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UNITED NATIONS INDUSTRIAL DEVELOPMENT ORGANIZATION 
ORGANISATION DES NATIONS UNIES POUR LE DEVELOPEMENT INDUSTRIEL 
ORGANIZACION DE LAS NACIONES UNIDAS PARA EL DESARROLLO INDUSTRIAL 

 
JOB PROFILE 

 

 
Functional Title: Junior Professional Officer (JPO) Grade: L2 

Organizational Unit: COR/HRM 

Duty Station: Vienna, Austria Supervisor’s Title and Grade: Head P4 / Chief, P5 
 

 
Organizational Context 

 
UNIDO is the specialized agency of the United Nations that promotes industrial development for poverty reduction, 
inclusive globalization and environmental sustainability. The mission of the United Nations Industrial Development 
Organization (UNIDO), as described in the Lima Declaration adopted at the fifteenth session of the UNIDO General 
Conference in 2013, is to promote and accelerate inclusive and sustainable industrial development (ISID) in Member States. 
The relevance of ISID as an integrated approach to all three pillars of sustainable development is recognized by the 2030 
Agenda for Sustainable Development and the related Sustainable Development Goals (SDGs), which will frame United 
Nations and country efforts towards sustainable development in the next fifteen years. UNIDO’s mandate is fully recognized 
in SDG-9, which calls to “Build resilient infrastructure, promote inclusive and sustainable industrialization and foster 
innovation”. The relevance of ISID, however, applies in greater or lesser extent to all SDGs. Accordingly, the Organization’s 
programmatic focus is structured in four strategic priorities: Creating shared prosperity; Advancing economic 
competitiveness; Safeguarding the environment; and Strengthening knowledge and institutions. 

 
Each of these programmatic fields of activity contains a number of individual programmes, which are implemented in a 
holistic manner to achieve effective outcomes and impacts through UNIDO’s four enabling functions: (i) technical 
cooperation; (ii) analytical and research functions and policy advisory services; (iii) normative functions and standards and 
quality-related activities; and (iv) convening and partnerships for knowledge transfer, networking and industrial 
cooperation. Such core functions are carried out in Departments/Offices in its Headquarters, Regional Offices and Hubs 
and Country Offices. 

The Human Resource Management (HRM), in the Directorate of Corporate Services and Operations (COR), is responsible 
for ensuring that the Organization has at its disposal the human capital required to deliver its mandate and achieve 
business and strategic goals. To this end, it designs and implements modern human resources management policies and 
tools, which allow the Organization to attract the best talent. It delivers a broad range of services covering, among 
others, UNIDO’s human capital through a partnership model with the Professional staff acting as business partners for 
relevant parts of the Organization. It is further responsible for carrying out statutory functions in accordance with the 
provisions of the staff regulations and rules of the Organization, the regulations of the United Nations Joint Staff Pension 
Fund (UNJSPF) and policy issuances covering other categories of UNIDO human capital, including management of 
security-related entitlements for all UNIDO personnel at Headquarters and in the Field. It is also responsible for 
supporting the work of the Managing Director within the UNIDO Crisis Management Team as well as for coordinating for 
all personnel the security and safety related actions and responses. Further, Human Resource Services also supports the 
administration of employees under technical cooperation projects and programmes. The Human Resource Services is 
comprised of four dedicated Units, namely HR Operations and Planning Unit (COR/HRM/PEO/OPP), Talent Planning and 
Acquisition Unit (COR/HRM/TMG/TPA), Talent Development and Performance Management Unit (COR/HRM/TMG/TDP) 
and HR Policy and Employee Relations Unit (COR/HRM/PEO/PER). 

 
The Junior Professional Officer (JPO) assignment will be placed on a rotational basis to support the work of units and areas 
in HRM and will work under the overall guidance of the respective Unit Chief/Head. 
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COR/HRM/TMG plays a pivotal role in shaping UNIDO’s talent landscape and organizational capability by attracting, 
engaging and retaining high-calibre professionals that align with the organization’s values and culture. COR/HRM/TMG 
ensures modern, cohesive, people-focused and gender sensitive approaches are employed in order to maximize the 
contribution and potential of UNIDO’s workforce. 

 
The HR Policy and Employee Relations Unit (HRM/PEO/PER) is a small, specialized team that provides advice to UNIDO 
globally on the design and interpretation of human resources policies and is the Organization’s interface with other UN 
common system organizations and entities on matters pertaining to trends, developments and decisions affecting human 
resources policies. Furthermore, HRM/PEO/PER is responsible for providing strategic advice to senior management in 
connection with grievances and disciplinary matters with the aim of protecting the integrity and efficiency of the 
Organization, while also ensuring that UNIDO’s internal justice system reflects principles of fairness and due process. 

 
The UNIDO Staff Performance Management System reinforces the collaboration within formal units as well as among cross-
functional teams. In this context, the incumbent collaborates with his/her supervisor and colleagues, within as well as 
outside the unit. Within the formal teams, the incumbent may be expected to backstop other team members as required. 

 
Staff members are subject to the authority of the Director General and in this context all staff are expected to serve in any 
assignment and duty station as determined by the needs of the Organization. 

 
Main Responsibilities 

 
Contribute to UNIDO’s HR policy governance, administration of justice, employee relations, talent planning and acquisition, 
and learning and development functions—ensuring compliance with staff rules, regulatory frameworks, and organizational 
values while advancing diversity, inclusion, and service excellence. 

 
Depending on the area of worked, the key Responsibilities: 

 
1. Talent Management Unit: 

 Contribute to the design and implementation of integrated talent management strategies to attract, engage, and 
retain high-calibre professionals.

 Support employer branding and outreach initiatives to strengthen UNIDO’s talent pipeline.
 Assist, when required, in recruitment and selection processes, ensuring transparency, inclusivity, and gender 

equality principles.
 Participate in the development of organizational learning strategies, leadership development programmes, and 

performance management processes.
 Support HR analytics projects to inform policy development and decision-making.

2. HR Policy and Employee Relations Unit: 
 Assist in reviewing, drafting, and updating HR policies, practices, and procedures to meet evolving organizational 

needs.
 Contribute to the development and implementation of well-being frameworks.
 Assist in the administration of entitlements and conditions of service, ensuring compliance with UNIDO’s

administrative framework. 
 Support workforce planning and position management processes.

3. Cross-Cutting Responsibilities 
 Prepare reports, briefing notes, and presentations for HRM management and inter-agency meetings.
 Research and benchmark best practices in HR policy, talent management, and employee relations within the UN 

system and beyond.
 Support initiatives that promote a positive employee experience and inclusive workplace culture.
 Contribute to digitalization and process improvement initiatives across HRM.
 Promote diversity, equity, inclusion and gender equality in all assigned tasks.

 
Other Duties 

 Keep abreast of developments in various areas of human resources, talent acquisition, learning and development.
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 Perform other related duties as assigned.

 
Learning Elements 

 
 

 Develop a thorough understanding of UNIDO’s People Strategy and its role in enabling inclusive and sustainable
industrial development (ISID). 

 Gain hands-on experience in full-cycle recruitment processes, including drafting vacancy announcements, 
screening candidates, organizing interviews, and processing appointments.

 Learn to design and implement talent outreach and employer branding strategies, including social media 
campaigns, job fairs, and university partnerships.

 Acquire knowledge of tools and techniques used in learning and development, including the design of training 
modules, delivery of workshops, and evaluation of training effectiveness.

 Strengthen analytical skills through research on HR policies and workforce data, contributing to evidence-based 
policy recommendations and operational improvements.

 Develop skills in diversity and inclusion initiatives, including how to attract underrepresented groups and 
contribute to gender parity in recruitment and learning activities.

 Build experience in supporting and coordinating HR administrative processes using UNIDO’s ERP systems,
including contracts and entitlements for consultants and project personnel. 

 Improve communication, collaboration, and presentation skills through engagement with internal and external 
stakeholders, including staff, trainers, and institutional partners.

 Gain practical knowledge of HRM operations within an international organization and contribute to innovation 
and efficiency in HR service delivery.

 Enhance cross-cultural competence and understanding of working in a diverse and multicultural environment.

Core Values and Competencies 

Core Values 
WE LIVE AND ACT WITH INTEGRITY: work honestly, openly and impartially. 
WE SHOW PROFESSIONALISM: work hard and competently in a committed and responsible manner. 
WE RESPECT DIVERSITY: work together effectively, respectfully and inclusively, regardless of our differences in culture and 
perspective. 

 
 
Key Competencies 
WE FOCUS ON PEOPLE: cooperate to fully reach our potential –and this is true for our colleagues as well as our clients. 
Emotional intelligence and receptiveness are vital parts of our UNIDO identity. 
WE FOCUS ON RESULTS AND RESPONSIBILITIES: focus on planning, organizing and managing our work effectively and 
efficiently. We are responsible and accountable for achieving our results and meeting our performance standards. This 
accountability does not end with our colleagues and supervisors, but we also owe it to those we serve and who have trusted 
us to contribute to a better, safer and healthier world. 
WE COMMUNICATE AND EARN TRUST: communicate effectively with one another and build an environment of trust where 
we can all excel in our work. 
WE THINK OUTSIDE THE BOX AND INNOVATE: To stay relevant, we continuously improve, support innovation, share our 
knowledge and skills, and learn from one another. 

 

Minimum Organizational Requirements 

Education: 
Advanced university degree in human resources, organizational psychology, business administration, law, social sciences 
or other equivalent discipline is required. 
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Experience, technical knowledge and functional expertise: 
- A minimum of professional experience aligned with the educational level is required, as follows: 

 Advanced university degree (Master’s): at least 3 years of relevant professional experience 
 Doctorate: at least 1 year of relevant professional experience 

 
- Relevant experience should be in the fields of business/public administration, law, organizational management or 

human resources or related field.  
- Experience in drafting and editing reports, is desirable.  
- Experience at the proficiency level with MS office is required. 

Language Skills: 
Fluency in spoken and written English required. Working knowledge of other official language(s), of the United Nations, 
particularly French is desirable. 


