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UNITED NATIONS INDUSTRIAL DEVELOPMENT ORGANIZATION 

 

TERMS OF REFERENCE FOR PERSONNEL UNDER INDIVIDUAL SERVICE 

AGREEMENT (ISA) 

 

Title: 
National Administrative Assistant 

Main Duty Station and 

Location: 

Bogotá 

Mission/s to: No missions envisaged 

Start of Contract (EOD): 
11.01.2020 

End of Contract (COB): 
06.30.2021 

Number of Working 

Days: 

Full time - Regular 

Payment Schedule: 
Monthly payments 

 

 

ORGANIZATIONAL CONTEXT 

 

The United Nations Industrial Development Organization (UNIDO) is the specialized agency of 

the United Nations that promotes industrial development for poverty reduction, inclusive 

globalization and environmental sustainability.  The mission of 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 DIRECTORATE of Programme Development and Technical Cooperation (PTC) of 

UNIDO is responsible and accountable for providing technical cooperation services to enhance 

the capabilities of developing countries and economies in transition to promote Inclusive and 

https://www.unido.org/sites/default/files/2014-04/Lima_Declaration_EN_web_0.pdf
https://www.unido.org/sites/default/files/2014-04/Lima_Declaration_EN_web_0.pdf
https://www.unido.org/sites/default/files/2014-03/ISID_Brochure_web_singlesided_12_03_0.pdf
https://www.unido.org/node/329
https://www.unido.org/node/329
https://www.unido.org/node/138
https://www.unido.org/node/11
https://www.unido.org/node/158
https://www.unido.org/strengthening-knowledge-and-institutions-0
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Sustainable Industrial Development (ISID). PTC is organized in the following departments: 

Department of Programmes, Partnerships and Field Integration (PTC/PFF), Department of 

Agri-Business (PTC/AGR), Department of Trade, Investment and Innovation (PTC/TII), 

Department of Environment (PTC/ENV), and Department of Energy (PTC/ENE). 

Department of ENERGY (PTC/ENE) 

The responsibility of the Department of Energy (PTC/ENE) is to assist Member States in the 

transition to a sustainable energy future under the overarching mandate of ISID, through the 

application of renewable energy for productive uses, adoption of the efficient use of energy by 

industry and the introduction of low-carbon technologies 2 and processes. In transitioning to a 

sustainable energy future, the challenges of addressing energy poverty and climate change 

become an integral part of the Department activities. 

The main strategic focus areas of the Department’s activities are first, to provide integrated 

energy solutions to industry by promoting energy efficiency; secondly, to deliver renewable 

energy technologies and systems to promote productive activities as a major contribution to 

reducing rural poverty; and thirdly, to champion industrial energy perspectives in the global 

debates about sustainable industrial development and climate change mitigation and adaptation. 

In addition, the Department acts as the focal point within UNIDO for all strategic energy and 

climate change partnerships, networks and conventions including UN-Energy, Sustainable 

Energy for All (SEforAll), and United Nations Framework Convention on 

Climate Change (UNFCCC). In discharging its responsibility, the Department cooperates with 

other relevant departments within UNIDO, in particular with the Department of Environment 

(PTC/ENV) on resource efficiency, clean technologies, chemicals and Montreal Protocol; the 

Department of Trade, Investment and Innovation (PTC/TII) on standards; the Department of 

Agri-Business (PTC/AGR) on productive uses, and the Department of Programmes, 

Partnerships and Field Integration (PTC/PPF) on strengthening strategic partnerships. 

Energy Systems and Infrastructure Division (PTC/ENE/ESI) 

The Energy Systems and Infrastructure Division (PTC/ENE/ESI) focuses on promoting and 

developing sustainable energy solutions and infrastructure in business, urban and rural 

contexts. This focus brings together UNIDO’s historic interventions on the supply side through 

promoting renewable energy technologies and on the demand side through industrial energy 

efficiency. By bringing together supply and demand side interventions, the Division is 

positioning the work of UNIDO at the leading edge of emergent energy systems and paradigms 

driven by the convergence of key technologies such as distributed generation, digitization and 

storage technologies as well as climate policies. 

The promotion of industry cross-cutting solutions, such as the implementation of energy 

management systems and standards, and energy systems optimization continues to be one of the 

core functions of the Division. In addition, the Division supports Member States with the 

transition to sustainable energy systems for ISID. In discharging its responsibility, in line with 

the overall strategy of the Department, the Division cooperates closely with other Divisions in 

the Department, as well as other relevant organizational departments within UNIDO, in 

particular with the Department of Environment (PTC/ENV) and the Department of Trade, 

Investment and Innovation (PTC/TII). 

 

 

 

PROJECT CONTEXT tem/Overview/UNIDO Project Summary/Project Purpose> 

/Rati 
The “Energy Districts in Colombia– Phase II” (DT2) project’s objective is to foster and promote 
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energy efficiency and sustainable urban development by further promoting the development of 

Energy Districts (ED) in Colombian cities. The project aims to improve energy efficiency and 

reduce emissions of greenhouse gases (GHG) and ozone-depleting substances (ODS) of cooling 

and heating utility services in buildings and infrastructure of the cities that will develop Energy 

District projects. 
 

The first phase of the “Energy Districts in Colombia” was implemented in 2013-2019. The 

purpose of the second phase of the project, to be implemented during the 20219-2023 period, is to 

consolidate and scale up the results achieved in the first phase and further accelerate the diffusion 

of Energy Districts. Interventions will be structured around three project components: 
 

• Institutional Support Component: Improve and implement the regulatory framework at 

national and city level in order to promote further development of Energy Districts as a 

solution for an efficient and better use of energy for cooling (or heating) and for a 

sustainable urban development. 

 

• Knowledge and capacity development Component: Reinforce knowledge and capacities 

for Energy Districts of all market players and facilitate collaboration among relevant 

actors in the value chain for Energy Districts. This will include the establishment of a 

Competence and Know-how Center for Energy Districts. 

 

• Market development Component: Technically assist 7-10 selected cities to include Energy 

Districts into their territorial/urban planning and support the realization of 2-3 near-future 

mature projects. 
 

The three components are interlinked and expected to feed into each other. In this way, the 

project will provide the final push for the diffusion of the Energy Districts as an innovative and 

efficient infrastructure for utility services in Colombian cities, especially with regard to the air 

conditioning market. 

 

A Project Managing Unit (PMU) has been established at the UNIDO Office in Bogotá. The 

PMU consists of a National Strategic and Technical Coordinator, a National Project Manager 

and Energy Efficiency Expert and the National Administrative Assistant. 

The PMU is responsible for the day-to-day management and execution of the project activities. 

This will include activities directly executed by PMU and mostly outsourced work to 

consultants, contractors and vendors that provide professional/technical services/goods 

according to defined terms of reference and technical specifications. Because of the project’s 

geographic coverage and scope of activities, a substantial amount of travel services by third 

party agents and of administrative support by UNIDO staff in Vienna will be involved/required. 

Such services must be procured in compliance with the UNIDO Procurement Manual, and the 

United Nations security provisions, rules and regulations, and in close collaboration and 

communication with UNIDO HQ located in Vienna-Austria, UNIDO field office personnel in 

Bogotá, and UN security office in Colombia. 

UNIDO’s procedures for recruitments, procurements, travels and accounting/expenditures are 

managed with the assistance of a production software (SAP) that articulates the resolution of 

any issue between UNIDO colleagues. In Colombia, the PMU raises/creates new events that 

require clearance and support from Vienna. Such procurement process comprehend a local 

search for candidates, the preparation of RFQ documents, enabling the selected candidate as 

authorized UNIDO vendor/consultant, preparing the summary of received offers, reviewing 

invoices and finally submitting such invoices for approval by project management, and the 
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follow-up and tracking of the overall process until the  disbursement by UNIDO to the vendor is 

completed. 

Once these activities have been contracted, UNIDO implements different payment methods that 

result in a long list of international and domestic bank transfers. The status of these 

activities/disbursements and of project-wide progress is to be reported regularly to the Project 

Manager, on a weekly basis, and summarized in monthly reports. 

The PMU will have also to liaise with stakeholders in different languages, including UNIDO 

HQ working language (English) and Colombia language (Spanish). 

The PMU works directly at the UNIDO Office in Bogotá. Given the COVID-19 social 

distancing measures, access to office is restricted both in schedule and in number of occupants 

per shift. As such, time of entrance/exit to UNIDO Bogotá Field Office will be monitored and 

authorized on a case by case basis. 

  

 

DUTIES 

 

The National Administrative Assistant (NAA) will support the administrative work of the PMU 

for the execution of the project activities. He/she will be in charge of initiating, creating and 

follow-up any relevant administrative action and process required at country level, including 

submitting requests and reports and general documentation to the UNIDO base-office in Vienna 

in compliance with UNIDO procurement, recruitment, travel, finance and ICT policies, manual, 

rules and regulations. 

Duties will include fielding telephone calls, word processing, creating spreadsheets and 

presentations, and feeding inputs to the SAP production software.  

Written English-to-Spanish, and Spanish-to-English translation of basic documents will be 

regularly needed. 

The NAA will work under the direct supervision of the National Project Manager and EE Expert 

and the overall supervision of the National Strategic and Technical Coordinator, and UNIDO 

HQs Project Manager. The NAA may be required on occasions to also provide assistance to other 

UNIDO energy efficiency initiatives in Colombia, and to the UNIDO Representative in Bogota 

and his/her office.  

 

KEY FUNCTIONS: 

 

Specifically, under the direct supervision and guidance of the PMU, the National Administrative 

Assistant will assume the tasks shown in the list below.  

 

1) Support to procurement processes 
 

The NAA will support local procurement processes, focused on completing low value 

transactions, such as petty cash, minor bank transfers and straight expenditures. Tasks will 

include: 

- To elaborate terms of service for simple services 

- To collect quotes from suppliers 

- To organize this data for submission to admin assistant in Headquarters (HQ) 

- To process Shopping Carts for straight expenditures and other 
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- To help in keeping track of contracts/POs’ milestones such as submission of deliverables, 

payments and other. 

 

2) Field travels 
 

The NAA will support the organization of local travel by: 

- Collecting travel needs from local travellers and commutating information to HQ 

- Informing HQ on new travellers to be registered 

- Creating Travel request in the system for HQ validation 

- Assist travellers to complete their security clearance requests. 

- Collecting support evidence for expense reports, including “back-to-office mission reports” 

and boarding passes 

- Creating expense reports in SAP 

 

3) Local payments 
 

The NAA will facilitate the issuance of payments from HQ by: 

- Collecting invoices 

- Verifying purchase orders for integrity, signatures 

- Assessing consistency of services delivered and terms in purchase orders against deliverables 

- In close collaboration with UNIDO field office in Bogotá, to monitor the execution of final 

disbursement of payments from the local UNIDO Imprest account to vendors. 

- To inform local vendors and consultants about the payment completion. 

 

4) Support to recruitments 

 

For the recruitment of national consultants, the NAA will assist in the creation of Personal 

History Form (PHF) and profiles on the UNIDO web-based roster. Tasks will include: 

- Assisting new candidates in completing their PHF in UNIDO’s system/website 

- Collecting data of new candidates, such as academic degrees and completion of questionnaires 

- Keep track of individual service agreements (ISA) issued and related milestones such as 

deliverables and payments schedule. 

 

 

5) Support to project results monitoring and reporting framework 

 

The AA will be responsible for: 

- Gaining full understanding of the project key performance indicators 

- Supporting the PMU in the development of templates, forms and tools to regularly and 

efficiently record progress, measure and report results (Word, Excel and others) 

- Supporting collection of data and information needed from beneficiaries, service providers 

and stakeholders 
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6) Supporting UNIDO HQ Staff 

 

The NAA will be required to assist the HQ project team with local communication and other 

tasks that may be needed. 

The NAA will perform her/his duties and activities mostly at the UNIDO Bogota Field Office. 

In some cases, it will be required to attend meetings at project partners’ and counterparts’ 

offices. Weekly web/phone-based meetings will be held by the PMU with the Vienna support 

team. 

Given the hour difference between Bogotá and UNIDO HQs in Vienna, NAA will hold a 

coordination meeting with HQ assistant on a regular basis, to ensure the timely completion of 

any on-going administrative process. The UNIDO-SECO Thermal Districts II project is 

expected to advance on a task-by- task basis, however given the project operative requirements, 

it is expected that the NAA will be ready to communicate with his/her UNIDO HQs’ team 

counterparts as early as possible in the morning, in order to enable any quick reaction from 

UNIDO HQs when needed. Thus, NAA shall be available to communicate with UNIDO HQs 

no-later than 8:30 am Bogotá time. 

 

7) REPORTING 

The National Administrative Assistance will have to meet the reporting requirements deriving 

from the duties description above. In addition to that she/he will have to prepare at the end of 

the contract a short report (2-3 pages) providing an overview of the work performed as well as 

suggestions and recommendations for possible improvements in administration and the 

execution of the project. 

 

REQUIRED 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. 
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Managerial and Leadership Competencies (as applicable) 

WE ARE STRATEGIC, DECISIVE, PRINCIPLED AND INSPIRATIONAL: As managers, we 

are strategic and fair in driving our team’s performance. As leaders, we are a source of 

inspiration, stand for norms and standards established in the UN Charter and duty bound to 

defend these ideals with a principled approach. 

WE ARE INCLUSIVE AND ACCOUNTABLE: As managers, we are inclusive in our approach 

and maintain constructive engagement with all our stakeholders. As leaders, we embrace all 

personnel and stakeholders and are accountable mutually within UNIDO, within the system, to 

beneficiaries and the public and beyond. 

WE ARE MULTI-DIMENSIONAL AND TRANSFORMATIONAL: As managers, we go 

beyond conventional methods to help our organizational units strengthen their own agility and 

adaptability to change. As leaders in the UN system, we have a vision which is integrated and 

engaged across the pillars of Peace and Security, Human Rights and Development. 

WE ARE COLLABORATIVE AND CO-CREATIVE: As managers, we foster a team spirit and 

create meaningful opportunities to hear the voices of those around us, while realizing that only by 

working together can we accomplish our mission. As leaders we see the inter-dependency of 

imperatives of the UN Charter and personally champion a collaborative inter-agency, multi-

stakeholders and cross-thinking approach. 

 

 

MINIMUM ORGANIZATIONAL REQUIREMENTS  

 

Education: The NAA shall have completed secondary education (with university degree). 

 

Technical and Functional Experience:  

• A minimum of 4 years practical experience in the field of administrative duties. 

• Strong communication skills and ability to liaise with various stakeholders 

• Problem solving attitude 

• Extensive software skills, Internet research abilities are required 

• Demonstrated experience with SAP or any other production software is an asset 

• Demonstrated knowledge of UN procedures for technical cooperation project administration is 

an asset 

 

Languages: Spanish mother tongue and advanced level of English are required 

 

 


