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	Titulo: 
	PROTOCOL OFFICE MANAGER 

	Función Genérica: 
	

	Código:
	OM03000

	Nivel:
	9
	(S)




	Posición en la Organización

	
	

	Responsabilidad Jerárquica:
	Country Representative

	Responsabilidad Funciónal:
	Intersectional Legal Department (ILD) SHIELD Focal Point

	Área Profesional:
	Operations

	Supervisa (Función):
	




	Objetivo Principal

	

	Ensures the smooth functioning of the Intersectional Protocol Office, for the effective and coordinated implementation of the Host Country Agreement (HCA) by all MSF operational sections present in the country. This is achieved through providing internal support to MSF coordination teams in implementing relevant HCA procedures and processing benefits derived, and engaging with external stakeholders including technical and mid-levels of the Government’s administration




	Responsabilidades

	

	· Initiating and following up administrative procedures for implementation of HCA benefits, including for immigration of MSF international staff, tax exemptions, importation procedures, among others
· Drafting and implementing a stakeholder engagement / networking strategy, to secure effective ongoing support in implementing the HCA from government and other relevant external actors
· Undertaking basic negotiations with government representatives at technical and mid-level as may be required to facilitate smooth implementation of HCA benefits
· Working closely with MSF Coordination teams to support day-to-day implementation of relevant HCA procedures, including providing technical advice and ensuring a coordinated approach across all MSF sections 
· Developing strategy, working closely with the ILD SHIELD focal point, to overcome specific challenges in HCA implementation
· Regularly updating the Protocol Office tools and provide training to MSF collaborators 
· Preparing quarterly reports to be diffused internally, documenting the regular activities of the PO and providing context analysis
· Supervising a liaison officer in the processing of HCA files (if relevant) 




	Responsabilidades específicas en la Sección MSF / Contexto

	

	























	Requisitos

	
	

	Formación
	· Bachelor or master degree in public administration, or a related field

	Experiencia
	·  4 years relevant experience in administrative work

	Idiomas	
	· To be adapted based on specific mission

	Conocimientos
	· Highly computer literate; good knowledge of administrative procedures

	Competencias
	· People Management and Development L2
· Commitment to MSF Principles L2
· Behavioural Flexibility L3
· Results and Quality Orientation L3
· Teamwork and Cooperation L3





Esta descripción de trabajo puede ser modificado en consonancia con las actividades o la evolución de la Misión.
Al firmar, el empleado reconoce que él / ella ha leído, entendido y aceptado este documento.


	Nombre / Apellido del Empleado
	

	Lugar y fecha:
	




Firma del empleado:
(Para firmar en dos copias, una para el empleado y uno para el empleador)
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MSF is a civil society initiative that brings together individuals committed to the assistance of other human beings in crisis. As such MSF is by choice an association.
 Each individual working with MSF does it out of conviction and is ready to uphold the values and principles of MSF.
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