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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: Programme and Project Risk Management  
  
 
2. Supervision 

Name of the Supervisor: Ms. Majida Alassaf 

Title of the Supervisor: Deputy Resident Representative  
 

Name of the Direct Supervisor Ms. Rabia Mukhtar 

Title of the Direct Supervisor: Programme Specialist (RBM)  
 

3. Background information 
The United Nations Development Programme (UNDP) is the UN’s leading agency working to eradicate 
poverty, reduce inequalities, and build resilience in communities. Operating in over 170 countries and 
territories, UNDP supports governments and partners in achieving the Sustainable Development Goals 
(SDGs) through integrated solutions that address governance, climate change, inclusive economic 
growth, and crisis response. Leveraging its global network and expertise, UNDP helps advance sustainable 
development by fostering innovation, strengthening institutional capacities, and driving inclusive 
partnerships.  
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UNDP’s Country Programme in Jordan aims to enhance the nation's inclusivity and resilience to achieve 
national priorities aligned with the 2030 Agenda. The Jordan Country Office Programme focuses on key 
national priorities, including Governance and Peace, Inclusive Growth and Sustainable Livelihoods, 
Environment, Renewable Energy, Climate Change, Financing for Development, and SDG impact. 
 
UNDP’s Social and Environmental Standards (SES) underpin UNDP’s commitment to mainstream social 
and environmental sustainability in all programmes and projects to support sustainable development.  
 
The objectives of the SES are to:   
• Strengthen the social and environmental outcomes of Programmes and Projects  
• Avoid adverse impacts on people and the environment   
• Minimize, mitigate, and manage adverse impacts where avoidance is not possible   
• Strengthen UNDP and partner capacities for managing social and environmental risks; and   
• Ensure full and effective stakeholder engagement, including through a mechanism to respond to 
complaints from project-affected people.   
 
To ensure the consistent delivery of high-quality projects and services, Project Quality Assurance is 
carried out at three stages of each project (Design, Implementation and Closure).  
This role will provide support to UNDP Jordan’s Central Team for strengthening quality management 
systems and ensuring compliance with corporate and donor requirements, while fostering an 
environment of continuous improvement. 
 
4. Duties, responsibilities and output expectations: 
Within the framework of the Fellowships Programme for Technical Cooperation Capacity Building and 
Human Resources Development, the candidate will perform the following duties: 
 
1. Project Quality Assurance (QA) Support 

 Assist in maintaining and updating the Project Quality Assurance (QA) checklist to ensure 
alignment with corporate standards. 

 Track the timely submission of project documents (e.g., concept notes, proposals, and reports) 
for quality assurance reviews. 

 Coordinate with relevant teams to address quality assurance findings, ensuring required risk 
management plans are completed on time. 

 Maintain records of QA reviews, ensuring compliance with corporate archiving policies. 
 
2 Social and Environment Screening Support  

 Support the preparation and submission of Social and Environmental Screening for projects. 
 Liaise with project teams to gather necessary information for completing SES checklists and risk 

matrices. 
 Assist in preparing reports and presentations on the progress of SES assessments and 

compliance. 
 Maintain a repository of all SES-related documents and track their approvals. 

 
3 Other: 

 Support other/ad hoc activities as seen relevant and needed to support the office M&E function. 
 
 
 
 
 
 
 



3 
 

5. Qualifications and Experience 
 
Education 
Advanced university degree in Social Sciences, Development Studies, Public Policy, International 
Relations, Economics, Law, or another relevant field. 
 
Work experience  
 At least 6 months of relevant professional or research experience in the areas of governance, 

human rights, sustainable development, or related thematic fields; 
 Demonstrated experience in data analysis, policy research, or programme implementation is an 

asset; 
 Proven ability to work collaboratively in diverse and multidisciplinary teams; 
 Strong organizational skills and attention to detail, with ability to manage multiple tasks effectively 
 
Languages  
 Fluency in English (both written and spoken) is required; 
 Working knowledge of Arabic is an asset 
 
Other skills  
 Proficiency in Microsoft Office applications (Word, Excel, PowerPoint, Outlook); 
 Familiarity with data visualization tools and/or Enterprise Resource Management Systems (ERPs) is 

an advantage.  
 
 
Competencies 
 Professionalism: Demonstrates professional competence and mastery of subject matter;  
 Teamwork: Works collaboratively with colleagues to achieve organizational goals;  
 Communication: Speaks and write clearly and effectively) 
 
 
6. Learning Elements 
At the end of the assignment the Fellow will be able to:  

 Understand and apply UNDP’s Programme and Project Quality Assurance (QA) processes across 
the project cycle — design, implementation, and closure; 

 Gain hands-on experience with UNDP’s Social and Environmental Standards (SES), including 
how to screen, assess, and monitor social and environmental risks in development projects; 

 Acquire practical skills in project risk management, including identifying, categorizing, and 
tracking mitigation measures; 

 Strengthen analytical and reporting skills through the preparation of QA summaries, SES 
checklists, and compliance reports; 

 Learn to navigate corporate systems and workflows (e.g., Quantum/ERP, PIMS+, and corporate 
QA platforms) to track project quality and compliance; 

 Contribute to process improvements in quality management systems and understand how 
UNDP ensures the integrity and sustainability of its development portfolio; 

 Enhance coordination, communication, and stakeholder engagement skills through 
collaboration with multiple programme teams and cross-cutting units; 

 Develop a comprehensive understanding of results-based management (RBM) and how quality 
assurance contributes to achieving credible, accountable, and sustainable development 
outcomes. 
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7. Content and methodology of the supervision 
The Fellow will work under the direct supervision of the Programme Specialist (RBM) and collaborate 
closely with Central Team. A detailed workplan outlining tasks and learning goals will be developed at the 
start of the assignment. Supervision will include regular check-ins, mentoring, and progress reviews, with 
mid-term and final evaluations to assess learning and performance. The Fellow will also participate in 
team meetings and learning sessions to strengthen technical and professional competencies. 
 
8. Living conditions in the country 
The assignment is based in Amman, Jordan, a safe and welcoming duty station with good living standards. 
The city offers reliable housing, healthcare, and transportation, though public transport is limited. English 
is widely spoken, and the climate is Mediterranean with hot summers and mild winters. UNDP staff 
operate under standard UN security protocols, and Fellows receive a security briefing upon arrival. 
 


