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Section I

Part I.  Situation Analysis
A post-crisis environment has characterized Serbia and Montenegro after the democratic transition started with the elections in September 2000, but the last few years of progressive reforms have moved the country out of international isolation and towards a transitional and developmental context. Formal accession to the European Union is the priority goal of most of the political leadership, but an over-hang of specific international obligations such as those related to the country cooperation with the International Criminal Tribunal for ex-Yugoslavia, or the UN Security Council Resolution 1244 on Kosovo are hampering the process. Some aspects of the Millennium Declaration, such as peace and security, governance, the rule of law, and human rights are essential foundations for the nurturing of an enabling environment to address the challenges of the Millennium Development Goals in Serbia and Montenegro.

The United Nations Common Country Assessment (CCA) for Serbia and Montenegro recognizes that over the course of last decade, the severe political and economic crisis and series of regional armed conflicts have affected the human development of society and damaged economic prospects in Serbia and Montenegro. Rising inequalities, bigger income poverty gap across the population strata and across geographical regions are closely linked with disparities in the health status, educational level, and accessibility to other basic social services. Effective democratic forms of governance require transparency, accountability, public participation and the respect of the rule of law. In Serbia and Montenegro, the state apparatus has become dilapidated at various levels during the decade of conflict and misrule, and is now being restored through constitutional and administrative reforms.

Poverty Reduction Strategy Paper processes have been finalized in both Serbia and Montenegro, approaching poverty as a multidimensional phenomenon including not only insufficient income, but also a lack of livelihood opportunities, inadequate shelter and inadequate access to social protection, health, education and public services. Both documents are relevant for deriving future meaningful anti-poverty programmes, and necessary comprehensive reforms in the country policy framework.

Despite the role of UNDP as policy advisor in Serbia and Montenegro has already been recognized in various sectors, more efforts are needed to provide consistency and coherence among these interventions, and between UNDP initiatives in the country and UNDP corporate policies. More efforts are also needed to retain and codify the knowledge produced and deployed during the programme implementation, participating in the global efforts of transforming UNDP into a learning organization. Moreover, efforts are required to systematize the mainstreaming throughout UNDP programmes of issues such as gender, right-based approach and capacity development, which have been until now the prerogative of focused interventions.

At the country level, UNDP has been collaborating during the last five years with the most prominent experts, think tanks and other civil society organizations. Because of its quality and development, indigenous expertise is of the utmost relevance to UNDP, to properly comprehend the country situation, and to provide adequate analyses and recommendations. Nevertheless, the country’s institutions need capacity development in terms of systematising a profitable and strategic use of this wealth of knowledge and expertise in policy and decision-making in a transition period during which many reforms are expected. UNDP international experience in the field, and its human approach to development are best placed to support the process.

Part II. Strategy
The policy advisory services provided through this project are meant to provide adequate and relevant policy services to decision makers in Serbia and Montenegro, to enhance the public dialogue about reforms and promote knowledge management within the organization. It will do so by promptly responding to national stakeholders’ demands for policy advise, by producing quality and timely knowledge products, by setting up knowledge management frameworks, which will allow UNDP to expand its programmes according to best practices and lessons learned. The overall project goal is to position UNDP Country Office in Serbia and Montenegro as the leading agency in terms of capacity development and pro-poor policy advice, advocating for sustainable human development according to UNDP corporate mandate. The envisaged interventions can be grouped in the following categories:

A. National and Sub-National Human Development Reports will be regularly produced every two years to provide an in-depth analysis of the reforms’ impact on human development in the country throughout the transition period. The reports will be prepared by UNDP in collaboration with the most prominent national think tanks, NGOs, and public institutions such as Universities and the Statistical Offices. The activities will not be limited at the publication of the reports, but they will include also capacity building (e.g. workshops, training and international consultancy) for national experts and institutions for quantitative and qualitative research and analysis in the human development field, and according to human development methodologies.

B. Policy for Development activities will be developed based on lessons learned from UNDP Country Office’s programmes and requests for policy advice from governmental counterparts. This set of activities will be developed based on 3 methodologies:

B.1 Building on the early working systems experience in Central and Eastern Europe, and in collaboration with the UN Country Team in Serbia and Montenegro, UNDP will set up a “Policy warning” system aimed at assessing the social impact of the proposed reforms on the population, with the aim to alert policy makers on the inherent destabilising potential. The system will include regular surveys twice a year to assess the public support to the on-going reform process, and to identify trends connected with major socio-economic issues (such as unemployment, privatisation, EU accession, access to social services, etc.).

B.2 Ad hoc surveys and policy papers will be developed in cooperation with national think tanks and NGOs to focus the analysis and to contribute to the debate on specific issues (e.g. laws to be passed in the parliament, main political events, living conditions of the most vulnerable groups such as Roma, refugees and IDPS, threats to human security etc.). Besides identifying trends and public support, the system will also identify the impact of alternative policy options, and elaborate policy scenarios.

B.3 Public fora will be promoted to enhance the national policy dialogue and promote a participatory approach to policy making. The fora will be organized as workshops, conferences, round tables and TV debates; they will be open to representatives of the government, the civil society and the private sector, with the aim to inform the public about the relevant on-going debates, and build institutional capacities for assimilating policy advice.

C. Besides its corporate reporting, UNDP in coordination with the UN Country Team will support the governments of Serbia and Montenegro to fulfil their reporting duties in front of the international community. Direct support will be offered to prepare regular Millennium Development Goals (MDG) Reports and to indigenise and localize the related targets and indicators, tailoring MDGs to the actual country situation. This support will consist of UNDP corporate experience with MDGs, and their relevance for transition countries, provision of national and international expertise to the government committees engaged in the report preparation, and support to the dialogue with civil society and the private sector to enhance participatory reporting mechanisms. A preliminary training will be organized upon the finalization of the baseline report to develop the governmental capacities in dealing with MDGs.

D. In terms of capacity building, the project will contribute to the strengthening of the country statistical capacities, paying a special attention to engendered and disaggregated (geographically and according to social groups) statistics. UNDP strategic partners in this field will be the National Statistical Offices, supporting the statistical staff participation at regional and international workshops and training, and providing qualified advice. Other methodologies will include the inclusion of additional indicators in the Dev-Info system implemented so far by the Statistical Offices with UNICEF support, and the promotion of specialized statistical publications concentrated on gender statistics or on upgrading statistical data on vulnerable populations.

E. Based on the above-mentioned activities, and other experiences developed with the Country Office in Serbia and Montenegro, the policy unit will set up a knowledge management system, aimed at:

· Mapping development problems, practices and opportunities, through the development or upgrading of templates and formats aimed to capture and codify knowledge stemming from UNDP activities

· Promoting assessment and research within the office, and based on programme activities

· Facilitating learning sessions to familiarize UNDP staff and partners with the latest development in the country and with regional and global best practices

· Delivering e-formatted roster and network services to UNDP Country Office and UNDP partners to enhance UNDP communities of practice in the country and strengthen UNDP partnership with the country’s and regional networks of professionals and experts

· Providing support to monitoring and evaluating of UNDP initiatives in Serbia and Montenegro, to facilitate mandatory corporate reporting (e.g. MYFF, SRF, CP, etc.) and elaborating indicators to trace project strengths and weaknesses, and documenting best practices and lessons learned.

Gender will be mainstreamed throughout the proposed activities, in terms of evaluating the potentially different impact of various policy measures on men and women, assuring a proper gender balance in the participation to debates, workshops and other events, and in supporting other UNDP interventions focused on gender issues. The publication of the fist man and women statistical booklet in March 2005 represents the baseline to enhance a gender perspective in UNDP policy analysis.

The full realization of human rights for all citizens of Serbia and Montenegro, which has ratified all six major human rights covenants and conventions, will be the guideline for policy analysis and policy recommendation. At the same time, all initiatives will build on existing national strategies, such as the Poverty Reduction Strategy in Serbia and the Development and Poverty Reduction Strategy in Montenegro. The European integration process will provide the broadest country-specific framework where to develop most of the analysis and recommendations.

All the project activities will be build on UNDP programmes and projects in Serbia and Montenegro and are aimed at enhancing their consistency and relevance for national strategies, and their adherence to UNDP corporate priorities such as gender mainstreaming and the human rights-based approach. Events and publications will be based on UNDP best practices and lessons learned in the country and in the region, and they will aim at the codification of the knowledge and the experiences produced during the country programme implementation. In a mutually reinforcing exercise, policy advisory services should improve UNDP programme implementation at the central and local level, and learn from the experiences matured in cooperation with national and local institutions. At the same time, the work of other UN and international agencies in the country will be taken as a reference, and consultations and cooperation arrangements will be seek whenever possible. In these terms, the reference document for relevant policy issues will be the United Nation Development Assistance Framework (UNDAF) for Serbia and Montenegro 2005-2009.

Part III. Management Arrangements
The project will be implemented under Direct Execution Modality (DEX) in accordance with UNDP rules and regulations as contained in the UNDP Programming Manual and UNDP Serbia and Montenegro Execution Manual. To build the national ownership of the policy advisory products offered through this project, a project board will be established including staff delegated by the Deputy Prime Minister Cabinet. The role of the board will be to provide guidance to the proposed initiatives, and to assure that the priorities of the Government of Serbia in terms of policy advice requirements are at the forefront of the proposed initiatives.

The main responsibility for the implementation of the project activities will stay within the Policy Unit in UNDP Country Office. A Policy Analyst, will be ultimately responsible for the delivery of the identified outputs, and the coordination of the multi-task activities, with the support of a Policy Associate. Detailed Terms of Reference related to the Policy Unit, the Policy Analyst and the Policy Associate, are included in the Annexes A, B and C.

Because of the institutional arrangements within the State Union of Serbia and Montenegro, it has been established that a “twin-track” approach would better serve the reporting purposes at the country level, whereby separate reports for Serbia and Montenegro will be prepared, eventually combined by a common introduction. Therefore, a consistent and continued collaboration with UNDP Liason Office in Podgorica is required for all corporate reporting that need to be processed at the state union level.

A. National Human Development Reports (NHDRs) will be prepared by a team of national experts contracted by UNDP. The theme for the National Human Development Reports will be proposed by the Policy Unit at the project board, and the decision will be finalized through consultations with the relevant gevernmental institutions, prominent think tanks and civil society organizations, and other UN and international agencies. National experts will be contracted individually, or through a think tank or civil society organization who will be in charge for the coordination of the NHDR teams and for the final editing of the report. The ecellency of the expertise will always be the first criteria in the selection, in accordance with the budget availability. The advocacy acticities related to the promotion and dissemination of the NHDRs will be conducted in partnerships with the national experts, unders UNDP leadership. UNDP experience in terms of human development reporting will be build into the process through consultations with UNDP Regional Centre in Bratislava and the Human Development Report Office in New York, providing additional capacity building events such as courses and workshops for national experts.

B. Policy for Development initiatives will require both target survey to obtain new data and information on specific topics, and meaningful analyses.
B.1 On the contrary of the human development reporting, to build local capacity for the development of a proper “Policy warning” system it will be necessary to establish a continual partnership with a national think tank or NGO, which will be selected through an initial tender process. Since it might prove impossible to identify one institution with the capacity to carry out both surveys and analysis, two institutions may be contracted and their efforts will be coordinated. UNDP will also facilitate the dialogue with governmental institutions, to enhance national capacities to respond to policy warnings and adjust reforms to prevent potential instabilities.

B.2 Ad hoc surveys and policy paper will be prepared in cooperation with national experts, think tanks, NGOs and the academia. Selection of the topic and recruitment of the experts will be based on the relevance of the issue and the required expertise. Through this component, UNDP will be able not only to be the initiator of specific researches, but also to accommodate proposals received by prominent UNDP partners.

B.3 Public fora will require UNDP to establish a database of relevant national and international experts, think tanks and other civil society organizations, to engage in various debates. The database will be built on the relationships already established during the recent years through UNDP programmes and projects in Serbia and Montenegro. The Policy Unit will be fully responsible for the setting up, maintenance and updating of the database. Enhancing UNDP relationship with the media, including national and local TVs, in cooperation with UNDP Communication Unit, will be fundamental to improve the outreach of the debates.
C. Since reporting related to the Millennium Development Goals, as well as to other international treaties and conventions, is a governmental responsibility, UNDP role will be mostly limited to capacity building and supporting the efforts of the government. This will be achieved mostly by deploying UNDP national and regional expertise, and in full coordination with the UN Country Team.
D. To enhance the national capacities to provide sound statistical data and analysis, UNDP will have to build on the already established relationship with the National Statistical Offices. Memoranda of understanding will be signed, allowing direct grant payments for all activities promoted by UNDP and not included in the budget foreseen by the National Law on Statistics, thus requiring additional efforts and resources from the national statistical staff. A template for the Memoranda of Understanding is included in this project document as Annex D.
E. The Policy Unit will be fully responsible for the setting up of the knowledge management system. Databases, templates and formats will be developed by UNDP staff engaged in the Policy Unit, building on already existing documents and formats in cooperation with UNDP staff engaged in operations and other programmes and cluster. Eventual external assistance could be required in terms of IT or knowledge managemetn expertise.

All the initiatives proposed in the project document will be developed in consultation with UNDP programme staff, relevant governmental counterparts and civil society organizations, to tailor them to the actual needs of the country, according to practice areas relevant for UNDP work in Serbia and Montenegro. UNDP Regional Centre in Bratislava, and other Country Offices in the region will be consulted to seek their experienced advice, and to investigate the applicability of best practices to the country context. The Policy Unit will also liase with the UN Country Team to contribute to the UN simplification and harmonization process in the country.

The project will be funded by UNDP core TRAC resources, although the donor community, other UN agencies, or governmental partners may decide to co-finance one or more specific initiatives, which they find particularly relevant for their mandates.

Part IV. Monitoring and Evaluation
A workplan with a related timetable will set the milestones and the timeframe for the proper implementation of the policy service project, according to result-based management principles. The workplan will be updated regularly, taking into consideration delays experienced in the past and external factors that can impact the delivery of the related outputs.

The interest of governmental officials, decision makers and other national stakeholders such as think tanks, the academia, prominent NGOs and other institutions in the initiative promoted, and their availability to be involved will be one of the most relevant measures of the project’s success.

Specific indicators to be monitored during the project implementation include:

· Quality, relevance and number of policy analysis products delivered through the project

· Extent of the dissemination of NHDRs and other publications

· Participation at the events promoted in the framework of the project

· Number of prominent experts, thinks tanks and NGOs involved in the various initiatives

· Media coverage of events and publications

· Interest manifested by government officials and other decision makers in the offered policy services

· Participation of the international community at large in the promoted debates

· Recognition from other countries in the region of the quality and relevance of the developed products.

The Policy Unit will also be responsible to monitor to which extent corporate priorities such as gender and human rights-based approaches will be mainstreamed in UNDP country programme.

Part V. Legal Context

This project document shall be the instrument referred to such as in Article 1 of the Standard Basic Agreement a copy of which is available at UNDP Regional Bureau for Europe and the CIS (RBEC).

The following types of revisions may be made to this project document provided UNDP is assured that other signatories of the project document have no objections to the proposed changes:

a) Revisions in, or addition to, any of the annexes of the project document;

b) Revisions which do not involve significant changes in the immediate objectives, outputs or activities of a project, but are caused by the rearrangement of inputs already agreed to or by cost increases due to inflation, and

c) Mandatory annual revisions, which rephrase the delivery of agreed project inputs or reflect increased expert or other costs due to inflation or take into account agency expenditure flexibility.

Section II Results and Resources Framework
	Intended Outcome as stated in the Country Results Framework: 

· Improved and equitable access to public services
· Increased social cohesion and realization of rights of vulnerable groups
· Use of Policy initiatives and Global Goods and Concerns to promote Sustainable Development

	Outcome indicator as stated in the Country Programme Results and Resources Framework, including baseline and target:

· Existence of institutionalized mechanisms for regular consultation between government partners, CSOs, and the private sector
· Human rights reporting functioning
· Regional HDI disparities

	Applicable MYFF Service Line:

1.1 MDG Country reporting and poverty monitoring

1.6  Gender mainstreaming

2.1  Policy support for democratic governance

4.6  Special initiatives for countries in transition

	Partnership Strategy: the project partnership strategy will be based on the collaboration with the Government of Serbia, through the Cabinet of the Deputy Prime Minister. Other government and parliamentarian stakeholders, and relevant decision makers will be consulted in terms of priority setting and involved in the proposed policy dialogue. Partnerships will be built with the most prominent national experts, think tanks, the Academia and civil society organizations that will be involved in the development of the various outputs.. The international community active in Serbia and Montenegro will be constantly involved in the dialogue and consulted to enhance cooperation and build consensus.

	Project title: Policy Advisory Services

Project ID: 

	Intended Outputs


	Output Targets for (years)
	Indicative Activities
	Inputs

	1.1 National Human Development Reports published in both Serbia and Montenegro

1.2 Policy for Development system set up in Serbia

1.3 MDG Reports

1.4 Statistical data and analysis enhanced

1.5 Knowledge management system in place in UNDP Country Office in Serbia and Montenegro


	1.1 National Human Development Reports published at least every two years in both Serbia and Montenegro

1.2 Regular papers issued twice per year, ad hoc papers based on actual policy priorities and public fora to be promoted according to the actual policy debate

1.3 One report in 2006, and localizing and nationalizing processes

1.4 Bi-annual gender statistics publications and Dev-Info made operational within one year

1.5 Databases and templates, to capture and codify the knowledge produce by UNDP interventions elaborated and adopted by the Country Office.
	1.1.1 Consultations on NHDR themes

1.1.2 Contracting NHDR teams

1.1.3 Editing and publications of NHDRs

1.1.4 Dissemination of NHDRs

1.2.1 Identification of the partner institution(s)

1.2.2 Preliminary training for partners institutions

1.2.3 Preparation of regular surveys and analysis

1.2.4 Consultations on ad hoc policy issues

1.3.1 Training for public officials on localizing and nationalizing MDGs

1.3.2 Preparation and dissemination of MDGs reports

1.4.1 Preparation of gender statistics publications

1.4.2 Expanding Dev-Info indicators

1.5.1 Database creation

1.5.2 Elaboration of templates

1.5.3 Learning sessions

1.5.4 Monitor and evaluation

1.5.5 Corporate reporting
	· Policy Analyst

· Policy Associate

· Experts (contract with individuals and/or institutions)

· Printing and publishing

· International editors

· Launching events and other communications and advocacy tools

· Policy Analyst

· Policy Associate

· Experts (training)

· Experts (contract with institutions)

· Printing and publishing

· Conferences, roundtables and other communications and advocacy tools

· Policy Analyst

· Policy Associate

· MDG trainers

· Consultation process

· Launching events and other communications and advocacy tools

· Policy Analyst

· Policy Associate

· MoU with Statistical Offices

· Printing and Publications

· Launching events and other communications and advocacy tools

· Policy Analyst

· Policy Associate

· National and international experts

· Communications and advocacy tools




Annexes

· Annex A. Policy Unit Terms of References

· Annex B. Policy Analyst Terms of References
· Annex C. Programme Officer/Associate Terms of References
Annex A.

UNDP Serbia and Montenegro

Policy Unit

TERMS OF REFERENCE

Corporate Rationale for a Policy Unit

According to the Multi-Year Funding Framework 2004-2007, one of UNDP’s five drivers of development effectives is advocating and fostering an enabling policy environment. Recognizing that the national policy environment is a key driver of development effectiveness, UNDP can leverage its established local presence and development experience to serve as a powerful advocate and advisor, supporting policy results and commitments that incorporate human development and poverty considerations and targets.

Policy advice is aimed at achieving the 5 UNDP corporate goals, and particularly:

1. Goal 1: Achieving the MDGs and reducing human poverty

1.1. Service line 1.1: MDG country reporting and poverty monitoring, and the core results:

· HDR prepared addressing national priority issues

· National events and dialogue on major development issues

2. Goal 2: Fostering democratic governance

2.1. Service line 2.1: Policy support for democratic governance, and the core results:

· National dialogue on responsive governance and democratisation established, including in post-crisis and transitional countries

· Broad-based national governance programmes, reflecting poverty reduction goals, agreed by all stakeholders. 

Context:
Key UNDP programme interventions in Serbia and Montenegro have been resumed in 2001, and developed in the areas of democratic governance and institutional reform, crisis prevention and recovery, social cohesion, energy and environment. The engagement of UNDP in these areas is mirrored in the agency structure. UNDP in Serbia and Montenegro currently consists of four Clusters: Institutional Development and Public Administration Reform, Judicial Reform and Rule of Law, Human Security and Sustainable Development. 

Three offices are operational in the country: the Country Office in Belgrade, the Liason Office in Podgorica, and the Programme Office in Vranje. In addition to this, UNDP administers the regional South Eastern Europe Clearinghouse for the Control of Small Arms and Light Weapons (SEESAC).

Experiences in terms of policy advise and support so far

During the implementation of the Country Cooperation Framework for Yugoslavia/Serbia and Montenegro (2002-2004), policy advise services have been provided to the Governments in Serbia and Montenegro, both at the State Union and at the Republic levels, and policy advocacy initiatives have been promoted, for instance:

· National and international experts deployed for policy advice in the reform process through the Capacity Building Fund programme in Serbia and at the State Union level and the Capacity Development Programme in Montenegro

· NGO participation in the PRSP process through the Civil Society Programme

· International experts providing policy advice to the Ministry of Defence in Security Sector Reform issues

· Ad hoc events such as the “Strategic Round Table on Governance Transition”

· Policy advise for local self-government through the Regional Project LoSD, promoting an east-east transfer of knowledge and best practices

· Publications within various sectors, addressing relevant issues for the post-crisis recovery and transition process in the country:

· Proceeding of the workshop on Local Economic Development in Serbia and Montenegro

· Employment, Labour Market and Standard of Living in Montenegro

· The Aspiration Survey for Serbia and Montenegro

· The Report “Stuck in the Past: Energy, Environment and Poverty in Serbia and Montenegro

· SALW Survey for Montenegro “A House isn’t a Home without a Gun”

Challenges and lessons learned

Despite the role of UNDP as policy advisor in Serbia and Montenegro has already been recognized in different sectors, more efforts are needed to provide consistency and coherence among these interventions and between UNDP initiatives in the country and UNDP corporate policies.

More efforts are also necessary to codify and retain the knowledge produced and deployed during the implementation of the different programmes, participating in the global effort of transforming UNDP in a learning organization.

Tasks of the Policy Unit

The Policy Unit will foster policy formulation in Serbia and Montenegro, mainly through capturing and codifying the knowledge produced while implementing UNDP programmes, and with additional researches, data collection, workshops, courses and seminars, and other actions aiming at the promotion of a policy debate on sustainable human development in the country.

The main activities envisaged are:

· Elaboration of country strategy to provide policy advise in Serbia and Montenegro

· Production, editing and publication of NHDRS

· Establishment of a National NHDR Advisory Committee, based on a network composed of Academia, think tanks, CSOs, and other knowledgeable persons in the country.

· Promotion of national debates on issues analysed within the NHDRs (press conferences, public debates, workshops and seminars)

· Preparation of other publications, complementary to the NHDRs and tailored according to the target audience

· Participation in UNDP knowledge networks on human development related issues, sharing information and learning from best practices applied elsewhere.

· Support to the National Statistical Offices for upgrading their capacities of monitoring human poverty related statistical data and collecting gender and regionally disaggregated data

· Support to the Governments of Serbia and Montenegro for the preparation of MDGR, in cooperation with the UNCT

· Establishment of a policy for development system, in collaboration with the UNCT, inclusive of:

· Periodic surveys to analyse national trends

· Ad hoc policy papers on actual policy issues

· Public for a to enhance the policy debate

· Preparation and maintenance of a database of UNDP policy support to Serbia and Montenegro

· Preparation of a database of national and international experts, who could deliver relevant policy advise according to their sector of expertise. The database should be inclusive of:

· International experts knowledgeable about the situation in Serbia and Montenegro, and with a good record of experience in areas relevant for transition countries. 

· National prominent experts willing to collaborate with UNDP.

· Promotion of a east-east transfer of knowledge, through UNDP RBEC network, identifying best practices applied in former transition countries, now EU members, and adapting them to the context in Serbia and Montenegro.

· Establishment and maintenance of a virtual library in the CO intranet, with all publications relevant for UNDP mission in Serbia and Montenegro, to be accessible to all programme staff.

· Support to and enhancement of the partnership strategy of the office

· Support to UNDP programmes and projects in Serbia and Montenegro, whenever one of their outputs is intended to be policy advise, and making sure their consistency with BDP policy notes.

Moreover, the policy unit will provide support to UNDP Country Office in terms to corporate reporting (e.g. MYFF, SRF, CP, etc.) and to mainstream across the various programmes UNDP corporate policies, such as:

· Gender

· Right-based approach

· MDGs,

and it will do so by:

· Advocating for the above-mentioned issues during the Local Programme/Project Appraisal Committees.

· Screaming UNDP publications during the editorial board meetings, to make sure the above issues are taken into consideration

· Supporting programme/project staff in the mainstreaming exercise if required

Organigram of the Policy Unit











ANNEX B

STANDARD POST DESCRIPTION

FOR SERBIA AND MONTENEGRO STAFF

POST IDENTIFICATION

	A: Name of post: Programme Analyst/Head of Policy Unit
	B: Duty station: Belgrade

	C: Name of unit: Policy Unit
	D: Project reference: Policy Advisory Services

	E: Duration: 1 year, renewable
	F: Level of post: A3


MATRIX MANAGEMENT 

	Supervisor:


	DRR

	Second Supervisor
	ARR

	Supervisees
	· Programme Associate/Officer

· Other eventual staff within the Policy Unit (e.g. interns)

	Other functional relations
	· Provide necessary support to Cluster Team Leaders and other programme staff.



CONTENT

	The incumbent is expected to fulfil the following responsibilities and tasks: 
Programme Formulation

1. Analyse and assess the socio-economic impact of policy proposals from a sustainable human development perspective, maintain continuous dialogue with partners to provide development advisory services, identify catalytic areas eligible for UNDP support and intervention in light of declared national priorities, the International Conventions (reflected in the Millennium Development Goals), UNDP strategic focus areas and best practices.
2. Analyse context and indicators and propose UNDP’s contributions and drafts policy documents and other strategic documents in the Country Programme Document thematic framework.
3. Proposes content of Common Country Assessment, UN Development Assistance Framework, Country Programme Document and Annual Work Plans.
4. Participate in the project formulation process in the policy advisory field, including the establishment of monitoring mechanisms, instruction of performance indicators, success criteria, targets and milestones. Advocate for the same principles during LPACs and editorial board meetings
Programme Implementation and Monitoring

5. Participate in the elaboration and quality control of knowledge products prepared within the Policy Advisory Service project, and provide support to the preparation of other knowledge products within the implementation of UNDP activities in Serbia and Montenegro.
6. Monitoring ongoing Policy Unit activities substantively through:

· Developing workplans to measure progress and performance;

· Organizing regular meetings with governmental counterparts and implementing partners and proposing direction and solutions if necessary;

· Resolving problems in execution and implementation;

· Liasing with the Bratislava Office and seeking their advice;

· Filling all official records in the file and make them accessible to all staff in the office;
7. Propose the establishment of tolls and methodologies facilitating the capturing and codification of knowledge and policy best practices developed throughout the implementation of UNDP activities in the country.

8. Monitor ongoing projects financially, in close consultation with the Programme Finance Associate and with the support of the Programme Associate/Officer, to ensure the efficient and timely delivery of outputs and the realisation of the targeted expenditure level. The financial monitoring includes:
· Establishing project budget build-up in accordance with yearly/quarterly workplan and approved project document, and monitoring project expenditures and disbursement;

· Preparing mandatory and substantive budget revisions (due to revision of objectives, increase/decrease in inputs of any of the parties in the project);

· Reviewing and approving project requests for direct and advance payments.
9. Ensure the reporting requirements are met in a timely manner.
Evaluation

10. Contribute to the evaluation planning exercise for the Policy Unit

11. Provide evaluation missions with inputs and necessary support.

12. Support regular internal and external monitoring and evaluation of other programmes and projects when requested, through the development and elaboration of specific templates and formats.

Resource Mobilization

13. Assist in mobilizing cost-sharing resources from the government, donors and other partners to leverage UNDP resources.

Building Partnership

14. Work closely with the State Union and constituent Republic Ministries, public institutions, think tanks, other UNDP offices, UN agencies, NGOs, and other possible strategic alliances inside and outside the country, and contribute to developing policy related programmes and activities within a development framework.

15. Maintain proper records of all meetings with external partners, and inform the supervisor and senior management accordingly.

16. Establish a network of specialists through:
· Identify existing or interested human development and policy specialists, government and regional focal points, trainers, researchers;

· Maintaining an active data-base of the above people for reference and referral

Advocacy

17. Advocate, promote awareness and understanding of UNDP mandate with special emphasis on human development, and feed regular information on UNDP related activities to the media in collaboration with UNDP Communication Officer.
Others 

18. Perform any other appropriate task relevant to the development and implementation of the Policy Unit.
19. Act as Gender Focal Point.


COMPETENCIES

	Areas 
	Required competencies

	· Corporate Responsibility & Teamwork
	· Serves and promotes the vision, mission, values, and strategic goals of UNDP

· Plans, prioritises, and delivers tasks on time

· Participates effectively in a team-based, information-sharing environment, collaborating and cooperating with others

· Responds flexibly and positively to change through active involvement

· Accept additional responsibility as required by the demands of service

	· People skills
	· Recognises and responds appropriately to the ideas, interests, and concerns of others; gives credit to the contributions of others

· Establishes clear performance goals, standards and responsibility; manages them accordingly.

	· Partnering & Networking
	· Initiates and sustains relationships with key constituents (internal/external/bilateral/public/private/NGO)

· Seeks and applies knowledge, information, and best practices from within and outside UNDP

	· Results-Orientation
	· Plans and produces quality results to meet established goals
· Determines clients’ needs & adapts UNDP products & services to meet them

	· Innovation & Judgement
	· Contributes creative, practical ideas and approaches to deal with challenging situations

· Pursues own personal and professional development

	· Communication
	· Formulates written information clearly and persuasively

· Presents oral information clearly and persuasively

	· Job Knowledge & Expertise
	· Demonstrates substantive and technical knowledge to meet responsibilities and post requirements with excellence.

· Executes day-to-day tasks systematically & efficiently
· Uses information technology effectively as a tool and resource 

· Is motivated and demonstrates a capacity to pursue personal development and learn


REQUIREMENTS

	· Education
	Advanced University degree in areas of international relations, political science, development, economics or other social sciences.

	· Work Experience
	Minimum 3-5 years of practical experience including project management and at least one field assignment in a post conflict or developing country.

	· Skills and Language
	· Computer literacy in mainstream software programmes; 
· Excellent English.  


ANNEX C

STANDARD POST DESCRIPTION

FOR SERBIA AND MONTENEGRO STAFF

POST IDENTIFICATION

	A: Name of post: Programme Associate/Officer
	B: Duty station: Belgrade

	C: Name of unit: Policy Unit
	D: Project reference: Policy Advisory Services

	E: Duration: 1 year, renewable
	F; Level of post: GS 5 equivalent (?)


MATRIX MANAGEMENT 

	Supervisor:


	Head of the Policy Unit

	Second Supervisor
	DRR

	Other functional relations
	· Provide necessary support to Cluster Team Leaders and other programme staff as instructed.
· Ensure the necessary communication and exchange of information between the Policy Unit and staff and the Operations Unit


CONTENT

	The incumbent provides assistance and support to the programme activities within the Policy Unit and is expected to fulfil the following responsibilities and tasks: 
Programme Formulation

20. Assist in collecting data and information on the programme areas relevant for the Policy Unit and CPD.
21. Assist in the budget preparation.
22. Assist in preparing background material, working papers, statistical data and tables for briefing and review sessions.
Programme Implementation 
23. Refer to UNDP Programme Manual, Atlas guidelines, UNDP Manual on Operations Management, and provide necessary operational/control tasks to ongoing activities in compliance with these manuals.  

24. Assist in monitoring ongoing Policy Unit projects financially, in close consultation with the Programme Finance Associate, to ensure the efficient and timely delivery of inputs and the realisation of the targeted expenditure level.  
25. Assist in preparing mandatory and substantive budget revisions (due to revision of objectives, increase / decrease in inputs by any of the parties to the project).

26. Perform financial tasks in Atlas financial module according to programme needs

27. Assist in procurement of goods and services and in the preparation of clearance procedures, recruitment, travel, etc.

28. Assist in the establishment and maintenance of expert rosters and knowledge management databases, including researching and storing data and information on activities related to UNDP programme areas.

29. Assist the establishment and adjustment of project work plans and the preparation of periodic progress reports
Routine

30. Arrange appointments and meetings, also ensuring that documentation is complete and distributed in good time.
31. Maintain a calendar of events, meetings, missions, etc.
32. Draft routine correspondence and respond to routine inquiries.
33. Provide secretarial and logistical assistance to consultants and experts.
34. Assist in the organization of workshops, seminars and training activities

35. Provide support to meetings (taking minutes etc.), seminars and other events organised by the Policy Unit.
36. Maintain programme / project files in conformity with UNDP Global Filing System.
37. Maintains project inventory records
Interpretation & translation

38. Interpret at internal and external meetings and translate key documents.
Others

39. Perform any other appropriate tasks relevant to the development and implementation of the Policy Unit.


COMPETENCIES

	Areas 
	Required competencies

	· Corporate Responsibility & Teamwork
	· Serves and promotes the vision, mission, values, and strategic goals of UNDP

· Plans, prioritises, and delivers tasks on time

· Participates effectively in a team-based, information-sharing environment, collaborating and cooperating with others

· Responds flexibly and positively to change through active involvement

	· People skills
	· Recognises and responds appropriately to the ideas, interests, and concerns of others; gives credit to the contributions of others

· Sets clear performance goals and standards; executes responsibilities accordingly.

	· Partnering & Networking
	· Seeks and applies knowledge, information, and best practices from within and outside UNDP

	· Results-Orientation
	· Plans and produces quality results to meet established goals
· Determines clients’ needs & adapts UNDP products & services to meet them

	· Innovation & Judgement
	· Contributes creative, practical ideas and approaches to deal with challenging situations

· Pursues own personal and professional development

	· Communication
	· Formulates written information clearly and persuasively

	· Job Knowledge & Expertise
	· Executes day-to-day tasks systematically & efficiently
· Uses information technology effectively as a tool and resource 

· Is motivated and demonstrates a capacity to pursue personal development and learn


REQUIREMENTS

	· Education
	University degree preferably in areas of development, economics and other social science.

	· Work Experience
	Practical experience in a well-reputed organisation would be an asset.  

	· Skills and Language
	· Computer literacy in mainstream software programmes; 
· Excellent English.  


SIGNATURE PAGE

Country: Serbia and Montenegro_

UNDAF Outcome(s)

:

A. Improved and equitable access to public services

B. Increased social cohesion and realization of rights of vulnerable groups

C. Use of Policy initiatives and Global Goods and Concerns to promote Sustainable Development
Expected Outcome(s)/Indicator (s):

1. HDRs prepared addressing national issues

2. Statistical and analytical capacities for regular MDG reporting established
3. National events and dialogue on major development issues organized
4. Gender analysis and sex disaggregated data integrated in the design of policies, programmes and operations
5. National dialogue on responsive governance and democratisation established, including in post-crisis and transitional countries
Implementing partner:



UNDP______________________


Agreed by Cabinet of the Serbian Deputy Prime Minister:_______________________

Agreed by Nicola Harrington, Resident Representative (UNDP):______________________

A post-crisis environment has characterized Serbia and Montenegro after the democratic transition started with the elections in September 2000, but the last few years of progressive reforms have moved the country out of international isolation and towards a transitional and developmental context. This project is meant to provide adequate and relevant policy services to decision makers in Serbia and Montenegro, to enhance the public dialogue about reforms and promote knowledge management within the organization. It will do so by producing Human Development Reports, strengthening the national stakeholders capacities for MDG reporting, relaying on national statistical data and analysis, and by providing regular and ad hoc assessment of on-going reforms, with a special attention to their impact on gender and vulnerable groups.





UNDP Communication Unit





Project Board;


Cabinet of the Deputy Prime Minister


UNDP


?





RR


DRR


ARR





Budget			____US$ 693,365____


General Management Support Fee _NA_______


Total budget:		 _ US$ 693,365______


Allocated resources:	 _US$ 508,030_____


Government		 ____________


Regular 		 ___ US$ 508,030_


Other:


Donor	_________


Donor	_________


Donor	_________


In kind contributions  _________


Unfunded budget:	__US$ 185,335_____








Think Tanks


Academia


CSOs





Policy Analyst





Programme Period: June 2005 – June 2007_______________


Programme Component: 1: Achieving the MDGs and reducing human poverty


2. Fostering democratic governance


Project Title: Policy Advisory Services_________________


Project ID: _________________


Project Duration:	2 years____________________________


Management Arrangement: DEX______








UNDP Programmes and Projects





Programme Associate/Officer





NHDR Team (think tank)





MDG Committee





Policy warning Team (think tank)





Other eventual project teams (e.g. gender or statistics)





UNCT
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