
 
 

 

UNHCR REPRESENTATION IN INDONESIA 
INTERNAL/EXTERNAL VACANCY NOTICE 

No. 22/INSJA/PSP/001 - UNOPS 

 

Functional Title : Senior PSP Assistant (F2F Trainer) 
Category & Level : UNOPS, Individual Contract Agreement, LICA-5 Level 
Duty Station : Jakarta, Indonesia  
Entry on Duty : 1 March 2022 
Duration : Initially until 31 December 2022 

(Possibility of extension subject to availability of fund) 
Annual Salary : Starting from IDR 203.530.000 
Closing Date : 31 January 2022 

 
 
 

Operational Context 
 

 
UNHCR is the UN Refugee Agency and takes the lead in providing international protection to 
refugees and displaced people worldwide. An unprecedented 82.4 million people around the 
world have been  forced to flee their homes. Among them are nearly 26.4 million refugees, 
around half of whom are under the age of 18. In a world where nearly 1 person is forcibly 
displaced every two seconds because of conflict or persecution, our work at UNHCR is more 
important than ever before. 

 
Number of refugees and other persons of concerns hosted in Indonesia is of 14 thousand 
beneficiaries registered by UNHCR in Indonesia, other international situation including 
Emergency situations and to seek financial support for UNHCR programs in Indonesia and 
international situations. PSP activities will also contribute to raise UNHCR brand awareness in 
Indonesia and improve public perceptions on refugees. 

 
The objective of this position within UNHCR Private Sector Partnerships (PSP team) in Indonesia 
is to develop training and development system to benefit our expanding team of F2F 
Fundraisers. We seek a positive, supportive, and passionate F2F professional, highly motivated 
and self-driven, with a background in either commercial or NGO direct sales or direct 
marketing, to support the set-up and growth of In-house face to face programs for UN



Duties and Responsibilities 
 
F2F Training and Development 
 

 Ensure the skills in all F2F level have the necessary skills to succeed 
 Support PSP Associate (F2F) to develop and maintain all training materials regarding all 

different sessions to be delivered both to the new and existing fundraisers, with particular 
attention to general training topics (mission, vision, fundraising techniques, etc) as well as 
on more specialist topics (average donation increase, special campaign script, digitally 
supported pitching, leadership skill, etc) 

 Prepare, develop, and implement a regular training plan for each Fundraiser level by 
identifying topics, timing and the trainers  

 Develop and maintain all levels of the fundraiser training manual.  
 Identify and introduce any other training tools that might be important to optimize face to 

Face fundraising activities fostering higher motivation and efficiency of each resource and / 
or limiting F2F resources turn over  

 Ensure the implementation of training, with a high focus on the field and lead by example. 
This requires that the trainer spends 50% of working hours in the field to train, feedback, 
and coach the fundraisers.  

 Monitoring and train the team on the sites to ensure that the teams have the skills and are 
able to adapt to and maximize performance in a variety of venue types 

 Feedback to the teams related to the performance and develop training plan 
 Provide regular feedback on individual team member’s performance to the F2F coordinator 
 Organize and conduct theoretical and practical induction training for new fundraisers and 

team leaders 
 Review and identify face-to-face fundraiser weekly and monthly performance stopping 

report  
 Creating face-to-face individual training checklist and progress report 
 Facilitating face-to-face fundraiser meetings, skill share and recognitions.  
 Evaluate all trainings to ensure that skills have been acquired and that performance is 

improved as a result   
 

        Qualifications/Requirements 
 
Education: Completion of Secondary Education preferable  University degree in Marketing, 
digital marketing, Communications, or related field 
 
Core Competencies: Accountability; Communication; Organizational Awareness; 
Teamwork & Collaboration; Commitment to Continuous Learning; Client & Result 
Orientation. 

 
Cross – Functional Competencies: Analytical Thinking; Planning an Organizing; 
Stakeholder Management. 

 
Experience:  Minimum 2 years of experience for high school diploma and 1 year of experience 
for bachelor’s degree in a corporate or an NGO environment (Ideally have some experience 
working for an international NGO) and in in leading, managing and training team or, including 
with some experience of managing staff from distance successfully, managing and training of 
the fundraising team will be an advantage. Experience to use numbers to support all fundraising 
decisions and to accurately analyse data 
 



Nationality: Citizen of Indonesia; Non-citizen with Indonesian permanent residence. 
 

Languages: Knowledge of English and Bahasa Indonesia (written and oral) highly 
essential; knowledge of other UN languages is an asset. 

 
Key Competencies 

 
- Proven experience at least 1 year in managing or training team or, including with some 

experience of managing staff from distance successfully, managing and training of the 
fundraising team will be an advantage. 

- Ability to use numbers to support all fundraising decisions and to accurately analyse data 
- Ability to easily build rapport with a diverse range of people 
- Creativity and ability to develop new ways to inspire people about an organisation’s work 
- Ability to transfer skills and knowledge to others 
- Strong organisational and time management skills 
- Ability to work independently  
- Ambitious, results orientated and able to work in a target driven environment 
- Willingness and ability to dramatically change work practices and hours, and work with 

incoming surge teams, in the event of emergencies 
- A full appreciation of the value of co-operation, both internationally and within a team 

environment 
- Able to work using emails, all Microsoft office programs 
- Will be required to travel extensively 

 
…………………..…………………..…………………..…………………..……………………………………………… 

 
Candidates who wish to be considered for this vacancy should send their motivation 
letter, CV and signed Personal History/P.11 form (available at 
www.unhcr.org/recruit/p11new.doc),via email to INSJAHR@unhcr.org 

 
DEADLINE FOR APPLICATIONS: 31 January 2022 

 
 

IMPORTANT:  Candidates must indicate the post title and vacancy number on the 
envelope or subject of the email. 

 
Applications from both genders and persons with disabilities are encouraged to 

apply.  

Late applications will not be considered. 

Only those short-listed for tests (written and interview) will be notified. 
 

………………..…………………..…………………..…………………..…………………………………………………

14 January 2022 


