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INDIVIDUAL CONTRACTOR OPPORTUNITY 
 

Job Opening No.  14-12-OCHA-SSA-BANGKOK 

Closing Date: 9 September 2014 

Department:   UN Office for the Coordination of Humanitarian Affairs 

 

Location: Kobe, Japan 

Remuneration: USD 3,867–7,870 monthly (equivalent to local currency) subject 

to qualification and experience 

Duration: Starting October 2014  

 

 

United Nations Core Values: Integrity, Professionalism, Respect for Diversity 
 

 

Background 

The individual contractor will work in the Kobe Office of the UN Office for the Coordination of 

Humanitarian Affairs (OCHA), with possible missions to Tokyo and Sendai, Japan. The 

individual contractor reports to the Head of Kobe Office.  Duration of the contract is for 6 

month, and the starting date is expected to be October 2014.   

 

UN Office for the Coordination of Humanitarian Affairs (OCHA) is a part of the United Nations 

Secretariat and its mandate guided by the UN General Assembly resolution 46/182 relates to 

saving lives and restoring dignities of the most vulnerable populations affected by natural 

disasters and armed conflicts. OCHA, in cooperation with national governments, other UN 

agencies, the Red Cross and Red Crescent Movement and international NGOs coordinate 

effective and principled humanitarian action; mobilize financial resources; manage 

information and facilitate communications for smooth and effective response; advocate on 

behalf of the people in need; and develop policies related to international humanitarian 

issues. 

 

Responsibilities 

 

OCHA Kobe Office aims to contribute to support better response and preparedness by 

working closely with key Japanese partners. As OCHA’s spokesperson in Japan, the office also 

promotes the humanitarian agenda in the country (For more information, visit: 

www.unocha.org/japan). 

 

As an initiative of the UN Secretary-General, the World Humanitarian Summit (WHS) will be 

held in Istanbul, Turkey in 2016. As a preparatory process for this, WHS Regional 

Consultation for the North and South-East Asia was held in Tokyo on 23 and 24 July 2014, 

where OCHA Kobe Office played a vital role in its preparation and implementation.  

(For more information, visit: http://www.worldhumanitariansummit.org/whs_NSE_asia).   

 

At the same time, OCHA supports the Third UN Conference on Disaster Risk Reduction 

(WCDRR) to be held in Sendai in March 2015, which will set a post 2015 framework for 

disaster risk management. OCHA will actively participate in this conference, particularly to 

ensure effective linkages and coherence between the WHS and WCDRR processes. (For more 

information, visit: http://www.bousai.go.jp/kokusai/kaigi03/index_en.html) 

 

Under the supervision of the Head, OCHA Kobe Office, the individual contractor will be 

responsible for the following duties: 

 

a. Support preparations for OCHA's participation in the Third UN World Conference on 

Disaster Risk Reduction (WCDRR) 

b. Support the actual participation of OCHA staff in relevant meetings and activities at 

WCDRR. 
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c. Support OCHA Kobe Office's public information, outreach and partnership building efforts in 

terms of OCHA's participation in and contribution to WCDRR, including its linkages with the 

World Humanitarian Summit. 

d. Provide necessary logistic and administrative support for activities by the Head of OCHA 

Kobe Office.  Also liaise with relevant OCHA staff at its Headquarters and Regional Office for 

Asia and the Pacific as needed.    

e. Produce a final report at the end of the service, summarizing the activities and their results 

that the individual contractor will have conducted.   

 

 

Administrative Arrangements 

 The individual contractor will work in OCHA Kobe Office.  

 

Compensation 

 Compensation will be paid on a monthly basis 

 

Background Requirements 

 

Education 

University diploma or preferably advanced university degree (Master’s degree or equivalent) 

in international relations, humanitarian affairs, development studies, disaster management, 

public/business administration, communication/journalism, or a related field. 

At least (5) five years of professional experience in a relevant field is required, such as 

humanitarian affairs, development, disaster management, public information, and 

public/business administration.   

 

Experience 

Work experience in planning and managing high level missions and event/conference 

participation is essential.  Prior experience in handling administrative services, finance, 

human resources, procurement, travel arrangements with a UN agency is highly desirable. 

Basic skills to maintain and update OCHA Kobe Office’s website (e.g. HTML), and to facilitate 

public outreach by social media are required. Prior experience in the field of media relations is 

also an asset. 

 

Language 

Fluency in English and Japanese, with excellent translation and writing skills, is required. 

 

Proposals and Queries 

Candidates should submit the following items for consideration: 

 United Nations PHP (personal history profile; available at https://inspira.un.org/) in 

pdf printed form. 

 

 

 

Applicants are requested to submit the United Nations PHP by September 9th, 2014 

electronically to OCHA Kobe Office: ocha-kobe@un.org with the subject “Application 

for Individual Contractor”. 

 

Due to the volume of applications, only candidates under positive consideration will be 

contacted. 
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