
 

 

UNITED NATIONS DEVELOPMENT PROGRAMME 
JOB DESCRIPTION 
 

 

I. Position Information 
Functional title: Emergency Communications 
Assistant (ECA) 
Contract type: Service Contract 
Department: United Nations Department for Safety 
and Security (UNDSS) 
Duty Station: Tehran 
Reports to: UN Security Advisor via UNDSS Local 
Security Assistants 

Proposed Grade: SC 3 
Duration of service: Six months with possibility 
of extension 

 

II. Organizational Context  

Emergency Communication Assistant will work in UN Security Operations Centre (SOC) under overall 
supervision of the UN Security Advisor and will receive technical guidance/supervision from the Local 
Security Assistants of the United Nations Department of Safety and Security.  
The contract will be administered by UNDP.   

 

III. Functions/Key Results Expected 
Summary of key functions: 

1- Assist in supporting all matters pertaining to the security communications of UN personnel, 
premises, and vehicles. 

2- Operate, maintain, technically support, and act as control station for all UN Security 
Communications Systems (SCS) in Iran. Maintain permanent radio contact with all the stations in 
the United Nations radio networks in the country, conduct radio check exercises and guarantee 
efficient communications and information flow for all involved United Nations Agencies, enabling 
fast coordination via radio communications for operational and security purpose. Answer all 
incoming calls and respond to general inquiries. Keep logs for all communication records. 

3- Maintain all UN staff information database including lists of call signs, addresses, telephone, and 
facsimile numbers of Security Management Team (SMT), Security Focal Points (SFP), Area 
Security Coordinators (ASC), Wardens, all other UN personnel, Government Offices, NGOs, 
Embassies, and other relevant departments. Track and report the staff on mission/vehicle tracking. 

4- Coordinate his/her actions with the Security Adviser in cases of emergency or security issues 
concerning any UN Agency or UN staff member/personnel according to DSS protocols. 

5- Maintain the record of the inventory of the SOC and ensure all equipment placed under his/her 
responsibility is in good working condition, arranging immediate repairs or replacement of 
malfunctioning equipment. 

6- Receive verbal and written messages from the SA and LSAs and where necessary circulate to 
security officials and UN staff members/personnel. Maintain chronological files for outgoing and 
incoming messages. 

7- Provide feedbacks to maintain, enhance and optimize the SCS networks and equipment and 
provide technical assistance and support on troubleshooting, maintenance and installation of all UN 
SCS equipment and devices, and maintain the UN Mobile Communication Unit (MCU). 

8- Act as the focal point to the local authorities on the issues related to the SCS licensing. 

9- Constantly monitor the safety and security related updates and alert DSS accordingly. Provide daily 
and regularly reports and assist DSS in preparation and dispatch of the summary of security 



incident and other general information reports.  

10- Provide required supports in order to maintain 24/7 UNDSS responsiveness. 

11- Perform the function of admin and logistics supports in the following areas: prepare attendance 
records, maintain data bases and assets lists, documents update and filing, and ensure 
functionality of office equipment including vehicles. Maintain the record of the inventory of the DSS 
and arrange for immediate repairs or replacement of malfunctioning equipment. 

12- Perform any other relevant operational and administrative duties as required. 

V. Competencies and Critical Success Factors 
 

OPERATIONAL EFFECTIVENESS 

 Ability to perform a variety of repetitive and routine tasks and duties related to registry. 
 Ability to review data, identify and adjust discrepancies. 
 Ability to handle a large volume of work possibly under time constraints. 
 Good knowledge of administrative rules and regulations 
 Detailed knowledge and understanding of clerical, administrative, secretarial best practices and procedures, in-

depth knowledge of office software applications relating to word processing data management presentation, 
ATLAS, as required. 

 Ability to operate and maintain a variety of computerized business machines and office equipment in order to 
provide efficient delivery of service. 

 Ability to organize and complete multiple tasks by establishing priorities. 
 

MANAGING DATA  

 Collects and compiles data with speed and accuracy identifying what is relevant and discarding what is not, 

records it in an accessible manner and maintains data bases. 

 Thoroughly and methodically collects, verifies and records data demonstrating attention to detail and identifying 

and correcting errors on own initiative. 

 Transmits file data; creates and generate queries, reports and documents utilizing databases, spreadsheets, 

communications and other software packages with speed and accuracy. 

 Interprets data, draws conclusions and/or identifies patterns which support the work of others 

 MANAGING DOCUMENTS, CORRESPONDENCE AND REPORTS 

 Creates, edits, and presents information (queries, reports, documents) in visually pleasing, clear, and 

presentable formats such as tables, forms, presentations, briefing notes/books and reports using advanced 

word processing and presentation functions and basic database and spreadsheet software. 

 Edits, formats, and provides inputs to correspondence, reports, documents and/or presentations using work 

processing, spreadsheets and databases meeting quality standards and requiring minimal correction. 

 Shows sound grasp of grammar, spelling, and structure in the required language. 

 Ensures correspondence, reports and documents comply with established UN standards. 

 Ability to produce accurate and well documented records conforming to the required standard 

 

PLANNING, ORGANIZING AND MULTI-TASKING 

 Organises and accurately completes multiple tasks by establishing priorities while taking into consideration 

special assignments, frequent interruptions, deadlines, available resources, and multiple reporting relationships. 

 Plans, coordinates and organises workload while remaining aware of changing priorities and competing 

deadlines. 

 Demonstrates ability to quickly shift from one task to another to meet multiple support needs. 

 Establishes, builds, and maintains effective working relationships with staff and clients to facilitate the provision 

of support. 

Promoting learning and knowledge management/sharing is the responsibility of each staff member. 
 

 

VI. Recruitment Qualifications 

Education: 
1. High school diploma or above. 
2. Having Knowledge in Telecommunications or Information 

Technology/electronics would be a bonus. 



3. Amateur radio licenses would be a bonus. 

Experience: 

1. Minimum 3 years of experience in the relevant filed. 
2. Skilled in Ms. Office, Internet, email, software, and other 

Microsoft Office applications. 
3. Good coordination and control skills to act swiftly and 

adequately in case of emergencies, accidents, or any kind of 
problems with cars or offices in the field. 

4. Basic knowledge of the operation of HF and VHF radio 
voice/data systems, programming, installation, and 
configuration of Codan and Motorola VHF/HF systems. 

Language Requirements: Excellent fluency in English and Farsi. 

Other 
Must be able to work in a team, be responsive on 24/7 basis and 
be able to work for additional hours during emergency situations. 
Must be able to operate a 4x4 vehicle. 

 
 


