drafting/production of regular newsletters;
« Preparation of reports, civic education and community awareness where appropriate to

support project.

[_Publlc information:




« Effective responses to inquiries for public information materials.

Key Deliverables:

The Communication Officer will report and work under the guidance of the Chief Technical Adviser
and close cooperation with the UNDP Democratic Governance Cluster. He/She will have the
following duties and responsibilities:

« Taking initiatives to sensitize the public about the A2J project and the substantive areas in
which the project is working;

« Organize informative seminars for journalists nationally and internationally;

Liaise with media outlets to ensure that the appropriate information and messages are

reaching the public; prepare press releases

Prepare promotional material on the project, including pamphlets, videos etc.;

Communicate with stakeholders to facilitate information flow;

Prepare regular communication reports for the Project Management team and UNDP;

Develop and maintain a project website for information dissemination;

Lead the process of knowledge for disseminating at all levels and produce documents that

capture the right stakeholders and produce knowledge based products;

« Organize internal and external networks or communities of practise covering prominent
experts in government, non-government, think tanks, private companies, international
development organizations and the UN system;

« Develop country based intelligence on country situation, opportunities, interests and
prospects covering government, UNDP and major development stakeholders. Map key
competencies available in different government agencies and development organizations;

« Complete other related duties required.

APAC a:’]' >
The key results have an impact on the overall success of the country programme and reaching
UNDAF/CPD goals. In particular, the key results have an impact on the design, operation and
programming of activities, creation of strategic partnerships as well as reaching overall project

targets.
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Corporate Competencies:

« Promotes UN's Values and ethical standards (tolerance, integrity, respect, results orientation,
impartiality)

« Displays cultural, gender, religion, race, nationality and sensitivity and adaptability

« Demonstrates integrity by modelling in the UN's values and ethical standards (human rights,
peace, understanding between people and nations, tolerance, integrity, respect, results
orientation, UNDP core ethics, impartiality.

Functional Competencies:
Management and Leadership

. Consistently approaches work with energy and a positive, constructive attitude
« Builds strong relationship with clients, focuses on impact and result for the client and
responds positively to feedback, timely responses to gueries




Demonstrates good oral and written communication skills

Demonstrates openness to change and ability to manage complexities
Demonstrates strong administrative skills and result oriented approach to work
Provides inspiration and leadership to project staff as well as all the partners.

Development and Operational Effectiveness

. Ability to engage with high ranking UNDP Managers, Government Officials and international
donor community and provide policy advisory support services

Ability to identity opportunities, conceptualize and develop project reports

Ability to effectively support in strategic planning, results-based management and reporting :
Ability to implement new systems and affect staff behavioural/attitude change

Ability to undertake result based management and reporting

Knowledae Management and Learning

. Promotes knowledge management and a learning environment in the office through
leadership and personal example, excellent knowledge of capacity building theory and the
application of methodology, good understanding of capacity assessment methodologies,
excellent ability to identify significant capacity building opportunities, ability to get capacity
building, excellent ability to demonstrate national capacities building (mastery of the tools
and their application) :

« Excellent communication skills (written and oral) o

« Display understanding of the relevant contemporary ICT tools and continuously act towards

personal capacity building

W— e s = —_ — —rev——T = :
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Education . Bachelor Degree in Communications, Journalism or Social Sciences.

Experience « Minimum 5 years of experience in Journalism, Communications, Public
Relations or related field.

« Demonstrated experience in reporting, draft press releases and other forms of
communications.

« Experience in working with legal aid, justice or Human Rights issues

. Experience working with UNDP, UN agencies or development partners would
be preferred.

« Strong computer skills.

Language . Fluency in written and spoken English; and Bangla.




UNITED NATIONS DEVELOPMENT PROGRAMME
JOB DESCRIPTION

POSITION INFORMATION.
Project name : Access to Justice Project
Job Code Title . ICT Management Assistant

Number of Position : 01
Post Classification :SC

Proposed Grade : SB2

Duty station : Dhaka

Duration of contact : One year with possibility of extension
Source of Funding  : Project

ORGANIZATIONALCONTEXT

Strengthening the formal justice system and the rule of law is a priority for the Government of
Bangladesh. There is increasing demand for improvements in the administration of timely,
affordable, and accessible justice. Improved access to justice for all requires a solid legal framework
consistent with the Bangladesh Constitution and international treaties and conventions to which
Bangladesh is a party. In recent years a number of important pieces of legislation have been
modernized, however, much of the colonial era legislative framework remains. In particular, many of
the key laws related to the administration of justice need to be reviewed, consulted and amended to
address the large case backlogs in the Judiciary. As such, the Access to Justice Project will continue
its efforts to support the Ministry of Law, Justice and Parliamentary Affairs during the period of July,
2012-June, 2014 to strengthen legal reform processes, make the legislative drafting process more
inclusive and build capacity to produce high-quality legislation in a planned manner. During the
extension period the project will focus on legal reform and strengthening the law making process;
establishing a treaty desk to monitor compliance with Bangladesh’s international obligations;
completing translation of 22 Laws related to access to justice from Bangla into English and English
into Bangla and supporting the Law Commission with public policy debate on legislative reform.
Initiatives like these will provide a sustainable foundation to improve access to justice to the public.
The project will focus on two outputs:

1. Strengthened institutional capacity to undertake prioritized, inclusive and higher quality
legislative reform

2. Strengthened institutional capacity to provide advice on international treaties, conventions
and international legal affairs.

The ICT Management Assistant will be responsible for providing effective and efficient technical
support and project management to ensure that ICT related goals are achieved. He/she will
contribute to the effective functioning of the project and promote a quality client-based and results-
oriented approach to their work.

The position holder will work under the guidance and supervision of the Chief Technical Adviser. The
position impacts across all functional areas of the project and is therefore important to project
success.

~ FUNCTIONS/KEY REsULTS EXPECTED

4 i

ICT Management Assistant will work under.the direct supervision aﬁd guidéhﬁé of the. Chief
Technical Adviser. S(h)e will support effective implementation of the project and timely achievement
of its objectives. Major functions will involve the following:

« Provide support across the full range of ICT infrastructure supported by the UNDP A2J
Project. This includes servers, computer hardware, printers, scanners, router, firewall,
switches, online UPS, data backup system, wireless and structured network, telephone




system, operating system, application software and other IT resources.;

e Promote system and network security to protect against unauthorized intrusion, ensure
centralized antivirus and spam free IT environment, maintain appropriate access to security
records and update office and registry files;

« Assist to administer the official intra-/internet website using the organization's standard
templates and toolkits; prepare and update online and traditional published materials;

« Contribute to identify opportunities and methods of converting business processes into ICT
and web-based systems to address the issues of efficiency and access to information (office
management systems, knowledge management systems);

« Identify different systems and applications for optimal content management, knowledge
management and sharing of information; train team members; ensure knowledge building
and sharing; )

« Support to establish and manage network utility procedures, including defining network users
and security attributes, establishing directories, menus and drive-mappings, configuring
network printers and providing user access rules and guidelines;

« Assist to develop and maintain an efficient asset management system which effectively
manages the purchase, allocation and maintenance of hardware and software supplies,
secure handling and storage, and tracking of loaned equipment;

« Provide an efficient, proactive and responsive help desk service which meets the needs of
members and staff; follow up user problems and requests until resolution is achieved; Assist
the Administration Manager to ensure efficient procurement of ICT equipment according to
UNDP and/or GOB guidelines and procedures.

« Disseminate information on best practices and be active member of UNDP ICT networks;

« follow up user problems and requests until resolution is achieved,; "

« Perform other duties as assigned by the functional supervisor.

 IMPACTOFREsULTS &

The key results have an inﬁﬁactr o-n-'t'hné overall success of the country programme and reach“ing
UNDAF/CPD goals. In particular, the key results have an impact on the design, operation and
programming of activities, creation of strategic partnerships as well as reaching overall project

targets.

"COMPETENCIES
Corporate Competencies:

« Promotes UN's Values and ethical standards (tolerance, integrity, respect, results orientation,
impartiality);

« Displays cultural, gender, religion, race, nationality sensitivity Demonstrates integrity by
modelling in the UN's values and ethical standards (human rights, peace, understanding
between people and nations, tolerance, integrity, respect, results orientation, UNDP core

ethics, impartiality.
Technical Competencies :

e Excellent skills in ICT systems management and support;

« Sound technical, organizational and project management skills; Excellent ICT and web
development skills and ability to use information management as a tool and resource for
capacity development and institutional strengthening;

« Excellent report writing and analytical skills;

« Proven ability to work effectively under pressure and in a highly charged environment and
produce anticipated results;

« Proven capacity to demonstrate tact, discretion and integrity in the provision of support
services to Members, Secretariat and UNDP;




« Understanding of the role and functions and the system of government in Bangladesh;
e Excellent oral and interpersonal skills to communicate effectively with senior public officials
and a range of stakeholders.

Behavioural Competencies

« High standards of integrity and the ability to handle confidential matters Neutrality and ability
to work successfully in a political environment

Demonstrated capacity to participate effectively in small teams;
Demonstrable client based and results-oriented approach to work; proven ability to work

effectively under pressure in a highly charged environment and produce anticipated results;

Good interpersonal skills and strong networking and representational skills;

Ability to promote an environment conducive to learning, human rights and gender equality;
Initiative and ability to work in an organized and concise manner;

Ability to work supportively in a cross cultural environment.

RECRUITMENT QUALIFICATION:

o

Education

Bachelor of Computer Sciences and Engineering or equivalent from a réputed
university.

Experience

e Minimum 2 years relevant ICT experience, including network administration
and management of hardware/software, telecommunications equipment,
database packages and experience in web design;

« Working experience with government or international organizations on ICT
and LAN related matters will be an asset;

e Knowledge of Government and UNDP procurement policy will be an

advantage.

Language

Fluency in speaking and writing in both Bangla and English




UNITED NATIONS DEVELOPMENT PROGRAMME
JOB DESCRIPTION
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POSITION INFORMATION

F"roje.ct' name - Access toJus ice F‘Lr-OJect
Job Code Title : Admin and Finance Assistant

Number of Position : 01
Post Classification : SC
Proposed Grade : SB2
Duty station : Dhaka
Duration of contact : One year with possibility of extension
ing :Project

ng the formal justice system and the rule of law is a priority for the Government of
Bangladesh. There is increasing demand for improvements in the administration of timely,
affordable, and accessible justice. Improved access to justice for all requires a solid legal framework
consistent with the Bangladesh Constitution and international treaties and conventions to which
Bangladesh is a party. In recent years a number of important pieces of legislation have been
modernized, however, much of the colonial era legislative framework remains. In particular, many of
the key laws related to the administration of justice need to be reviewed, consulted and amended to
address the large case backlogs in the Judiciary. As such, the Access to Justice Project will continue
its efforts to support the Ministry of Law, Justice and Parliamentary Affairs during the period of July,
2012-June, 2014 to strengthen legal reform processes, make the legislative drafting process more
inclusive and build capacity to produce high-quality legislation in a planned manner. During the
extension period the project will focus on legal reform and strengthening the law making process;
establishing a treaty desk to monitor compliance with Bangladesh’s international obligations;
completing translation of 22 Laws related to access to justice from Bangla into English and English
into Bangla and supporting the Law Commission with public policy debate on legislative reform.
Initiatives like these will provide a sustainable foundation to improve access to justice to the public.

The project will focus on two outputs:

1. Strengthened institutional capacity to undertake prioritized, inclusive and higher quality
legislative reform

2. Strengthened institutional capacity to provide advice on international treaties, conventions
and international legal affairs.

In carrying out her/his responsibilities, s/he will prepare all project budget and expenditures,
inventory fo project FF&E and will also closely work with UNDP procurement, Finance Unit,
Programme cluster, Government officials, private sector, non-government and civil society
rganisations.

A AT

FUINS 19/ NE RESULTS - |
The Admin and Finance Assistant Officer will work under the direct supervision and guidance of the
Chief Technical Adviser. S(h)e will support effective implementation of the project and timely
achievement of its objectives. Major functions will involve the following:

e Prepare periodic accounting records, maintain delivery records and make programme
transactions using UNDP provided software:
Maintain Inventory of programme assets;
Logistic support to workshop/seminar and other programme activities




« Provide assistance to Project Officer to prepare draft budget revisions, shadow budgets,
budget reprisal, cost sharing and other financial and accounting reports;

. Provide assistance to Project Officer to make disbursement from petty cash and maintains
expenditure statement, cashbook, bank register, etc;
Provide assistance to Project Officer to monitor of timely submission of reports;

s Prepare financial requests and expenditure statement as and when required; and
Responsible for any other job as assigned by the Supervisor

The key results have an impact on the overall success of the country programme and reaching
UNDAF/CPD goals. In particular, the key results have an impact on the design, operation and
programming of activities, creation of strategic partnerships as well as reaching overall project

targets.
,\k é;cmmﬁrfw# AR

Corporate Competencies:

« Promotes UN's Values and ethical standards (tolerance, integrity, respect, results orientation,
impartiality)

« Displays cultural, gender, religion, race, nationality and sensitivity and adaptability

. Demonstrates integrity by modelling in the UN's values and ethical standards (human rights,
peace, understanding between people and nations, tolerance, integrity, respect, results
orientation, UNDP core ethics, impartiality,

Functional Competencies:
Management and Leadership

« Consistently approaches work with energy and a positive, constructive attitude

« Builds strong relationship with clients, focuses on impact and result for the client and
responds positively to feedback, timely responses to queries

« Demonstrates good oral and written communication skills

« Demonstrates openness to change and ability to manage complexities

« Demonstrates strong administrative skills and result oriented approach to work

« Provides inspiration and leadership to project staff as well as all the partners.

Development and Operational Effectiveness

« Ability to engage with high ranking UNDP Managers, Government Officials and international
donor community and provide policy advisory support services

Ability to identity opportunities, conceptualize and develop project reports

Ability to effectively support in strategic planning, results-based management and reporting
Ability to implement new systems and affect staff behavioural/attitude change

Ability to undertake result based management and reporting

e o & @

Knowledge Management and Learning

« Promotes knowledge management and a learning environment in the office through
leadership and personal example, excellent knowledge of capacity building theory and the
application of methodology, good understanding of capacity assessment methodologies,
excellent ability to identify significant capacity building opportunities, ability to get capacity |




building, excellent ability to demonstrate national capacities building (mastery of the tools and
their application)

Excellent communication skills (written and oral)

Display understanding of the relevant contemporary ICT tools and continuously act towards

personal capacity building

Minimum  Bachelor degree an technical expertise in
management/accounting

Experience o

Minimum 2 years of experience in Accounting,

Experience in finance and budget preparation and reporting for UNDP or
Government or equivalent.

Experience in handling project petty cash;

Experience in preparing financial reports;

Experience in proper project administration and filing;

Good knowledge of government systems, departments, CSOs, NGOs; and

Experience of managing logistics and financial resources in organizing
workshop/seminars;

Language Fluency in written and spoken English and Bangla




UNITED NATIONS DEVELOPMENT PROGRAMME
JOB DESCRIPTION

POSITION INFORMATION

Project name : Access to Justice Project

Job Code Title - Office Secretary cum Data Entry Operator
Number of Position : 01

Post Classification : SC

Proposed Grade : SB2

Duty station : Dhaka

Duration of contact : One year with possibility of extension
Source of Funding _ : Project

ORGANIZATIONAL CONTEXT : : P e U LS O L
Strengthening the formal justice system and the rule of law is a priority for the Government of
Bangladesh. There is increasing demand for improvements in the administration of timely,
affordable, and accessible justice. Improved access to justice for all requires a solid legal framework
consistent with the Bangladesh Constitution and international treaties and conventions to which
Bangladesh is a party. In recent years a number of important pieces of legislation have been
modernized, however, much of the colonial era legislative framework remains. In particular, many of |
the key laws related to the administration of justice need to be reviewed, consulted and amended to
address the large case backlogs in the Judiciary. As such, the Access to Justice Project will continue
its efforts to support the Ministry of Law, Justice and Parliamentary Affairs during the period of July,
2012-June, 2014 to strengthen legal reform processes, make the legislative drafting process more
inclusive and build capacity to produce high-quality legislation in a planned manner. During the
extension period the project will focus on legal reform and strengthening the law making process;
establishing a treaty desk to monitor compliance with Bangladesh’'s international obligations;
completing translation of 22 Laws related to access to justice from Bangla into English and English
into Bangla and supporting the Law Commission with public policy debate on legislative reform.
Initiatives like these will provide a sustainable foundation to improve access to justice to the public.
The project will focus on two outputs:

1. Strengthened institutional capacity to undertake prioritized, inclusive and higher quality
legislative reform

2. Strengthened institutional capacity to provide advice on international treaties, conventions
and international legal affairs.

The Office Secretary cum Data Entry Operator will work under the guidance and overall supervision
of the Chief Technical Adviser (CTA). She/He will maintain incoming and out-going documents,
files, prepare routine correspondence and general reference documents, organize data and
information and maintain records and files. In carrying out her/his responsibilities, she/he will
advocate and promote the work of UNDP in Bangladesh, the Project and other related

organisations
FUuNcTiONs/KEY RESULTS EXPECTED e L TR
The Office Secretary cum Data Entry Operator will work under the direct supervision and guidance
of the Chief Technical Adviser. S(h)e will support effective implementation of the project and timely
achievement of its objectives. Major functions will involve the following:

e Maintain in-coming and -out-going documents.




e Maintain project files, documents and provide support to Chief Technical Adviser and

consultants/experts
e Prepare routine correspondence and general reference documents, organize data and

information and maintain project records, files and documents
e Typing letters, documents, reports etc and applications of information and

Communication Technologies

e Proper filing of in-coming and out-going documents

e Ensure delivery and receiving documents

« Preparing correspondence and general reference documents, organize data and information

e Must have ability and willingness to work flexible hours on the computer undertaken data
entry, data verification and report production

« Carry out any other job as assigned by the Project Management Team (PMT)

R

~ IMPACTOFRESULTS N R
The key results have an impact on the overall success of the country programme and reaching
UNDAF/CPD goals. In particular, the key results have an impact on the design, operation and
programming of activities, creation of strategic partnerships as well as reaching overall project

targets.

Corporate Competencies:

« Demonstrates integrity by modeliing the UN’s values and ethical standards (human rights,
peace, understanding between peoples and nations, tolerance, integrity, respect, results
orientation (UNDP core ethics) impartiality

e Promotes the vision, mission, and strategic goals of UNDP

 Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability

Functional Competencies:
Management and Leadership

e Builds strong relationships with clients, focuses on impact and result for the client and
responds positively to feedback, timely responses queries

« Consistently approaches work with energy and a positive, constructive attitude

e Demonstrates good oral and written communication skills

e Demonstrates openness to change and ability to manage complexities

Development and Operational Effectiveness

 Ability to engage with high ranking UNDP Managers, Government Officials and International
donor community and provide policy advisory support services.

« Ability to identify opportunities, conceptualize and develop project reports
Capability to engage in team-based policy and programme dialogue, experience of leading
workshops and being a resource person

« Ability to lead strategic planning, results-based management and reporting: full project cycle
mastery, excellent work/project planning skills, mastery of UNDP’s new programme




modalities (PRINCE 2, RBM Guide, NEX/DEX execution etc) and also use ATLAS

Ability to oversee timely project implementation and to provide the necessary trouble shooting
to keep project implementation on schedule

Ability to formulate and manage budgets, manage contributions and investments, manage
transactions, conduct financial analysis, reporting and cost-recovery: excellent project
oversight functions including audit, accurate and thorough risk assessment

Ability to implement new systems and affect staff behavioural/attitudinal change

Knowledge Management and Learning

Promotes knowledge management and a learning environment in the office through
leadership and personal example: Excellent knowledge of capacity building theory and the
application of methodology: good understanding of capacity assessment methodologies;
excellent ability to identify significant capacity building opportunities, ability to get capacity
built, excellent ability to demonstrate national capacities built (mastery of the tools and their
application)

Actively works towards continuing personal learning and development in one or more
Practice Areas, acts on learning plan and applies newly acquired skills

Excellent communication skills (written and oral): Sensitivity to and responsiveness to all
partners, Respectful and helpful relations with all UN/UNDP staff

&

RECRUITMENT QUALIFICATIONS i

The incumbent should have a Bachelor degree in any rélevant discipline. A Diploma

Education
in ICT from a recognized computer institution shall be an added advantage
Experience e Minimum 3 years practical experience in secretarial duties and use of

computers, preferably within multi/bilateral donor supported projects.

« Excellence in usage of Computers and office software packages, handling of
web based management systems is expected

Language

Fluency in written and spoken English and Bangla




Project name : Access to Justice Project
Job Code Title : Driver cum Messenger
Number of Position : 01

Post Classification : SC

Proposed Grade : SB1

Duty station : Dhaka

Duration of contact : One year with possibility of extension
Source of Funding . Project

__ lIZA

Strengthening the formal justice system and the rule of law is a priority for the Government of
Bangladesh. There is increasing demand for improvements in the administration of timely,
affordable, and accessible justice. Improved access to justice for all requires a solid legal framework
consistent with the Bangladesh Constitution and international treaties and conventions to which
Bangladesh is a party. In recent years a number of important pieces of legislation have been
modernized, however, much of the colonial era legislative framework remains. In particular, many of
the key laws related to the administration of justice need to be reviewed, consulted and amended to
address the large case backlogs in the Judiciary. As such, the Access to Justice Project will continue
its efforts to support the Ministry of Law, Justice and Parliamentary Affairs during the period of July,
2012-June, 2014 to strengthen legal reform processes, make the legislative drafting process more
inclusive and build capacity to produce high-quality legislation in a planned manner. During the
extension period the project will focus on legal reform and strengthening the law making process;
establishing a treaty desk to monitor compliance with Bangladesh’s international obligations;
completing translation of 22 Laws related to access to justice from Bangla into English and English
into Bangla and supporting the Law Commission with public policy debate on legislative reform.
Initiatives like these will provide a sustainable foundation to improve access to justice to the public.
The project will focus on two outputs:

1. Strengthened institutional capacity to undertake prioritized, inclusive and higher quality
legislative reform

2. Strengthened institutional capacity to provide advice on international treaties, conventions
and international legal affairs.

The Driver cum Messenger will work under the guidance and overall supervision of the Chief
Technical Adviser. The Driver is full time member of Project management team.

She/He will drive office vehicles within Dhaka city and in field trips outside Dhaka.

Corporate Competencies:

« Demonstrates integrity by modelling the UN'’s values and ethical standards (human rights, peace,
understanding between peoples and nations, tolerance, integrity, respect, results orientation
(UNDP core ethics) impartiality

» Promotes the vision, mission, and strategic goals of UNDP
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