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EXTERNAL EMPLOYMENT OPPORTUNITY*

GENERAL SECRETARIAT OF THE

ORGANIZATION OF AMERICAN STATES

Title and grade:


Human Rights Specialist – P03 

Type of appointment:

Long term: one year

Organizational unit:
Inter-American Commission on Human Rights
Duty station:


Washington, D.C.

External Opportunity Nº
EO/07/11
Publication date:

06/10/11
Closing date:


07/01/11
BASIC SALARY:
Starting:


US$ 60,013.00 (net of taxes) with dependents





US$ 56,018.00 (net of taxes) without dependents

POST ADJUSTMENT:
Starting:


US$ 26,766.00 (net of taxes) with dependents





US$ 24,984.00 (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: 
1. Case processing and reporting
· Manage a portfolio of cases according to procedural stage and complexity.
· Draft reports on cases for Commission review based on consultation with the Executive Secretariat and the IACHR. 
· Issue pertinent drafts of documents in relation to evaluations of petitions and precautionary measures concerning the Member States comprised in the Section’s portfolio.
· Provide policy advice and recommendations to the Supervisor and/or Section Chief on key issues relating to the processing of petitions and cases, the preparation of admissibility and merits reports, systemic issues and patters arising from the petitions and cases. 

· Ensure that the Section’s electronic files (including the Section’s database records) are accurate, up to date, and in compliance with quality standards set by the Secretariat.
2. Researching and monitoring the situation (political, legal, human rights) in the Member States comprised in the Section’s mandate
· Provide advice to IACHR Country Rapporteurs for the Member States.
· Contribute to the deliveries of the Section to on-site visits, and country and special reports concerning the Member States.
· Prepare and deliver the materials necessary for the planning of public hearings during IACHR sessions.
· Maintain communications with representatives of the Member States comprised in the Section’s portfolio, as well as petitioners, organizations of civil society and other stakeholders; and warning the Section Coordinator of any communications requiring top management attention.
3. Other duties and responsibilities
· Carry out legal research and legal analyses requested by the Supervisor/Section Chief.
· Provide advice to the Supervisor/Section Chief in relation to the design and implementation of working methodologies common to all IACHR Sections.
· Issue drafts for the Section’s input to internal and external reports, among them, the IACHR’s Annual Report, the Executive Secretary’s reports, the inputs to General Secretariat reports, summit reports and reports to donor agencies.
· Participate in meetings, conferences and other academic or promotion activities.
· Perform other related duties as assigned, including replacing and backstopping for others.
qualifications: 

Education & Experience:  

Essential: First University Degree (Bachelor’s) in law, international public law or human rights and 7 years of relevant experience at the national or international level OR Advanced University Degree (Master’s) in one of the above fields and 4 years of relevant experience OR Doctorate and 1 year of relevant experience. Desirable: Experience or knowledge of the OAS mandates and priorities as related to the area of work and/or the dynamics of the Inter-American agenda and system.
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.
