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Special Vacancy Notice 
SVN-TD-015-2022 

Open to internal and external candidates 
 
                    Position Title : Head of Sub Office 
                          Duty Station :  Bagasola, CHAD 
                        Classification :  NOA 
            Type of Appointment :  Special Short Term, 6 months with possibility of 

extension 
        Estimated Start Date :  As soon as possible 
 
                    Closing Date   :  April 27, 2022 
 
Established in 1951, IOM is a Related Organization of the United Nations, and as the 
leading UN agency in the field of migration, works closely with governmental, 
intergovernmental and non-governmental partners. IOM is dedicated to promoting humane 
and orderly migration for the benefit of all. It does so by providing services and advice to 
governments and migrants. 
 
 
 
 
 

 
Context:  
 
In the Lac Province, the main humanitarian setting Province in Chad IOM Chad implements 
several activities, including and not limited to, Displacement Tracking Matrix (DTM), Shelter 
Assistance, Non-Food Items distribution, WASH assistance and other stabilization projects. 
Most of these activities are coordinated from the Sub-office of Bagasola. 
 
Under the direct supervision of the Emergency Coordinator and the overall supervision of 
the Chief of mission, the successful candidate will be responsible of coordinating  all 
activities implemented in the Lac Province. This includes coordinating projects’ field 
operations in close coordination with related projects managers, ensuring the daily 
functioning of the sub-office, managing IOM staff based in Bagasola, liaising with external 
stakeholders including, and not limited to, governmental counterparts, humanitarian 
partners, local and traditional authorities, and communities. 

 
Core Functions / Responsibilities:  
 

1. Support the day-to-day operations of the Sub-Office, including preparation of 
operational advances, provision of accounting documents, overview of office 
maintenance, procurement and logistic needs, overall administrational 

IOM is committed to a diverse and inclusive environment. Applications from qualified 
female candidates are especially encouraged. For the purpose of the vacancy, internal 
candidates are considered as first-tier candidates. 
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management of the sub-office, ensure sub-office compliance with security rules, 
manage drivers and office infrastructure, etc.; 
 

2. Ensure staff management, preparation of annual leave plans; 
 

3. Support mandatory trainings roll outs and adherence within the sub-office; 
 

4. Manage all documentation produced by the sub office and ensure correct 
classification of documents; 
 

5. Prepare and conduct weekly meetings with the sub office staff and report 
minutes to the management; 
 

6. Participate in interagency coordination mechanisms and towards all authorities;  
 

7. Liaise with humanitarian partners supporting  the positioning of IOM in 
humanitarian strategic and operational activities; 
 

8. Liaise with governmental counterparts, traditional authorities and communities 
regarding IOM’s operations; 
 

9. Keep abreast of any security developments and ensure close coordination with 
the Emergency Coordinator, the Head of Emergency and Transition Unit, the 
Chief of Mission and the Security Officer; 
 

10. Participate and coordinate the implementation of security measures in coordination 
with the security officer and based on active participation in the area security working 
group; 
 

11. In close coordination with related projects managers, support the implementation 
of IOM’s projects in the Lac province, including, and not limited to, Shelter 
assistance, NFI distribution, WASH assistance, Displacement Tracking Matrix 
and stabilization activities; 

 
12. Ensure support and management of IOM staff based in the Sub-Office; 

 
13. Promote and facilitate integration of the Inter Agency Standing Committee’s 

priority cross cutting issues (e.g. human rights, HIV/AIDS. Age, AAP) and 
promote gender equality in the activities; 
 

14. Perform such other duties as may be assigned. 

 
Required Qualifications and Experience: 
 
Education   
 
University degree in Management, Social science, Demography, International Relations, 
Humanitarian Assistance or a related field 
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- At least two years of relevant professional experience.  
- Experience working in international organizations, humanitarian community and 

familiarity with the humanitarian reform and cluster approach; 
- Experience in project management and implementation; 
- Experience in training and building capacity of government authorities and national 

NGOs; 
- Professional working experience with vulnerable people, such as refugees, IDPs, 

returnees and victims of conflict. 
- Ability to write technical requirements documents, translate/plan specifications to 

technical briefs for data capture/analysis and compile diverse datasets 
 
 
Languages 
 

- Fluency in French, Arabic and working knowledge of English are required. 
-  
- Local languages spoken in the Lac Province 

 

Required Competencies: 

 
Values 

- Inclusion and respect for diversity: respects and promotes individual and cultural 
differences; encourages diversity and inclusion wherever possible. 

- Integrity and transparency: maintains high ethical standards and acts in a manner 
consistent with organizational principles/rules and standards of conduct. 

- Professionalism: demonstrates ability to work in a composed, competent and 
committed manner and exercises careful judgment in meeting day-to-day challenges. 

Core Competencies –  
- Teamwork: develops and promotes effective collaboration within and across units to 

achieve shared goals and optimize results. 
- Fosters a sense of team spirit by developing a shared understanding, accountability 

and enthusiasm for the team’s work. • Displays a high level of cultural awareness, 
sensitivity to different ways of working and leverages individual strengths in order to 
build a better team. • Shares credit for team accomplishments and ensures that the 
contribution of others is recognized. • Helps create a positive team spirit, putting 
aside personal considerations to help the team achieve its goals. 

- Delivering results: produces and delivers quality results in a service-oriented and 
timely manner; is action oriented and committed to achieving agreed outcomes. 

- Produces high-quality results and workable solutions that meet clients’ needs. • 
Anticipates constraints, identifies solutions and takes responsibility for addressing 
critical situations. • Monitors own and others’ work in a systematic and effective way, 
ensuring required resources and outputs. • Aligns projects with Organization’s 
mission and objectives and demonstrates a good understanding of the impact of 
team’s and own work on external and internal counterparts.  

- Managing and sharing knowledge: continuously seeks to learn, share knowledge and 
innovate. 

- Disseminates and shares knowledge openly and actively contributes to 
knowledge/network communities for topics relevant to area of expertise. • 
Encourages knowledge-sharing across units/departments and ensures that 
knowledge is captured, recorded and disseminated appropriately.  • Builds networks 
for the effective communication and exchange of knowledge and ideas and puts 
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others into contact with various sources of knowledge. • Contributes to an 
environment that is conducive to innovation and learning. 

- Accountability: takes ownership for achieving the Organization’s priorities and 
assumes responsibility for own action and delegated work. 

- Proactively seeks responsibility in delivering towards the goals of the Organization. • 
Plans and organizes work with a clear and deliberate focus, ensuring commitments 
are easily identified and progress is widely communicated. • Stands by the actions of 
team or department, publicly accepting ownership.  • Takes responsibility of own 
shortcomings and those of the work unit, where applicable. 

- Communication: encourages and contributes to clear and open communication; 
explains complex matters in an informative, inspiring and motivational way. 

- Speaks and writes clearly and effectively. • Seeks to share information with others, 
with due respect for diversity and the confidentiality of specific sensitive information. 
Listens and seeks to understand without bias and responds appropriately.  Shares 
information and keeps others up to date; actively seeks others' views and ideas and 
respects their contribution. 
 

Managerial Competencies – behavioural indicators level 2 

 
- • Leadership: provides a clear sense of direction, leads by example and 

demonstrates the ability to carry out the organization’s vision; assists others to 
realize and develop their potential. 

- Assigns responsibilities fairly and manages performance, taking 
- account of individual strengths, workloads and interests.• Is inclusive in decision-

making and actively seeks feedback from team members and colleagues in order to 
identify opportunities for improvement. • Takes sound and timely managerial 
decisions that are consistent with the Organization's vision and purpose. • 
Establishes and maintains relationships with a broad range of stakeholders to 
understand needs and gain support. 

- • Empowering others & building trust: creates an atmosphere of trust and an 
enabling environment where staff can contribute their best and develop their 
potential. 

- Delegates appropriately to make the most of others’ talents, clarifying expectations 
and allowing autonomy in important areas while providing necessary support. • 
Encourages others to take responsibility for their performance; promotes ownership, 
responsibility and accountability for desired results at all levels. • Creates an 
atmosphere of trust and confidence in which others can talk and act without fear of 
repercussion. • Gives proper credit to others, shows appreciation and rewards 
achievement and effort. 

- • Strategic thinking and vision: works strategically to realize the Organization’s 
goals and communicates a clear strategic direction. 

- Aligns own actions to the Organization’s vision, values and mandate. • Translates 
strategic direction into short and medium-term plans and objectives for own team; 
revises objectives to reflect changes in organizational goals. • Identifies key 
issues/priorities in complex situations and how they may be related to one another. 

- • Clearly communicates links between the Organization’s strategy and the work unit’s 
goals. • Always works with an orientation to the future, encouraging others to 
consider the Organization’s medium and long-term strategy when setting 
departmental objectives. • Steps back from operational issues to focus on a long-
term direction for the area of responsibility. • Identifies strategic issues and risks that 
may impede the delivery of the Organization’s strategic objectives and addresses 
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concerns in a timely manner to gain buy-in from stakeholders. • Generates and 
communicates broad and compelling organization 

 

Other: 
 
Any offer made to the candidate in relation to this vacancy notice is subject to funding 
confirmation.  
 
Appointment will be subject to certification that the candidate is medically fit for appointment, 
accreditation, any residency or visa requirements, and security clearances. 
 
Only candidates residing in either the country of the duty station or from a location in a 
neighbouring country that is within commuting distance of the duty station will be 
considered. In all cases, a prerequisite for taking up the position is legal residency in the 
country of the duty station, or in the neighbouring country located within commuting 
distance, and work permit, as applicable. 

 
 
How to apply: 
 
Interested candidates are invited to submit their applications via e-mail to  
iomchadrecruitment@iom.int referring to this advertisement in the subject: “SVN-TD-015-
2022”. Application must contain only a CV and a cover letter in a unique file. 
 
Only shortlisted candidates will be contacted.  

 
 
Posting period: 
 
From 13.04.2022 to 27.04.2022. 
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