
 
 
 
 

JOB PROFILE 
PROGRAMME OFFICER 

GENDER PARTNERSHIP PROGRAMME 
Grade P3 (November 2014) 

 
Organizational setting and reporting relationships:  
Under the direct supervision of the Manager of the Programme for Partnership 
between Men and Women, the incumbent will be responsible for setting research 
priorities, planning and conducting research projects on gender issues, and 
developing and implementing projects designed to provide support to parliaments 
on gender equality issues. 
 
Accountability: Within delegated authority, the Programme Officer, Gender 
Partnership Programme, will be responsible for: 
ü Conducting substantive research on issues relating to women and gender 

equality in parliaments. This will entail designing questionnaires, analysing 
responses and data received and preparing reports for publication by the IPU;  

ü Collecting data and updating the IPU statistical database on the proportion of 
women in national parliaments (statistics, quota laws, parliamentary 
committees, etc.), including through correspondence with national parliaments 
and/or other research; responding quickly and diligently to requests for 
information on women in parliaments; and representing the IPU and 
presenting its data at meetings of other international organizations and 
associations; 

ü Preparing background documents (including briefing papers) for meetings of 
the IPU bodies concerned with gender issues, namely the Meeting of Women 
Parliamentarians, its Coordinating Committee and the Gender Partnership 
Group; assisting in the planning, preparation and organization of these 
meetings and of panel discussions and other side events designed to promote 
women's participation; coordinate with members of each of these bodies and 
with officials from the various organizations and agencies that attend their 
meetings; 

ü Organizing and overseeing the delivery of technical assistance aimed at 
enhancing women parliamentarians’ capacities and parliaments’ capacity to 
address gender equality and women’s rights issues and to mainstream gender 
into their activities; this will entail managing, in cooperation with the 
parliaments concerned, implementation of the various technical assistance 
activities envisaged in the work plan of the Gender Partnership Programme, 
preparing project documents, evaluating requests for assistance, designing 
technical cooperation projects with a gender focus, implementing project 
activities, coordinating with beneficiaries and preparing project proposals for 
submission to donors; 

ü Producing activity reports on the implementation of research and technical 
assistance projects for submission to donors and IPU governing bodies; 

ü Participating in meetings organized by other organizations; 
ü Providing material for publication on the IPU website and other forums for the 

dissemination of project activities and results; 
ü Identifying and taking advantage of opportunities for cooperation with relevant 

entities and projects; 
ü As required, providing support to the Programme in other areas of its work 

and cooperating with other IPU programme staff on joint projects in order to 
ensure comprehensive gender mainstreaming; 



 
ü Where necessary, contributing to the work of the IPU Standing Committees; 
ü Performing any other tasks assigned to him/her by the IPU Secretary General. 
 
Work implies frequent interaction with the following: 
ü IPU staff, members of parliament and parliamentary staff, research institutes, 

representatives of intergovernmental organizations (in particular United 
Nations agencies) and non-governmental organizations. 

ü In performing the tasks outlined above, the Programme Officer must take into 
account the fundamental principles of democracy, good governance, human 
rights and gender equality. 

 
Results expected: High-quality outputs; speedy delivery of services. 

 
Competencies: 
ü Professionalism: Proven ability to produce reports and papers; knowledge of 

project development, implementation and evaluation; proven knowledge of the 
role, structure and working methods of parliaments, gender issues and women 
in parliament; ability to work independently under pressure and meet tight 
deadlines; 

ü Planning and organization: Proven ability to plan and organize work; 
ü Communication: Excellent drafting and communications skills, both oral and 

written; ability to prepare written reports and papers that are clear, concise 
and meaningful; 

ü Knowledge of the organization: Ability to demonstrate knowledge of the IPU 
and to take its objectives on board; 

ü Teamwork: Good interpersonal skills; demonstrated ability to work in a 
multicultural environment and to maintain effective working relations with 
people of different national and cultural backgrounds; 

ü Client orientation: Ability to identify the needs of parliaments and their 
members and to propose appropriate solutions; ability to establish and 
maintain effective relations with external collaborators and other contacts, 
including representatives of organizations, members of parliament and the 
public; 

ü Commitment to continuous learning: Willingness to keep abreast of new 
developments in the field and to develop new skills. 

 
Qualifications: 
ü University degree in political science, law, economics or social studies with a 

specialization in gender studies; knowledge of international relations welcome; 
ü Five years’ experience in gender-related research; 
ü Sound experience in a parliamentary setting and familiarity with the work of 

international organizations desirable; 
ü Proven conceptual, analytical and writing skills and demonstrated ability to 

plan and carry out complex research projects and other major projects; 
ü Sound management and organizational abilities and good liaison, 

communication and negotiation skills; 
ü A demonstrated working knowledge of word processing and familiarity with the 

use of database applications and of the Internet for collecting and 
disseminating information; 

ü A basic knowledge of statistics and the use and development of research 
indicators; 

ü Initiative, self-motivation, tact, sound judgement and willingness to accept 
responsibility; 

ü Complete fluency in English or French and a working knowledge of the other 
language; 

ü Excellent reading and writing skills in English or French; some knowledge of 
additional languages (particularly Spanish and Arabic) desirable; 

ü Aptitude for human contacts and resourcefulness; team spirit and adaptability 
to varying working environments and conditions; 

ü Preference will be given to candidates with international and parliamentary 
experience. 

 



 
 

Duties applicable to all staff: 
Working actively towards the IPU strategic objectives; performing any other work-
related duties and responsibilities assigned by the line manager. 
 
Compensation: 
The Inter-Parliamentary Union offers an attractive salary and benefits package 
comparable to that of other international organizations headquartered in New 
York or Geneva, commensurate with education and experience. 
 
Indicative annual salary at the P-3 level (net of tax) 
USD 56,198 at the single rate 
USD 60,205 with primary dependents 
 
Post adjustment 
Plus 92.4% (November 2014 rate) of the above figure(s). This percentage is to be 
considered indicative since monthly variations upwards or downwards may occur 
due to currency exchange rate fluctuations or inflation. 
 
For further information concerning compensation, please consult the International 
Civil Service Commission website: http://icsc.un.org/. 
 
Employment policy: 
The position will be filled through an international recruitment process open to 
internal and external applicants. From among equally qualified candidates, 
preference will be given to the underrepresented sex and to persons from 
countries not represented in the IPU Secretariat. 
 
The position will be based in Geneva with some short-term travel to project 
countries. The appointment will be made for an initial period of one year, 
renewable subject to satisfactory performance and availability of funding. 
 
Deadline for applications: 
Applications should be addressed to: 
 
Director, Support Services 
Inter-Parliamentary Union 
5, chemin du Pommier 
Case postale 330 
CH-1218 Le Grand-Saconnex, Switzerland 
Tel: 41 22 919 4150 
Fax: 41 22 919 4160 
E-mail: job@ipu.org 
 
Applications should be received on or before 17 December 2014. In order to 
ensure prompt and efficient processing of your application, you are required to 
provide, together with your resume and the IPU job application form (available at 
http://www.ipu.org/finance-e/vacancy.htm ), a detailed covering letter explaining 
how you meet each of the position requirements listed above, giving concrete 
examples. 
 
Applicants will be contacted only if they are under serious consideration. 
Applications received after the deadline will not be accepted. 
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