
 

 

 

 

 

 

 

 

Position:    ASSISTANT RESETTLEMENT OFFICER 

Category:    National Officer / Level A  

Duty Station:   Brasilia, Brazil 

Type of Contract  Fixed-Term Appointment 

Tentative Start Date:  1 March 2018 

Est. Gross Monthly Salary: BRL 17,300.00 per month 

 

 

1. GENERAL BACKGROUND 

 
An Assistant Resettlement Officer position is typically located at Regional Office, Branch Office or Field 

Office. Under supervision, the incumbent’s primary role is to assist in providing, in close coordination with 

concerned sections within UNHCR as well as external parties such as resettlement countries, IOM and 

NGOs, a continuous support to resettlement operations by ensuring that resettlement polices are correctly 

implemented and operations are supported in establishing comprehensive protection and solutions 

strategies. The Assistant Resettlement Officer takes part in assessing cases for resettlement and conducting 

interviews as well as monitoring procedural compliance and quality of case submissions. The Assistant 

Resettlement Officer does not normally have managerial responsibilities though it rests upon the supervisor 

of the post to make time specific arrangements subject to a given situation. 

 

2. PURPOSE AND SCOPE OF ASSIGNMENT 

 
 

Accountability  
 

- Resettlement delivery in the country is needs-based, non-discriminatory and prioritized for 

refugees most in need of this solution. 

- UNHCR’s resettlement policies and standards are correctly and coherently applied. 

- Persons of concern are made aware of UNHCR’s resettlement procedures and have fair and 

transparent access to and participation in the resettlement process. 

- Fraud in the resettlement process is promptly identified and addressed. 

 

Responsibility 
 

- Stay abreast of political, legal, social and economic developments that have an impact on the 

protection environment. 

- Assist in implementing Standard Operating Procedures (SOPs) for promoting the resettlement of 

persons of concern as protection tool and durable solution in the context of comprehensive 

solution strategies.  

- Assist in promoting and monitoring the implementation of UNHCR’s global resettlement policies, 

procedures and guidelines. 

- Assist in monitoring resettlement activities to ensure progress against targets, transparency and 

efficiency in case submissions and appropriate follow-up with resettlement countries and other key 

stakeholders.  

 

 

 



- Identify, interview, assess resettlement needs, and process persons identified for resettlement 

following established procedures; undertake field missions as required; provide counselling to 

individuals.    

- Assist selection missions by resettlement countries to the country. 

- Systematically apply an Age, Gender and Diversity perspective in all aspects of the resettlement 

process; comply with UNHCR policy and guidelines on HIV/AIDS. 

- Assist in mitigating resettlement fraud through oversight (including in-country travel), advice and 

guidance. 

- Assist the country operation with group resettlement procedures, including planning, profiling, 

logistical arrangements, verification and post-verification follow-up. 

- Maintain regular contact and close cooperation with resettlement countries and partners to ensure 

effective resettlement delivery and adherence to adequate protection and resettlement standards. 

- Participate, where appropriate, in country-level discussions with resettlement countries and partners. 

- Assist in managing a process to ensure that persons of concern and partners receive up-to-date and 

accurate information on UNHCR’s resettlement policies and procedures. 

- Assist in the submission of up-to-date and accurate statistics, resettlement reports and needs 

assessments are submitted to management as required. 

- Perform other related duties as required. 

 

Authority 

 

- Decide and prioritize resettlement interviews of persons of concern. 

- Enforce compliance with, and integrity of, resettlement standard operating procedures. 

 

3. REQUIRED COMPETENCIES 

 

a) Managerial: 
- Empowering and Building Trust 

 

b) Cross-functional: 
- Analytical Thinking 

- Planning and Organizing 

- Political Awareness 

 

4. ESSENTIAL MINIMUM QUALIFICATIONS AND PROFESSIONAL EXPERIENCE 

REQUIRED: 

 
- Education: University degree in international law, international relations, political science, social 

sciences or related fields of discipline. 

- Job experience: At least 2 years of professional work experience relevant to refugee protection 

work. 

- Excellent knowledge of English and working knowledge of another UN language. 

 

5. DESIRABLE QUALIFICATIONS & COMPETENCIES 

 
- Diverse field experience desirable.  

- Ability to understand and implement UNHCR’s policy and global strategic priorities, such as 

AGDM, IDP, Statelessness, and HIV/AIDS, in the area of responsibility at appropriate level. 

- Good IT skills including database management skills. 

- Completion of the Protection Learning Programme, RSD- Resettlement Learning Programme. 

 

 

 

 

 

 

 



All applications must be submitted in English and include signed Personal History Form (PHP) and 

motivation letter. 

 

Complete application package must be sent to brabrhr@unhcr.org by 31st of December 2017, with the subject 

line “ASSISTANT RESETTLEMENT OFFICER”. Both PHP and motivation letter files must be named with 

the candidate´s full name, e.g. “NAME LAST NAME  – PHP”.  

 

Applications that do not meet the above specifications will be automatically disqualified. 

 

Kindly note that UNHCR-Brazil does not issue receipt of applications. Only shortlisted candidates will be 

contacted for the next phases of the selection process. 

 


