	Vacancy No: TC/2009/EMP/SFP/01 
 
Position title: Knowledge Officer 

Grade: P.2 

Contract type: Fixed-term appointment 
	Date: 27 August 2009 
 
Deadline for application: 30 September 2009 
  
Organization unit:   EMP/SFP

Duty Station:  Geneva, Switzerland 

	INTRODUCTION

Housed at the International Labour Organization's Social Finance Programme, the Microinsurance Innovation Facility seeks to increase the availability of quality insurance for the developing worlds low-income families to help them guard against risk and overcome poverty. The Facility was launched in 2008 with the support of a grant from the Bill & Melinda Gates Foundation. See more at www.ilo.org/microinsurance. The Facility is currently filling a knowledge officer position.

Reporting to the Chief Project Manager, the Knowledge Officer is responsible for managing knowledge generated through Facility innovation, research and technical assistance projects in order to enable further development of microinsurance in developing countries. The Knowledge Officer will cooperate with the Facility's Research Officer on extracting credible lessons learnt and with the Facility Communication Officer on effective dissemination of relevant knowledge to specific target audiences. Travel estimated to be 10-15% of the work time.

	DESCRIPTION OF DUTIES

1. Collect and compile information on lessons learnt from innovation projects and technical assistance activities.

2. Assist the Research Officer in consolidating all evidence and lessons learnt generated by the Facility, organize it by topics.

3. Segment the Facility audience by type of stakeholder and by region.

4. Conduct regular surveys to understand gaps in knowledge, skills and attitudes of various stakeholders. Create maps of knowledge needs.

5. Package the knowledge for different segments depending on their needs.

6. Edit knowledge related documents to be published. 

7. Draft briefing notes.

8. Disseminate the knowledge together with the Facility Communications Officer. Develop those dissemination tools and materials for each of them. 

9. Facilitate the publication of other articles emerging from the project and provide (or facilitate) additional documentation as necessary;

10. Assist in the development of training materials and tools for technical assistance providers

11. Develop and moderate community of practice composed from the Facility partners. Develop and moderate other online tools to manage knowledge (e.g., blogs and wikis). 

12. Facilitate knowledge exchange and peer learning between our partners during global meetings and exchange visits.

13. Attend meetings, conferences and reviews, as well as undertake missions;

14. Contribute to project progress reports;

15. Contribute to annual work plans and budgets.

16. Collect information required for the preparation of comments on, or contributions to, the research documents

17. Assist in the organization of meetings, workshops, seminars and training events that relate to knowledge exchange. 

18. Participate in organizing internal events to raise the ILO's staff interest and support, develop networks with key actors (Social Finance network, workers and employers associations.)

	REQUIRED QUALIFICATIONS

	Education
First level university degree in communications, economics, social science, or other relevant field.

	Experience
One to two years of professional experience in knowledge management in a related field (insurance, economic development, microfinance, etc.). Experience working in developing countries is a plus.

	Languages
Excellent written and verbal command of English, and a good knowledge of either French or Spanish. Additional languages a plus. 

	Competencies 
Expert knowledge of tools for knowledge management and information technologies used for the storage, retrieval and dissemination. Excellent analytical skills. Excellent writing skills. Excellent computer skills including the use of word processing and spreadsheet software. Sound knowledge of socio-economic conditions in several countries. Excellent knowledge of development principles, concepts and techniques. Excellent trouble-shooting and problem solving skills. Self-motivated and able to work without close supervision. Mature, responsible and professional. Good judgment and sound decision-making skills. Excellent organization and planning skills. Detail-oriented. Team player. Work in a multicultural environment. 

	CONDITIONS OF EMPLOYMENT 
	

	A one-year fixed-term contract will be given, with the possibility of renewal on an annual basis subject to satisfactory conduct and performance. 
Competitive salary starting from 85,217 US dollars (with dependants) or 79,930 US dollars (without dependants) per year, amounts include post adjustment. Salaries and emoluments are exempt from taxation by the Swiss authorities and, on the basis of international agreements or national law relating to presence or residence abroad, are generally exempt from taxation by other governments.

Other allowances and benefits subject to specific terms of appointment: 

· Children's allowance (except for the first child if the dependent rate of salary is paid in respect of that child); 

· Children's education grant (per child per year); 

· Pension and Health Insurance schemes; 

· 30 working days' annual leave; 

· Assignment Grant; 

· Entitlement to transport expenses of personal effects; 

· Repatriation Grant; 

· Home-leave travel with eligible dependants every two years; 

· Rental subsidy (if applicable). 

	HOW TO APPLY

To apply, please visit ILO's e-Recruitment website at: erecruit.ilo.org; https://erecruit.ilo.org/public/hrd-cl-vac-view.asp?jobinfo_uid_c=21938&vaclng=en . The system provides instructions for online application procedures.


