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1. General Information 

Title: UN Fellow 

Orientation Workshop 
dates: 

May 2026 (tbc) 

Assignment in the field 
dates: 

May 2026 – May 2027 (tbc) 

Duty Station: Amman, Jordan 

Sector of assignment: Information Management and Analysis 
  
 
2. Supervision 

Name of the Supervisor: Ms. Reem Nashashibi 

Title of the Supervisor: Head of Information Management Unit 
 

  
 
 
3. Background information 
The UN Office for the Coordination of Humanitarian Affairs (OCHA) is part of the United Nations 
Secretariat responsible for bringing together humanitarian actors to ensure a coherent response to 
emergencies. OCHA also ensures there is a framework within which each actor can contribute to the 
overall response efforts. OCHA's mission is to mobilize and coordinate effective and principled 
humanitarian action in partnership with national and international actors in order to alleviate human 
suffering in disasters and emergencies; advocate the rights of people in need; promote preparedness and 
prevention and facilitate sustainable solutions. 
 
The Fellow will work in the Regional Office for the Middle East and North Africa (ROMENA), located in 
Amman, Jordan and reports to the Head of Information Management Unit (IMU). 
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4. Duties, responsibilities and output expectations: 
Within the framework of the Fellowships Programme for Technical Cooperation Capacity Building and 
Human Resources Development, the Fellow will perform the following duties: 
 
• Monitors, analyzes large amounts of data and reports on humanitarian developments, disaster 
relief/management or emergency situations in the region.  
• Partners with other humanitarian agencies to plan and evaluate humanitarian and emergency 
assistance in the region and help ensure that latest findings, lessons learned, policy guidelines, etc. are 
incorporated in OCHA ROMENA workstream and products, including gender-related considerations. 
• Manages the process of data analysis and the production of reports identifying humanitarian trends; 
and develops and maintains a system for classifying and storing information. 
• Supports and contributes to the preparation of various written reports, documents and 
communications, e.g. drafts sections of studies, background papers, policy guidelines, parliamentary 
documents, briefings, case studies, presentations, correspondence, etc. 
• Serves as the primary focal point for the production of professionally and visually advanced products, 
incl. data analysis. 
• Manages content on relevant web platforms, provides overall quality control for the platform and 
ensures content is current, comprehensive and follows relevant standards. 
•Designs, develops and manages databases, spreadsheets and other data tools; understands, 
documents, and ensures the quality of high-value humanitarian data for accuracy, consistency and 
comparability; consolidates operational information on regular schedule to support analysis. 
 • Supports the communication team on engagement and advocacy efforts at the regional level including 
with other UN agencies and INGOs, humanitarian partners and networks, public officials, MCNs and the 
private sector, besides the wider public as appropriate and needed. Performs other duties as required. 
 
Results expected: 
The key results have an impact on the overall efficiency of the OCHA ROMENA Office, including improved 
business results and client services. Forward-looking Information Management and advocacy has an 
impact on the organization of office management, knowledge sharing, and information provision. 
 
5. Qualifications and Experience 
 
Education 
An advanced university degree (master’s degree or equivalent) in political science, computer science, 
social science, international development studies, economics, engineering, earth science/or other 
relevant disciplines.  
 
Work experience                                                                                                              

 Minimum of one year’s professional experience in humanitarian affairs and information 
management is required,  

 Familiarity with Survey Monkey, Adobe Illustrator, InDesign, ArcGIS, etc, data visualization, or 
data analysis is required. 

 
Languages  
Fluency in English (both oral and written) is required. Knowledge of French or Arabic language is desired. 
Knowledge of another UN language is an advantage.  
 
Other skills  
• Proven abilities in data collection, compilation, analysis and reporting with ability to write in a clear 
and concise manner and effective oral communication.  
• Ability to prioritize multiple tasks and work under pressure to tight deadlines.  
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• Ability to work with multi-cultural teams and international professionals. 
• Good knowledge of the middle east geopolitical dynamics, social and economic issues is desirable. 
• Experience working in complex operations where adaptability is highly desirable. 
 
Competencies 
Professionalism 
• Shows pride in work and in achievements; demonstrates professional competence and mastery of 
subject matter. • Able to analyze and interpret data in support of decision-making and convey resulting 
information to management. • Promotes innovative ideas within OCHA and among partners, including in 
relation to potential adopting of new tools, platforms, and approaches that enhance engagement and 
visibility. • Is conscientious and efficient in meeting commitments, observing deadlines and achieving 
results. • Is motivated by professional rather than personal concerns. • Shows persistence when faced 
with difficult problems or challenges; remains calm in stressful situations. • Takes responsibility for 
incorporating gender perspectives and ensuring the equal participation of women and men in all areas 
of work.  
 
Creativity  
• Actively improves information management and analysis practices and approaches by introducing fresh 
skills and that resonate with the organisation’s mission and contextual needs. • Proposes new and 
different solutions to information management challenges to amplify humanitarian advocacy. •   
Promotes innovative ideas within OCHA and among partners, including in relation to potential adopting 
of new tools, platforms, and approaches that enhance engagement and visibility. • Demonstrates a 
strong interest in new ways of doing things, when more effective, inclusive, or creative options are 
available. 
 
Teamwork  
•  Works collaboratively with colleagues to achieve shared goals, delivering unified and impactful support 
to humanitarian coordination and advocacy. • Appreciates and seeks feedback/input from colleagues 
and informants as appropriate genuinely valuing their ideas and expertise and integrating their 
perspectives into communications planning and execution. • Places the team agenda before personal 
preferences, contributing actively to joint campaigns, high-level events, and coordinated outreach that 
reflect collective priorities. • Supports and acts in accordance with final group decisions, even when they 
may not fully align with personal views, recognizing the importance of cohesion and trust in humanitarian 
messaging. • Shares credit for team accomplishments and accepts joint responsibility for challenges, 
fostering a culture of accountability, mutual respect, and continuous learning. • Demonstrates openness 
to learning from others and adapting to new approaches, strengthening collaboration and innovation 
across the public information and advocacy landscape. 
 
6. Learning Elements 
At the end of the assignment the fellow will have/be able to: 
• UN OCHA offices foster a culture of openness, inclusion, and continuous learning, encouraging the 
fellow to ask questions, propose ideas, and take initiative within the scope of their assignment. 
• Access, exposure to different OCHA corporate licensed software that supports the work on IM, analysis 
and advocacy. 
• Interact with co-workers from different units (humanitarian access, coordination and communication 
that exposes the fellow to the workflow of OCHA. 
• Learning opportunities for humanitarian work in emergencies and how to utilize IM in response during 
and after emergencies. 
• Access to any training/capacity building provided by the agency. 
• Promote positive work environment and inclusive workspace with respect to gender, disability and 
diversity of workforce. 
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7. Content and methodology of the supervision 
The Fellow will work under the direct supervision of and strategic guidance and support of the Head of 
the   Information Management & Analysis Unit. Supervision will be structured to ensure a supportive 
and enriching learning environment, including: 
 
• Initial Briefing and Orientation upon commencement of the assignment, where the fellow will receive 
a comprehensive briefing on OCHA’s mandate, regional priorities, office structure, and the scope of the 
Information Management in humanitarian context and emergencies.  
• A tailored work plan will be developed jointly with the supervisor to outline key responsibilities, 
deliverables, and learning objectives. The incumbent will also be given access to various tools and 
software needed to perform duties efficiently.  
• One-to-one Mentoring: the fellow will benefit from daily, informal mentoring and close collaboration 
with co-workers exchanging knowledge and expertise, while sharing the same office space. This setup 
will allow for real-time feedback, hands-on guidance, and continuous dialogue on tasks, challenges, and 
learning opportunities.  
• Reporting and Evaluation: A mid-term and final evaluation will be conducted to assess performance, 
learning outcomes, and contributions to the team based on the work plan that will be developed jointly 
with the supervisor upon onboarding, and that will include key responsibilities, deliverables, and 
learning objectives.  
 
8. Living conditions in the country 
Jordan offers a safe, stable, and welcoming environment. Jordan, Amman has secure housing options, 
including serviced apartments and UNDSS-cleared hotels, that are readily available. Transportation is 
reliable, with access to airport taxis, Uber, and Careem, although traffic congestion and road safety 
should be taken into consideration. The healthcare system is modern and well-equipped, with English-
speaking professionals in major hospitals. Jordan’s climate is semi-arid, featuring hot summers and cool 
winters, with occasional snowfall in Amman. English is widely spoken, especially in urban areas, and local 
SIM cards are easily obtainable, though WhatsApp calls and VPNs are restricted. The Jordanian Dinar is 
the official currency, but US dollars are also accepted, and banking services are widely accessible. For 
personnel with families, international schools offering various curricula are available. Overall, Jordan 
provides a comfortable and functional living environment for international personnel. 
 
 


