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 UNHCR JOB DESCRIPTION 
(When finalised and approved by the Post Manager(s), e-mail to HQPC00) 

Date of Classification (1): January 2017  

PART 2A – IDENTIFICATION OF POSITION 

Position No: 10026973 

Position Title:   Assistant Websites Officer (ACNUR) Position Grade:  NOA 

Position Location:  San José, Costa Rica Functional Group(1) : 4.2.b 

Supervisor Position No., Title & Grade: 10023021, Head of Regional Legal Unit, P5  CCOG Code (1) :  1.A.08 

Job Code (1) : 003074  Category: (1) : STD-S 

(1)  To be completed by PCU   

PART 2B – POSITION REQUIREMENTS 
2.1 ORGANIZATIONAL CONTEXT. Define the role of the position within the team, describing its leadership role, if any, it’s 

external/internal work relationships or contacts, the contextual environment in which it operates and the scope of supervision received, and where 
applicable, exercised by the incumbent.  

  

One of the core competencies of the Regional Legal Unit (RLU) for the Americas of the UN Refugee Agency 

(UNHCR/ACNUR) - from now on RLU - is the management, maintenance and updating of UNHCR/ACNUR public 

websites in Spanish and Portuguese - ACNUR.ORG and ACNUR.ORG.BR. The RLU is based in San José, Costa Rica. 

The RLU runs the management, maintenance and updating of the Spanish and Portuguese UNHCR/ACNUR websites 

through a specific project, that includes content management, technical support and web hosting. The Assistant Websites 

Officer (ACNUR) will act as project coordinator, being responsible for the timely management and updating of both the 

Spanish and Portuguese websites ACNUR.ORG and ACNUR.ORG.BR, and will also assure that ordinary and 

extraordinary maintenance is duly performed on both websites, acting as the focal point and liaison person with the 

relevant counterparts in charge of the hosting, development and technical support of the websites. The incumbent will 

essure the timely publication and edition of all the contents included in the UNHCR/ACNUR Spanish and Portuguese 

websites - ACNUR.ORG and ACNUR.ORG.BR, liaising with relevant PI and PSP counterparts. Alongside the Spanish 

and Portuguese UNHCR/ACNUR websites, the RLU manages some of the social media platforms of the “UNHCR-

ACNUR Américas” network, namely, YouTube, G+, Instagram and Flickr, while acting as a backup and support for the 

management of Facebook and Twitter. Thus, the incumbent will be responsible for coordinating timely and relevant 

updates in those platforms and for the management of related multimedia contents. The incumbent will also coordinate 

the management and maintenance of the Legal Database of the Spanish and Portuguese UNHCR/ACNUR websites, the 

Publications Database of the Spanish and Portuguese UNHCR/ACNUR websites, and the Country of Origin Information 

database in the Spanish UNHCR/ACNUR website. 

 

2.2 FUNCTIONAL STATEMENT. Describe the accountabilities, responsibilities and authorities associated with the position.  

 

Accountability (key results that will be achieved) 

 

- The Spanish and Portuguese websites and relevant social media platforms are duly and timely updated and 

maintained.  

- Liaison with concerned internal and external counterparts is assured and maintained. 

- Planning and reporting is performed according to UNHCR’s standards and requirements.  
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Responsibility (process and functions undertaken to achieve results)  

 

- Coordinate functions and assign responsibilities related to the update and maintenance of all the section of the 

Spanish and Portuguese UNHCR/ACNUR websites, including news, webstories, events, general information, Legal 

Database, publications, Country of Origin Information (COI), as well as those social media managed and updated by 

the RLU. 

- Coordinate the workflow related to translations of documents, publications, and all the pertinent web contents to be 

published in Spanish and Portuguese UNHCR/ACNUR websites, including multimedia material for web and social 

media, and liaise with relevant internal and external counterparts. 

- Perform planning and reporting activities in accordance to UNHCR’s standards and requirements; provide data and 

analysis on the usage and accesses to UNHCR/ACNUR Spanish and Portuguese websites and those social media 

platforms managed and updated by the RLU. 

- Assign tasks and responsibilities within the Content Management System (CMS) of the Spanish and Portuguese 

UNHCR/ACNUR websites, in order to assure their timely and continuous updating. 

- Organize and update contents in both the Spanish and Portuguese UNHCR/ACNUR websites, as well as those social 

media managed and updated by the RLU. 

- Organize and update contents in special sites - other than the Spanish and Portuguese UNHCR/ACNUR websites - 

such as awareness campaigns and/or annual or special events minisites and landing pages. Liaise with relevant 

internal and external counterparts for the optimal maintenance and updating of such websites. 

- Liaise with PI and PSP internal counterparts in order to assure that the Spanish and Portuguese UNHCR/ACNUR 

websites respond to specific visibility/awareness and fundraising purposes. 

- Manage the Google Adwords (Grants) profile connected to ACNUR.ORG and all the Google related features 

connected to the domain ACNUR.ORG, such as Google News, Google Plus, and Google Search Console, alongside 

with Google Analytics. 

Authority (decisions made in executing responsibilities and to achieve results) 

 

- Decide on the content to be published on UNHCR/ACNUR Spanish and Portuguese websites and those social media 

platforms managed and updated by the RLU. 

- Define roles and responsibilities related to the content management of UNHCR/ACNUR Spanish and Portuguese 

websites (ACNUR.ORG and ACNUR.ORG.BR). 

2.3 REQUIRED COMPETENCIES, which illustrate behaviours that are essential to achieving deliverables described above, and that 

are critical to successful performance. All jobs require the staff to abide to the Values and Core competencies of UNHCR.  Where applicable, select a 
maximum of six Managerial and three Cross-Functional Competencies. (Note that the Performance Appraisal and Management System (PAMS) allows 

for up to five Cross-Functional Competencies to be selected by the staff member and the supervisor.  

  

Code Managerial Competencies 

1.  M001 Empowering and Building Trust 

2.  M002 Managing Performance 

3.  M003 Judgement and Decision Making 

4.  M004 Strategic Planning and Vision 

5.  M005 Leadership  

6.  M006 Managing Resources 

  

Code Cross-Functional Competencies 

1.  X001 Analytical Thinking 

2.  X002 Innovation and Creativity 

3.  X003 Technological Awareness 

4.  X004 Negotiation and Conflict Resolution 

5.  X005 Planning and Organizing 

6.  X006 Policy Development and Research 

7.  X007 Political Awareness 

8.  X008 Stakeholder Management 

9.  X009 Change Capability and Adaptability 
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2.4 ESSENTIAL MINIMUM QUALIFICATIONS AND PROFESSIONAL EXPERIENCE 

REQUIRED.  Define the educational background, the relevant job experience and the language(s) that are essential to perform the work of the 

position. 

 

- University degree in Journalism, Communications, International Relations, Political Sciences or a related field. 

- 2 years of relevant experience working in web content management or a related field. 

- Experience working with different content management systems for web publishing. 

- Experience in social media and community management. 

- Experience in photo and video editing. 

- Experience in the management of digital documents and documents data bases, including categorization and 

organization. 

- Experience working with search optimization and positioning tools. 

- Strong translation, writing, and editing skills. 

- Strong understanding of digital communication technologies, including mobile platforms and social media. 

Proficiency in Spanish, Portuguese, and English. 

2.5 DESIRABLE QUALIFICATIONS & COMPETENCIES.  Describe any experience or knowledge that would be an 

asset, such as: UNHCR Learning Programmes, other training, additional languages, Field/HQs experience, etc. 

 

- Proficient in Adobe Photoshop and Premiere. 

- Proficient in Adobe Acrobat Pro. 

- Experience working with HTML and CSS. 

- Experience working with Typo3 and Wordpress. 

 

 


