	

	
UNITED NATIONS DEVELOPMENT PROGRAMME
JOB DESCRIPTION





	I.Position Information

	
Job Code Title: Assistant Legal Advisor
	
Project title: Enhancing the capacity of national actors in promoting and effectively protecting human rights

Position Number: 00114334

Department: Office of the High Commissioner on Human Rights/Azerbaijan

Reports to: National Human Rights Officer and the Project Coordinator 

	
Grade level: SB2/1
	
Duty Station: Baku, Azerbaijan
Family Duty Station as of Date of Issuance: Yes
Duration and Type of Assignment:  Initially, 12 months, with a 
possibility of extension depending on performance




	II. Organizational Context

	OHCHR will be implementing the project on strengthening the role of the civil society and lawyers’ community members to promote and effectively protect human rights under the United Nations human rights system. The project activities aim at supporting and promoting the role of the Azerbaijani civil society organizations (hereafter “CSOs) and lawyers’ community members in effective protection of human rights in the country to mainstream the UN human rights mechanisms and promoting and increasing the use of national human rights protection system by the national actors, particularly by the vulnerable groups. The global objective of the project is to expand access to justice for the vulnerable groups and strengthening the role of the civil society and lawyers’ community members to promote and effectively protect economic and social rights under the United Nations human rights system.
Within the framework of the project, OHCHR will support delivery of free professional legal assistance both in Baku and regions of Azerbaijan specifically for the benefit of vulnerable groups, such as persons with disabilities (PwD), low-income population, victims of gender-based violence, etc., to promote and increase the use of national human rights protection systems by the national actors. Free and comprehensive legal services, including mobile legal services to reach remote areas and/or people with reduced mobility, will be provided on a broad range of legal issues, including inter alia social security law, property rights and administrative legal proceedings. The beneficiaries of these services will receive advises on procedural matters and assistance in preparing and submitting legal documents. For this purpose, OHCHR will recruit Assistant Legal Advisor who will assist OHCHR in providing legal services for the project beneficiaries.
Under the direct supervision of the OHCHR field presence, the Assistant Legal Advisor will be responsible for assisting OHCHR in management and coordination of the project activities related to the provision of legal services and other following activities. The incumbent of the position will report to  the National Human Rights Officer and the Project Coordinator.



	III. Duties and Responsibilities

	
· Assist in providing consultations and legal services to persons with disabilities and other vulnerable groups, including on-site legal services;
· Assist in selecting cases for court litigation and representing the applicants in the courts and administrative bodies;
· Maintaining appropriate files, records and other documents related to the cases of applicants;
· Assist in dissemination of the publications and other awareness raising materials;
· Ensuring effective internal communication;
· Assist in reporting to the OHCHR project staff on a regular basis on progress made with the delivery of services; 
· Assist in ensuring quality of external communication with the applicants seeking legal advice and litigation services;
· Assist the OHCHR project staff in coordinating and facilitating other project-related related activities such as training programme for CSOs and lawyers’ community members;
· Other activities related to the implementation of the Project.






	IV. COMPETENCIES

	
Core Competencies:  

Innovation
Ability to make new and useful ideas work    
Level 2: Execute & Learn (Perform defined tasks)

Leadership
Ability to persuade others to follow                 
Level 2: Execute & Learn (Perform defined tasks)

People Management
Ability to improve performance and satisfaction  
Level 2: Execute & Learn (Perform defined tasks)

Communication
Ability to listen, adapt, persuade and transform  
Level 2: Execute & Learn (Perform defined tasks)

Delivery
Ability to get things done                    
Level 2: Execute & Learn (Perform defined tasks)

Technical/Functional
Primary

Operational Effectiveness
· Ability to perform a variety of repetitive and routine tasks and duties related to programme support
· Ability to handle a large volume of work possibly under time constraints
· Knowledge and understanding of administrative procedures, as well as knowledge of office software applications 
· Ability to operate and maintain a variety of computerized business machines and office equipment in order to provide efficient delivery of service
· Ability to organize and complete multiple tasks by establishing priorities
Managing data
· Collects and compiles data with accuracy identifying what is relevant and discarding what is not, records it in an accessible manner and maintains data bases
· Transmits file data; creates and generate queries, reports and documents utilizing databases, spreadsheets, communications and other software packages with speed and accuracy
Managing documents, correspondence and reports
· Ability to produce accurate and well documented records conforming to the required standard
· Ensures correspondence, reports and documents comply with established UN standards
· Provides inputs to correspondence, reports, documents and/or presentations
Planning, organizing and multi-tasking
· Organizes and accurately completes multiple tasks by establishing priorities while taking into consideration special assignments, frequent interruptions, deadlines, available resources and multiple reporting relationships
· Plans, coordinates and organizes workload while remaining aware of changing priorities and competing deadlines
· Demonstrates ability to quickly shift from one task to another to meet multiple support needs
· Establishes, builds and maintains effective working relationships with staff and clients to facilitate the provision of support
Ethics and values
· Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability
· Treats all people fairly without favouritism
Promoting learning and knowledge management/sharing is the responsibility of each staff



	V. Recruitment Qualifications

	Education:
	Bachelor’s degree in Law;



	Experience:




	At least two years of professional experience in human rights and rendering legal services

	Language requirements:
	Fluency in written and spoken Azerbaijani and English.


	Others:
	Experience in the usage of computers and office software packages.

	How to apply:
	Please go to the below link to apply for this position:
[bookmark: _GoBack]https://www.az.undp.org/content/azerbaijan/en/home/jobs.html






	
VI. Signatures-  Job  Description Certification


	Incumbent  (if applicable)

Name:                                                                            Signature                                         Date

	Supervisor

Name: 
Title:                                                                               Signature                                         Date
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