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TERMS OF REFERENCE 

Position: International UNV volunteer Specialist in Information Communications Technology (ICT)

Duration: Initially one year 
Host agency: UN Resident Coordinator Office 
Duty Station: Hanoi, Viet Nam
Starting date: August 2008
UNV PREAMBLE

The United Nations Volunteers is the UN organization that supports sustainable human development globally through the promotion of volunteerism, including the mobilization of volunteers. It serves the causes of peace and development through enhancing opportunities for participation by all peoples. It is universal, inclusive and embraces volunteer action in all its diversity.
This post is a UNV volunteer assignment based on the values of free will, commitment, engagement and solidarity, which are the foundations of volunteerism. Volunteering brings benefit to the individual volunteer as well as the society at large. It enhances social cohesion and enriches communities. 

In most cultures volunteerism is deeply embedded in long-established, ancient traditions of sharing and support within the communities. In this context, UNV volunteers take part in various forms of volunteerism and play a role in development and peace together with co-workers, host agencies and local communities. 

In all assignments, UNV volunteers promote volunteerism through their action and conduct. Engaging in volunteer activity can effectively and positively enrich your understanding of local and social realities, as well as create a bridge between yourself and the people in your host community. This will make the time you spend as UNV volunteer even more rewarding and productive.

BACKGROUND 

As part of the global UN reform effort, in December 2006 Viet Nam was selected as the first of eight countries to pilot UN reform at the country level through the “One UN Initiative” (the others are Albania, Cape Verde, Mozambique, Pakistan, Rwanda, Tanzania, and Uruguay). A combination of factors contributed to the selection of Viet Nam, including proactive UN leadership within the country, backing from donors, and strong support and leadership from the Government. Additional information about the One UN Initiative in Viet Nam can be found on the UN Viet Nam website: www.un.org.vn.  

Under the One UN Initiative, a mandate was created for UN reform that includes “5 Ones,” which are the principals which guide the program: 

1. One Plan – to increase coordination and overall effectiveness of agency missions

2. One Budget – to clarify funding sources, beneficiaries and gaps in allocation

3. One Leader – to distinguish UN country representation and individual agency leadership

4. One set of Management Practices – to reduce transaction costs and streamline procedures

5. One UN House – to facilitate personnel coordination and reduce operational costs

Since the initiative started, significant progress has been made on all of these “Five Ones.”  However, there are many challenges to “deliver as one” in Viet Nam, including a lack of sufficient internal and external communication and collaboration tools, and standardized processes to capture, disseminate and update knowledge. For example, the UN Country Team (UNCT) recently introduced a new institutional architecture – Programme Coordination Groups (PCGs) – that involve inter-agency collaboration around 11 key themes.  These groups are calling for tools that would allow sharing of information, online collaboration, and improved knowledge capture, as well as strengthened support to their advocacy agenda through communications tools such as online, new media and publications.  

A multi-agency UN Viet Nam Communications Team, created in 2006, is playing a central role in addressing these challenges.  The team has primary responsibility for: i) UN-wide advocacy and communications; ii) the internal and external communication needs for the One UN initiative; and iii) communications support to the participating agencies (UNDP, UNICEF, UNFPA, UNV, UNAIDS and UN-RCO)
To address the challenges mentioned above, the UN Communications Team has formulated an internal and external communication strategy and annual action plan for 2008.  The strategy includes development and implementation of a UN Website and a UN Intranet for Viet Nam; a publication plan for the One UN Initiative; and development of other communication tools to support One UN, internally and externally. A team to work on Online, new media and publications is being established under the guidance and supervision of the UN Communications team manager.

As part of the strategy, work has begun on the development of a UN Viet Nam Intranet. (While many UN agencies have global Intranets, these Intranets are not connected and are not accessible to staff of other agencies, and only one agency has a local, Viet Nam-specific Intranet, accessible only to staff of that agency.) This Intranet will be central to the UN’s strategy to enhance internal communications, support collaboration, and improve knowledge management.  The Intranet is currently under development: a needs assessment has taken place, and a short term consultant will be hired to assist with the next phases of deployment. It is expected to be operational by the end of 2008. 
The Intranet will build on the recent development of the new UN Viet Nam website that was established in December 2007, providing a “public face” for the UN in Viet Nam, and the One UN Initiative.  This website provides links to separately managed agency websites, as well as UN-wide information for public consumption, in particular on the One UN Initiative.  However, additional online resources are needed to maximize the potential of an integrated One UN operational model.  

At this crucial stage in the One UN Initiative, technical support is needed to assist with meeting the collaboration, communication and knowledge management needs of the UNCT, particularly with the online tools and related processes that will facilitate greater integration and harmonization. Capacity also needs to be developed in the UNCT to take over these responsibilities in the longer term.

In addition technical guidance will need to be provided to other planned activities under the Online, new media and Publication team, dealing with internal and external communications support for the One UN Initiatives.

DUTIES AND RESPONSIBILITIES  

Under the direct supervision of the UN Communication Manager, and in close consultation with the Communications Team, Operation Management Team colleagues, PCG Co-Conveners, ICT Working Group, and related UN working groups, the main duties and responsibilities of the International UNV volunteer Specialist on ICT would focus on 3 major areas as follows: 

1. Intranet Management/Maintenance
The UNV volunteer will assist, and work closely with UN communications staff, to: ensure that the Intranet is maintained and continuously adapted/upgraded to meet the needs of the UNCT. The UNV volunteer will also help the UN Communications Team ensure that the Intranet is understood, accepted and used by UN staff in Viet Nam. This may include:


· Adding new publishers, adding users, maintaining the user database, keeping technology current, coping with growing demand for bandwidth, applications and information
· Content management, such as adding, filing, archiving, and filtering information

· Maintaining regular data and system backups

· Maintaining security

· Establishing a disaster recovery plan
· Regular evaluation, which will include assessing impact through feedback, surveys, and usage statistics
· Explaining and promoting the Intranet and its functions to UNCT staff
2. Support the communications/collaboration needs of the PCGs and other UN working groups

The UNV volunteer will closely consult with PCG, One Plan Fund Management and Allocation Committee (OPFMAC), and M&E Working group to:
· Develop inter-agency communication systems/mechanisms specifically for these groups (which may involve the Intranet or other tools and processes) 

· Develop a user-friendly internal document sharing function to facilitate the groups’ communications (as the Intranet will not be operational until the end of 2008, a temporary solution for this need will be needed)

· Facilitate additional knowledge sharing and communications within and among these groups, as required

3.  Support knowledge management within the UNCT

· Assist with developing standardized processes, formats and policies for knowledge capture, dissemination and updating

· Integrate knowledge management tools into the Intranet

· Assist with refining/updating and putting into practice the current Knowledge Management strategy of the UNCT

4. Provide coordination and technical guidance to the work of the Online, new media and Publications team in the UN Communications Team, in close consultation with the UN Communications manager and the Liaison officers.

5. Promotion of Volunteerism

· As a UNV volunteer, familiarize himself/herself with the concept of volunteerism by reading relevant UNV publications and taking active part in UNV activities;

· Network with local voluntary organizations and build relations;

· Contribute articles/write-ups on V4D related activities; 
· Initiate and/or participate in local volunteer groups. Assist them in submitting stories, experiences to the World Volunteer Web site;
· Ensure that the work of UNV in the One Plan is highlighted and communicated;

· Keep UNV HQ up-to-date on important UNV activities that have potential to be published on the global UNV web site.

· Attend UNV annual result workshop (2-3 days)

DELIVERABLES

In summary, the deliverables for the project are listed below:

· Quarterly updates on the status of Intranet use among UN staff, including emerging needs and possible refinements
· A guide for Intranet management and operation for UN Communications Team staff

· Training of the UN Communications Team staff on Intranet maintenance and support

· Brief report summarizing recommendations on how to adapt the “UN Country Team Vietnam Knowledge Management Strategy & Roadmap” from 2004 to the current situation 
· Temporary user-friendly internal document sharing system to facilitate the communications of PCG, OPFMAC and working groups 

· Content management policy for UNCT, as well as policies for user groups

· Contributions to the technical proposal for a harmonized ICT system at the country level

· Contributions to One UN ICT plan (including inputs for green IT system) 
· Summary of contributions to Volunteerism for Development, including contacts made at local organizations, list of articles/write-ups on V4D related activities, etc. 
Qualifications/Requirements 

The selected candidates must demonstrate the following qualifications and experience: 

· A university degree or equivalent specialized training in Information Technology (IT), Computer Sciences or a related field;

· Five (5) years experience in maintaining and provision of technical support for Intranets or related web-based collaboration/knowledge management systems, preferably for large organizations;
· Knowledge and experience with information architecture techniques, knowledge management tools and user-centered methodologies;
· Experience or familiarity with network and database administration; 
· Strong interpersonal and networking skills;
· Understanding of gender considerations
· Ability to work effectively in a team under time pressure and to meet deadlines; 

· Ability to work in a multi-cultural environment;
· Ability to provide coordination and guidance to the online/publications team
· Understanding of how volunteerism contributes to sustainable development; 
· Knowledge and experience on participatory approaches;
· Good communication skills, both written and verbal; 

· Excellent English language skills – written and verbal; 

· Previous working experience in the region and countries with similar conditions than Viet Nam would be an asset;

Conditions of service

International UNV volunteers in Viet Nam receive a volunteer living allowance (VLA), which is intended to cover their accommodation and basic living expenses. In Viet Nam the VLA is $US 1,847 per month (single), $US 2,097 (1 dependant), $US 2,297 (2 or more dependants). They also receive a settling-in grant on commencing their assignment and a resettlement allowance on successful completion. Full medical and life insurance is provided, and they are entitled to 30 days annual leave.

APPLICATION PROCEDURES: 
Please reply by email, enclosing a CV (Resume) and an application letter in English, and marking "SRE/CommICT/VIE" in the subject field of the message, to: volvacancy@unvolunteers.org, ensure to register with UNV Global Roster by access the link http://dynamic.unv.org/php/webroster/main/step_one.php?cat=G (please quote your UNV roster number on your application)

The United Nations Volunteers programme is committed to ensuring gender equity among UNV volunteers and welcomes applications from women.

Deadline: September 5, 2008
Acknowledgements will be sent to short-listed applicants only.

UN Volunteers is administered by the United Nations Development Programme (UNDP)
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