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EXTERNAL EMPLOYMENT OPPORTUNITY*

GENERAL SECRETARIAT OF THE

ORGANIZATION OF AMERICAN STATES

Title and grade:


Legal Officer – P02

Type of appointment:

Long term: one year

Organizational unit:
The Department of International Law
Duty station:


Washington, D.C.

External Opportunity Nº
EO/02/11
Publication date:

06/10/11
Closing date:


07/01/11
BASIC SALARY:
Starting:


US$ 49,756.00 (net of taxes) with dependents





US$ 46,669.00 (net of taxes) without dependents

POST ADJUSTMENT:
Starting:


US$ 22,191.00 (net of taxes) with dependents





US$ 20,814.00 (net of taxes) without dependents

* “This announcement applies to an encumbered (filled/occupied) position. External Employment Opportunities are open to competition in accordance with the external recruitment process of the GS/OAS.”
Duties and responsibilities: 
· Provide legal advice to other staff members, representatives of the member states, and OAS organs, agencies, and entities on specific laws, rules and regulations as well as in reference to specific documents (e.g. treaties, agreements, policies, etc.) in response to questions and queries; provide interpretation of GS/OAS legal documents, policies, provisions and procedures. 
· Participate in all stages of development of technical and legal documents, policies, procedures and guidelines in the area of work taking into account the OAS rules and policies and the UN system practices; conducing background research/studies and preparing reports; as assigned, prepare drafts of any legal documents/policies; develop procedures of document’s approval and for obtaining signature; depositing the instruments of ratification and/or accession, formulation of reservations and other declarations, denunciation, and other juridical acts; participate in the registration of original documents and the classification and dissemination of all information; prepare certified copies of the documents; ensure that formalities and procedures are carried out concerning the correction of mistakes or discrepancies in treaties, conventions and/or policies for which the OAS is the depository, appropriately registers the aforementioned international instruments in accordance with applicable rules, regulations and policies; draft amendments and/or revisions of official documents, manuals and related texts. 
· Conduct and analyze studies and research on topics of interest, including those for the progressive development and codification of applicable laws as the basis for the adoption of international norms (such as treaties, declarations, model laws, plan of actions, etc.); prepare memoranda and reports on issues related to the functions of the Office and provide technical information on the legal aspects of the Inter-American system to other international organizations and other entities and persons; participates in courses, workshops, seminars and forums of discussion, at the headquarters and abroad, on topics relating to the legal aspects of the Inter-American system.

· Within the delegated authority participate in a variety of meetings providing, in general, advisory and legal services requested by its participants; 

· Within the delegated authority, coordinate the organization of seminars, workshops, meetings and training courses within the area of expertise by developing working plans and materials, inviting guests and providing them with guidance, supervising the work of contracted staff, collecting and editing speakers materials for publishing, preparing final report(s); 

· As delegated participate in the fund-raising efforts/projects/activities of interest to the Office/Department.  
· Perform other related duties as assigned, including replacing and backstopping for others.
qualifications: 

Education & Experience:  Essential: First University Degree (Bachelor’s) in law and 4 years of progressively responsible experience in the field of law as applicable to the area of work OR Advanced University Degree (Master’s) with specialization applicable to the area of work and 2 years of relevant experience. Experience at international level, preferably in an international public organization. Desirable:  Specialization in international and/or administrative law. Experience in judicial structures and procedures. Case management and preparation; litigation experience.
Computer Skills: Ability to effectively work using Microsoft Office (e.g. Word, Excel, PowerPoint, Outlook, and other applications such as Oracle, Visio, Access, Share Point) and software applicable to the area of work.

Interpersonal Skills: Demonstrated communication skills (verbal and written); tact, discretion and diplomacy; sound presentation skills.
Languages: Essential – Proficient in Spanish and English (read, write and communicate); Desirable – Working knowledge of French and/or Portuguese.
Please read the following carefully: Guidelines for Applying for Employment with the Organization of American States and Application Form.
