
 

 

 

 

 

 

 

EXTERNAL VACANCY ANNOUNCEMENT 
 

 

Position:  Programme Assistant 

Category:    UNOPS LICA-4 

Duty Station:   Brasilia, Brazil 

Start Date:    16 October 2017 

Contract Duration:  Until 31 December 2017, with possibility of extension 

Est. Monthly Base Salary: BRL 6,463.00 per month 

 

 
1. GENERAL BACKGROUND 

 
Brazil is part of 1951 Convention on the Status of Refugees, further ratifying the 1967 Protocol in 1972 and 

removing the geographical reservation on 09/12/1989. Brazil enacted the refugee act Law number 

9.474/97, in effect since 23rd July 1997. The law contains the protection mechanism of the 1951 

Convention and 1967 Protocol and incorporates the broader definition of the 1984 Cartagena Declaration 

the formulation “generalized violation of human rights” which applies to situations of generalized violence 

and armed conflict.  

The majority of refugees in Brazil have an urban profile and they are formally granted access to social and 

economic rights such as health care, education and work, which remains the main challenge to refugee’s 

self-reliance. 

 

UNHCR in Brazil supports national authorities in their discharge of their efforts to provide protection and 

assistance to asylum seekers and refugees. 

 

2. PURPOSE AND SCOPE OF ASSIGNMENT 

 
Under the direct supervision of the Associate Programme Officer, the Programme Assistant will be 

responsible for undertaking the following tasks:  

 

- Collect and maintain data on project activities. 

- Prepare background materials, working papers and tables for briefing and review sessions.  

- Draft routine correspondence. 

- Collect data on the implementation and performance of Implementing Partners agreements. 

- Apply UNHCR’s corporate tools (e.g. Global Focus, Focus Client) to generate data for decisions at 

the country-level. 

- Assist in ensuring compliance in issuances of audit certificates for Implementing Partners. 

- Undertake field visits and accompany programme monitoring missions. 

- Capacity building of Implementing Partners in the areas of programme management, reporting and 

internal controls. 

-         Perform other duties as required. 
 

3. MONITORING AND PROGRESS CONTROLS 
- Access the relevant information and programme records, FOCUS, MSRP data. 

- Submit to supervisor reports on project progress and financial performance. 

 

 

 



 

4. KEY COMPETENCIES 

 
Essential 

-          Excellent computer skills (MS office, including Excel, Word and PowerPoint); 

-          Fluency in Portuguese and English (oral and written); 

-          Flexibility and adaptability; 

-          Great planning and organisation skills; 

-          Excellent interpersonal and communication skills; 

-          Demonstrated ability to work with others in a team environment; 

-          Ability to work under pressure and in stressful situation; 

-          Analytical thinking. 

 

Desirable 

-          Advanced Spanish knowledge; 

-          Knowledge of UNHCR’s mandate. 

 

 

5. ESSENTIAL MINIMUM QUALIFICATIONS AND PROFESSIONAL EXPERIENCE 

REQUIRED: 

 

- Education: Completion of Secondary education with training/ certificate in Business 

Administration, Accounting, Audit, or Finance. 

- Minimum 2 years of previous relevant work experience. 
 

_____________            

 

All applications must be submitted in English. Application package include signed 

P.11 entry form (FULL NAME – P.11) and Motivation Letter (FULL NAME – 

Motivation Letter).  

 

Complete application package must be sent to brabrhr@unhcr.org by 08 September 2017, 

with the subject line “Programme Assistant”. 

 

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. 


