
 

 

The Operation of the United Nations High Commissioner for Refugees (UNHCR) in Ukraine invites qualified candidates 

to apply for the following vacancy:  

Functional Title & Grade: Senior Protection Cluster Assistant /G5 

Contractual Status: UNOPS contract with initial duration until 31 

December 2019 

Duty Station:  Kyiv, Ukraine 

Date of Issue: 18/01/2019 

 

Deadline for applications: 29/01/2019 

INTERNAL/EXTERNAL VACANCY ANNOUNCEMENT 

OPERATIONAL CONTEXT 

 

The annexation of Crimea and the outbreak of conflict in Donetsk and Luhansk regions in 2014 have resulted in widespread 

displacement and numerous protection concerns for the affected population. Since 2014, over 5.4 million people have been 

affected by the conflict in Ukraine and the government estimates that more than 1.5 million people have been internally 

displaced.  

To respond to the humanitarian needs and required coordination among partners, the UN activated the cluster system in 

December 2014.  The Protection Cluster is led by UNHCR and has 90 partners, including UN, international and national 

NGOs and civil society. There are three sub-clusters under the Protection Cluster: Child Protection, GBV and Mine Action.  

Additionally, there is an Ageing and Disability Working Group and a Housing, Land and Property Working Group. In the 

field, sub-national protection working groups are active in Kharkiv, Sloviansk, Mariupol, Sievierodonetsk and Donetsk. 

The aim of the Protection Cluster is to ensure a coordinated, predictable, accountable and effective response by humanitarian 

organizations to the protection concerns stemming from the conflict in Ukraine. Additionally, the Protection Cluster advises 

the Humanitarian Coordinator, the Humanitarian Country Team and the other Clusters on protection concerns and assists them 

in mainstreaming protection into their activities. Humanitarian principles provide the fundamental foundation for humanitarian 

action and underpin the work of the Cluster (i) humanity (ii) neutrality (iii) impartiality (iv) independence. 

FUNCTIONAL STATEMENT  

 

Accountability (key results that will be achieved) 
 

- Reporting of cluster meetings and monitoring process is conducted on a regular and timely basis (meeting minutes, 

support in monthly fact sheets, information and communication materials); 

- Advocacy notes are prepared; 

- Contact lists are managed and updated, as required, with regular attendance collected; 

- Information platforms for PC are managed and updated as required; 

- Prepare and participate in co-ordination, information and training activities for NGO and government partners; 

- Administrative support for arrangements and translation is provided for monthly PC meetings at the national level as 

well as other related working group sessions; 

- Act as back-up to the Protection Cluster Associate. 

Responsibilities (process and functions undertaken to achieve results) 

 
The role of the Senior Protection Cluster Assistant is to provide professional, pro-active and problem solving support to the 

Protection Cluster. The role will assist the Cluster with its six core functions:  

1. Supporting service delivery by providing a platform for agreement on approaches and elimination of duplication;  

2. Informing strategic decision-making of the HC/HCT for the humanitarian response through coordination of needs 

assessment, gap analysis and prioritization;  

3. Planning and strategy development including sectoral plans, adherence to standards and funding needs;  

4. Advocacy to address identified concerns on behalf of cluster participants and the affected population;  

5. Monitoring and reporting on the cluster strategy and results, recommending corrective action where necessary;  



 

6. Contingency planning/preparedness, national capacity building where needed and where capacity exists within the Cluster. 

 

The Protection Cluster publishes monthly fact sheets highlighting key protection concerns, as well as partner operational 

response, advocacy initiatives and trainings/events. We also issue advocacy notes – most recently about the Protection 

Concerns of IDPs from Crimea and Protection Concerns related to Mine Action. Previous advocacy notes have included 

protection concerns of people living along the contact line, and protection concerns of elderly people and people with 

disabilities. The Protection Cluster has also developed a range of tools to coordinate and map partner response, including a 

Free Legal Aid Directory, which lists all free Legal Aid Providers in Ukraine, as well as the Protection Cluster Dashboard, 

which shows partner presence by partner and by activity. 

The Senior Protection Cluster Assistant is expected to facilitate the work of the Protection Cluster through the provision of 

support in analysis, organization and reporting. This includes the provision of active support, as applicable, to sub-clusters or 

working groups of the Cluster, which may be coordinated by other Agencies. As a result, the incumbent supports an inter-

agency team in an environment that requires high standards of accountability, facilitation, negotiation, conflict resolution 

skills, in which respect the principles of partnership, and collaboration is essential.  

The role requires excellent time management, coordination, and a flexible approach to ensure the cluster is effective in its role 

as the coordination mechanism to discuss and address issues facing the conflict-affected population.  Under the direct 

supervision of the Protection Cluster Coordinator, the Senior Protection Cluster Assistant will undertake the following tasks: 

- Support the preparation of advocacy materials, including information sheets, briefing notes and trainings; 

- Undertake research and analysis into protection issues in Ukraine affecting displaced and conflict-affected people; 

- Assist with Protection Cluster meetings, including preparation, minutes’ taking, translation, liaison with partners and 

follow up; 

- Support reporting and information management for the Protection Cluster; 

- Support protection training activities and other initiatives aimed at building the protection capacity of partners, civil 

society and relevant authorities; 

- Liaise with sub-clusters and technical working groups and partners; 

- Compile monthly fact sheets and other information material ; 

- Assist with information management, including maintaining contact databases;  

- Acts as back-up to the Protection Cluster Associate;  

- Other tasks as requested by the Protection Cluster Coordinator. 

REQUIRED COMPETENCIES: 
 

- Excellent interpersonal skills; 

- Excellent oral and written communication skills in English (required) and Russian/Ukrainian (required); 

- Strong research, analytical and drafting skills; 

- Computer literate (including working knowledge of Microsoft Office and Excel); 

- Excellent attention to detail, organisational skills and discretion with confidential information; 

- Ability to work independently and proactively; 

- Flexibility and ability to work in a team; 

- Proven ability to prioritise and handle a challenging work load; 

- Commitment to humanitarian work and principles. 

 

ESSENTIAL MINIMUM QUALIFICATIONS AND PROFESSIONAL EXPERIENCE REQUIRED: 

 
- Educated to university level, preferably with a degree in law, international relations, social or political studies or 

related field. Master’s degree desirable; 

- Minimum two years’ work experience, preferably in the humanitarian sector, either with the UN or with an NGO; 

- Knowledge and experience of the humanitarian coordination system and of the protection cluster is desirable; 

- Experience undertaking legal research, advocacy, preparing presentations and doing legal translations desirable. 

 

LANGUAGE: 
- Fluency in English, Ukrainian and Russian.  



 

 

Interested applicants should forward the UN personal history form 

(P-11) with a covering letter in English explaining their interest in the position to the 

e-mail: vacancy@unhcr.org 

by indicating the post title and position number they are applying for in the subject line.  

Candidates must be legally present in Ukraine at the time of application, recruitment and hire.  

UN personal history form (P-11) may be loaded at 

http://www.unhcr.org/ua/wp-content/uploads/sites/38/2018/08/UNHCR_Personal_History_Form_October-

2017.docm 

http://www.unhcr.org/ua/wp-content/uploads/sites/38/2018/08/UNHCR_PHF_Supplementary_October-2017-

3.docm 

Only short-listed applicants will be contacted, no late applications will be accepted.  

Written test may be administered. 

UNHCR does not charge a fee at any stage of the recruitment process (application, interview meeting, 

processing, training or any other fees). 

 

mailto:vacancy@unhcr.org
http://www.unhcr.org/ua/wp-content/uploads/sites/38/2018/08/UNHCR_Personal_History_Form_October-2017.docm
http://www.unhcr.org/ua/wp-content/uploads/sites/38/2018/08/UNHCR_Personal_History_Form_October-2017.docm
http://www.unhcr.org/ua/wp-content/uploads/sites/38/2018/08/UNHCR_PHF_Supplementary_October-2017-3.docm
http://www.unhcr.org/ua/wp-content/uploads/sites/38/2018/08/UNHCR_PHF_Supplementary_October-2017-3.docm

