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UNTAB 

OFFICE OF THE RESIDENT REPRESEf.ifTATIVE 

LEOPOLDVILLE9 CONGO 

Job Description 

Post title: REPORTS OFFICER 

Tho Report s Officer i s r osponsiblo t o t ho Resident Repres entative . 
His duties ar c as follows g 

1. Prepares and/ or edits tho following r eports, i n consultat i on 
with tho Depu ty Res ident Repr osontativos 9 As s i s tant Resident Roprosontativo, 
Programme Officers, and Fellowships and Programme As s i stant, as appr opri at og 

(a) annual r eport on over all t echnical assistan ce programme~ 

(b) peri odic r eport s for TAB 9 

(c) annual evaluat i on r eport f or TAB 9 

(d) quarterly reports for tho Special Fund ; 

( o) speci al r oport s 9 as r oquirod f or TAB and tho Special Fund; 

(f) wookly situation r eports to Hoadqua~tors; 

(g) other ad hoc r eports . 

2. D1•aft s qu estionnaires and memoranda to Chiefs of Mi ssi on in order 
to obtain mat erial for tho report s lis t ed above . 

3. Rocoivos 9 through tho Deputy Resident Roprosontat ivos , copies of 
tho periodic and fi nal r eport s of Chi efs of Mission, Principal Advisors and 
oxports and mai ntains library ther eof . Arranges f or transmission of copies 
to Headquart er s , as appropri a t e . 

4. Maintains liai son with tho UU Infor mat i on Centro i n order t o 
facilitate a steady flow of material for publicising Unit ed Nat i ons programmes 
of technical cooper at i on i n tho Congo . 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE? CONGO 

Job Des cri12tion 

Pos t ti tlo: REPORTS OFFICER 

Tho Report s Officer i s r esponsibl e to tho Resident Represontativo . 
His duti es aro as f oll owsg 

1. Proparos and/ or edit s tho following reports, i n consultation 
with tho Deputy Resi dent Rcpresentatives , Assistant Rosi dont Rcprcsontativc, 
Programme Officers, and Fellowships and Programme Assistant, as appropriat e: 

(a) annual r eport on over all t echnical assistance programme:, 

(b) periodic report s for TAB; 

(c) annual evaluati on r oport for TAB; 

(d) quart erly reports for tho Special Fund 7 

(o) special r oport s 9 as r equired for TAB and tho SpociaJ Fund , 

(f) wookly situation r eport s t o Hoadqua::-t ors; 

(g) other ad hoc r eport s . 

2. Draft s questionnaires and memoranda to Chiefs of Mi ssi on in order 
t o obtain mat erial for tho r eport s lis t ed above. 

3. Rocoivos , through tho Deputy Resident Roprosontativos , copies of 
tho periodic and final r eport s of Chi of s of Mission , Principal Advi.scrs and 
oxports and maintains library thereof . Arranges for transmission of copies 
t o Headquarter s , as appr opri a t e . 

4. Mai ntains liaison with tho UU Information Centro i n order to 
facilitate a steady flow of material for publicising United Nations programmes 
of t echnical cooperation in tho Congo. 



UNTA13 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

J ob Doscri;pti on 

Post ti tlo: REPORTS OFFI CER 

Tho Report s Offi cer is responsi bl e to t ho Resident Roprosont ativo. 
His duti es a.re as follows ~ 

1, Pr oparos and/ or edit s tho f ol lowing report s, i n consultat i on 
with tho Doput y Ros i dont Reprosentatives 9 Assistant Ros i dont Roprosent ativo , 
Progr amme Offi cer s , and Fellowshi ps and Progr amme Ass i st ant , as appropriat e : 

(a ) annual r eport on over al l t echni cal assistance pr ogramme 7 

(b) peri odic r eport s f or TA13 9 

(c) annu al evaluati on roport for TA13 9 

(d) quart erly repo~t s for t ho Special Fund? 

( o) special r eport s ~ as r equir ed f or TA] and t ho Special Fund ~ 

(f ) weekly si tuation r eport s t o Hoadqua~ters; 

(g) ot her ad hoc r eport s , 

2. Draft s qu estionnaires and memoranda to Chiefs of f-hssion i n or der 
t o obta i n mat erial for tho r eport s lis t ed above . 

3. Ro coivos , t hr ough tho Deput y Rosidont Representat i ves , copi es of 
tho periodi c and fi nal r eport s of Chi efs of Miss i on, Princi pal Advi sors and 
export s and mai ntai ns l ibr ar y thor oof . Arranges for transmi ssion of copies 
t o Headquart er s , as appropriate . 

4 • Mai nt ai ns liai son wit h t ho UN Information Centro i n ordor t o 
faci l itat e a st eady fl ow of material for publicising Uni ted Nations progr ammes 
of t echnical cooperat i on i n tho Congo . 



Post title: 

UNTA13 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVI LLE, CONGO 

J ob Descri pt ion 

REPORTS OFFI CER 

Tho Report s Of f i cer i s respons i bl e to t ho Resident Roprosont ativo. 
His duties arc as follows; 

1. Prepar es and/ or edit s tho f oll owi ng report s , i n consultat i on 
with t he Depu t y Resident Representatives , Assistant Res i dent Roprosontativo, 
Programme Offic er s , and Fell owshi ps and Programme Ass i st ant , as appropri at e: 

(a ) annual r eport on over all t echni cal assistance programme; 

(b) peri odi c r eport s f or TAB ; 

( c) annual evaluat i on r epor t for TAB~ 

(d) quart erly report s for tho Special Fund; 

( e) speci al r eports ? as r equired for TAB and tho Speci al fund ? 

(f ) wookly situati on r eport s t o HoadquG~tors~ 

(g) othor ad hoc r eport s . 

2. D1•aft 8 questionnaires and memoranda to Chiefs of Mission i n or der 
t o obtai n mat erial for t ho r eport s listed above . 

3. Rocoivos , t hr ough tho Deput y Rosidont Roprosontat i vos , copies of 
tho periodi c and f i nal reports of Chiefs of Mission, Principal Advi sors and 
export s and mai ntai ns library ther eof . Arranges for t r ansmi ssi on of copi es 
t o Headquart er s , as app;ropr iat o. 

4. Mai nt ai ns liai son wi th tho UN Information Centro i n order t o 
facilitat e a st eady f l ow of mat er ial for publ icisi ng Unit ed Nations pr ogr ammes 
of techni cal cooperat i on in tho Congo . 

-· 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

J ob Doscri_J2ti on 

Post ti tl o: REPORTS OFFICER 

Tho Reports Officer i s r osponsibl o t o tho Rosi dont Roprosontativo . 
His duti es arc as follows ; 

1 . Prepares and/ or odit s tho following reports, i n consultation 
with tho Deputy Resident Roprosontativos, Assistant Res i dent Roprosontativo 9 

Programme Officers, and Fellowships and Programme Assist ant , as appropriate: 

(a) annual r eport on overall technical assistance programmo 7 

(b) periodic r eport s for TAB; 

(c) annu al evaluation report for TAB 9 

(d) quarterl y reports for tho Special Fund; 

(o) speci al r eport s ~ as r oquirod for TAB and tho Special Fund-~ 

(f) weekly situation r eport s to Hoadqua~tors; 

(g) other ad hoc reports . 

2. Drafts questionnaires and memoranda to Chiefs of Mission in order 
to obta i n mat erial for tho reports listed above . 

3. Receives , through tho Deputy Resident Representat i ves , copies of 
tho peri odic and fi nal reports of Chiefs of Mi ssion, Principal Advi sors and 
exports and maintains library thereof. Arranges for transmission of copies 
t o Hoadquart or s , as appr opriate . 

4. Maintains liai son with tho UN Informat i on Centro in order t o 
facilitate a steady flow of mater ial for publici sing Unit ed Nations programmes 
of technical cooperation in tho Congo. 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLTIVILLE, CONGO 

J ob Dos cription 

Post ti tlo: REPORTS OFFICER • 

Tho Reports Officer is r osponsi blo t o t ho Resident Roprosontativo. 
His duties arc as f ollows: 

1. Prepares and/or edit s tho foll owing reports , in consultation 
with t ho Deputy Resident Ropr osontativos 9 Ass i s t ant Res i dent Roprosontativo, 
Programme Officers, and Fellowships and Programme Ass i stant, as appropriat e: 

(a) annual r eport on over all t echnical assis t an ce pr ogramme; 

(b) periodic r eports f or TAB ; 

(c) annual evaluati on report for TAB; 

(d) quart erly ropo~ts for tho Special Fund 1 

( o) special r oport s i as r equired f or TAB and tho Special Fund-? 

(f) weekly situati on r eport s t o Hoadqua~t ors; 

(g) other ad hoc r eport s . 

2. Draft s qu ostionnairos and memoranda t o Chiefs of Mi ssi on in order 
to obtain mat erial for the r eport s lis ted ab ov e. 

3. Receives , through tho Deputy Rosidont Ropr osontativos , copie s of 
tho peri odic and fi nal r eport s of Chi ef s of Mi ss i on, Principal Advisors and 
exports and mai ntains library thereof. Arranges for transmi ssi on of copie s 
t o Headquart er s , as appropriat e . 

4. Mainta i ns liai son with tho mr Information Centro i n order t o 
facilitate a st eady fl ow of material for publicisi ng Uni ted Nations pr ogr ammes 
of t echnical cooper at i on in tho Congo . 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE9 CONGO 

J ob Doscri_Pti on 

Post ti t l o: REPORTS OFFICER 

Tho Reports Officer i s responsible t o t ho Resident Roprosontativo . 
His duti es aro as f oll owsg 

1. Proparos and/ or edit s tho foll owing reports, i n consultat i on 
with tho Deputy Res ident Roprosontativos 9 Assistant Resident Ropr osentativo, 
Programme Officers, and Fellowships and Progr amme Ass i stant 9 as appropriat e ~ 

(a) annual r eport on overall t echnical ass i stan ce programme; 

(b) periodic reports f or T.A13 9 

(c) annual evaluat i on report for TAB 9 

(d) quart erly reports for tho Special Fund 9 

(o) spaci al r eports, as r equired for TAJ3 and tho Special Fund7 

(f) weekly situati on r eport s to Hoadqua~tors 9 

(g) other ad hoc r eports . 

2 . Draft s questionnaires and memoranda to Chiefs of Mi ssion in order 
to obtain material for tho r eport s liotod above . 

3. Rocoivos , through tho Deputy Rosidont Roprosontativos, copies of 
tho periodic and fi nal r eports of Chi efs of Mission 9 Principal Advisors and 
exports and maintains library thereof. Arranges for transmi ssi on of copies 
t o Hoadquart or s , as appr opriat e . 

4. Maintains liaison with tho U1J Information Contra in order to 
facilitat e a steady flow of material for publicising United Nat i ons programmes 
of t oclmical cooperation in tho Congo. 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE 9 CONGO 

. . 

Job Doscri,J?ti on 

Post ti tlo: REPORTS OFFICER 

Tho Reports Officor is r osponsiblo t o t ho Resident Ropros ontative. 
His duti es aro as f oll owsg 

1. Pr epares and/or edit s tho f oll owing r eport s , in consulta tion 
with tho Deputy Rosidont Reprosont ativos , Assi s t ant Resident Roprosontativo, 
Programme Officers, and Fellowships and Programme Assi stant, as appropriat og 

(a) annual r eport on overall t echnical ass i s t an ce progr ammq 

(b) peri odic roport s f or TAB ; 

(c) annual evaluati on r eport f or TAB 9 

(d) quarterly rep orts f or tho Spe ci al Fund ~ 

(o) special report s , as r oquir od f or TAB and t ho Special Fund 7 

(f) wookly situation r eport s t o Hoadqua~t or s; ' 

(g) othor ad hoc r eport s . 

2. Di•afts qu ostionnairos and memoranda t o Chi ef s of Mis sion in ardor 
to obtain material for tho r eport s lis ted ab ove . 

3. Rocoivos, through tho Deputy Ros idont Roprosont ativos, copie s of 
tho periodic and fi nal r oports of Chi ef s of Mi ss i on , Principal Advisor s and 
oxports and maintains library thor oof. Arranges f or transmissi on of copio s 
to Hoadquart or s , a s appr opria t e . 

4. Maintains liai son with tho UN Infor mat i on Centro in ardor to 
facilitate a st eady fl ow of mat erial for publi ci sing Unit ed Nations programmes 
of t echnical cooper ation i n tho Congo . 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

J ob Doscri_,Pti on 

Post ti tlo~ REPORTS OFFI CER 

Tho Report s Offi cer is rosponsi bl o to tho Rosidont Reprosontative . 
His duti es aro as foll owsci 

1 . Prepares and/or edi ts tho foll owing reports , i n consul tation 
with t ho Deput y Res i dent Roprosontati vos 9 Assistant Res i dent Represent ative, 
Programme Officers, and Fellowshi ps and Programme Ass i st ant, as appropriat e: 

(a) annu al r eport on over all technical assistance programme; 

(b) peri odic r eport s for TAB; 

(c) annu al eval uati on report for TAB; 

(d) quarterly report s for t ho Special Fund~ 

( o) special r eport s , as r oquir od for TAB and tho Special Fund 7 

(f) weekl y si tuation r eport s to Hoadqua~t ors; 

(g) other ad hoc r eport s . 

2 . Draf ts quost i onnai ros and memoranda to Chiefs of Mi ssi on i n or der 
t o obtai n mat erial for tho r eport s listed above . 

3. Receives , through tho Deputy Rosidont Reprosontat i vos 9 copies of 
tho peri odi c and f i nal r eports of Chi efs of Mi ssion, Pr inci pal Advi sors and 
oxport s and mai nt a i ns libr ary thereof . Arranges for t r ansmi ssion of copi es 
t o Headquart er s , as appr opri a t e . 

4·• Mai nt ai ns l iai son wi th tho UN Information Centro in or der t o 
facilitat e a steady f l ow of mater ial for publicising Uni ted Nat i ons pr ogr ammes 
of t echni cal cooper ation in tho Congo . 



UNTAJ3 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE? CONGO 

Job Dos cription 

Post ti tlo: REPORTS OFFICER 

Tho Reports Officor is r osponsiblo t o tho Resident Ropros ontativo. 
His duties arc as follows ; 

1. Prepares and/or edits tho f oll owing reports, in consultation 
with tho Deputy Resident Ropr osontativos , Ass i s tant Resident Ropros entativo, 
Programme Officers, and Fellowships and Programme As s istant, as appropriate: 

(a) annual r eport on overall t echnical assistance programme;; 

(b) periodic reports f or TJ-1.B ? 

(c) annual evaluat i on report for TAB 9 

(d) quarterly reports for tho Special Fund ; 

(o) speci al r eports ? as r equired for TAB and tho Spocial Fund? 

(f) weekly situation r eport s to Hoadqua~t or s 9 

(g) other ad hoc reports . 

2 . Drafts qu estionnaires and memoranda to Chief s of Mission in order 
to obtain material for tho report s listed above. 

3. Receives? through tho Deputy Res ident Representatives , copies of 
tho periodic and final reports of Chiefs of Mission, Principal Advisors and 
exports and maintains library ther eof. Arranges for transmis si on of copies 
to Hoadquartors, as appr opri a t e . 

4~ Maintains liaison with tho UN Information Centro in order to 
facilitate a steady flow of material for publicising Unit ed Nations programmes 
of t echnical cooper ation in tho Congo. 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE? CONGO 

Job Doscription 

Post ti tlo: REPORTS OFFICER 

Tho Reports Officer is r osponsibl o t o t ho Rosidont Roprosontativo . 
His duti es aro as f ollows~ 

1 . Propar os and/or edit s tho following reports, i n consultation 
with tho Deputy Resident Roprosontativos, As s i stant Resident Ropresontativo, 
Programme Officers, and Fellowship s and Programme Ass i st ant, as appropriat e ~ 

(a) annual r eport on over all t echnical ass i stance programme, 

(b) peri odic report s for TAB , 

(c) annual evaluati on report for TAB , 

(d) quarterly rep orts for tho Special Fund ; 

( e) speci al r eport s , as r equired f or TAB and the Special Fund; 

(f) weekly situation r eport s t o Hoadqua~tors 9 

(g) othor ad hoc r eport s . 

2. Draft s qu ostionnairos and memoranda to Chiefs of Mi ssi on in order 
to obta i n material for tho r oport s lis t ed above . 

3. Receives , through tho Deputy Resident Ropresontatives , copies of 
tho periodic and fi nal r eport s of Chiof s of Mission, Principal Advisors and 
oxports and maintains library thereof. Arranges for transmi ssi on of copios 
t o Headquart er s , as appr opri a t e . 

4·• Maintains liai son with tho UN I nformation Centro in order to 
facilitate a steady flow of material for publicising United Nations programmes 
of technical cooper at i on i n tho Congo . 
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UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE9 CONGO 

J ob Doscri_ption 

Post ti tl o: REPORTS OFFICER 

Tho Reports Officor is rosponsiblo t o tho Rosidont Roprosontativo . 
His duti es aro as follows ~ 

1. Proparos and/or odit s tho following reports, i n consultation 
with tho Deputy Ros i dont Roprosontativos 9 Assi s tant Resident Ropros entativo, 
Programmo Officers, and Foll owships and Programme Assist a.nt 9 as appropriat e ~ 

(a) annual r eport on over all technical assistance programme; 

(b) periodic report s for TAB; 

(c) annual evaluati on roport for TAB; 

(d) quarterly reports for tho Special Fund~ 

(o) spacial r eports , as r oquirod f or TAB and tho Spocial Fu.nd 7 

(f) wo0kly situation r eports to Hoadqua:-t ors ; 

(g) othor ad hoc r eport s . 

2. Draft s quostionnairos and memoranda to Chiofs of Mi ssion in order 
t o obta i n material for tho reports lis ted abovo . 

3. Rocoivos , through tho Deputy Rosidont Roprosontat ivos 9 copies of 
tho peri odi c and final r eports of Chiofs of Miss i on, Principal Advisors and 
exports and mai ntains library theroof. Arranges for transmi ssi on of copios 
t o Hoadquartor s , as appropriat o. 

4. Maintains liai son with tho UU Information Contro i n ordor to 
facilitate a steady flow of material for publicising Unitod Nations programmes 
of technical cooporation in tho Congo . 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE9 CONGO 

Job Dos criJ?tion 

Post ti tlo: REPORTS OFFICER 

Tho Report s Officor is r esponsiblo to tho Resident Repres entative . 
His duti es arc as follows ~ 

1. Prepares and/ or edit s tho following r eports, in consultation 
with tho Deputy Resident Roprosontativos 9 Assi s tant Resi dent Roprosont a tivo9 

Programme Officors 9 and Fellowship s and Programme Assistant, as appropriat e: 

(a) annual r oport on overall t echnical ass i stance programme; 

(b) peri odic reports f or TAB ; 

(c) annual evaluati on r epor t f or TAB ; 

(d) quarterly reports f or tho Special Fund ; 

( o) special reports~ as r oquirod for TAB and tho Special F\J.ndr 

(f) weekly situation r eport s to Hoadqua::-tors; 

(g) other ad hoc report s . 

2. Draft s qu estionnaires and memoranda to Chiefs of Mi ssion in order 
to obt ain mat eri al for tho report s lis t ed above •. 

3. Receives, through the Deputy Res ident Reprosentatives 9 copies of 
tho peri odic and final report s of Chi of s of Miss i on, Principal Advisors and 
exports and mai ntains library ther eof. Arranges for transmission of copies 
t o Headquart er s , as appropriate . 

4._ Maintains liai son with tho UN I nformation Centro in order to 
facilitate a steady f l ow of mater ial for publi cising United Nat i ons programmes 
of t echnical cooperation in tho Congo . 



UNTAB 

OFFICE OF THE RESil)ENT REPRESENTATIVE 

LEOPOLDVILLE? CONGO 

Job Des criJ?tion 

Post ti tlo: REPORTS OFFICER 

Tho Report s Officer is r esponsibl e t o tho Resident Ropresentative. 
His duties ar e es followsg 

1. Prepares and/or edits tho following r eports , in consultation 
with tho Depu ty Resi dent Repr esentatives , Ass i s t ant Res i dent Representative, 
Programme Officers, and Fellowships and Programme Assistant, as appropriat e ~ 

(a) annual r eport on over all t echnical assistance programme, 

(b) periodic r eports f or TAB ; 

(c) annual evaluati on report for TAB 9 

(d) quarterly report s for tho Special Fund; 

(o) speci al r eports~ as r equired f or TAB and tho Special Tu.nd 7 

(f) we ekly situation r eport s t o Hoadqua~tors; 

(g) other ad hoc r eport s . 

2. Drafts qu estionnaires and memoranda t o Chiefs of Mis sion in order 
to obtai n materi al for tho r eport s lis t ed above . 

3. Rocoives , through tho Deputy Resident Roprosentativos , copies of 
tho periodic and final reports of Chiefs of Mi ss i on, Principal Advisors and 
export s and mai ntai ns library thereof . Arranges for transmission of copies 
t o Headquarter s , as appr opriat e . 

4. Mai ntains liai son with tho UN Information Centro in order to 
facilitate a steady f l ow of material for publicising United Nations programmes 
of technical cooper ation in tho Congo . 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE~ CONGO 

Job Dos cri.12ti on 

Post title: REPORTS OFFICER 

Tho Reports Officer i s r esponsibl e to tho Resident Reprosentativo. 
His duti es arc as follows ~ 

1 . Prepares and/or edit s tho f oll owing r eport s , i n consultation 
with tho Deputy Resident Repr osontativos , Assistant Resident Ropr osentativo1 

Programme Officers, and Fellowships and Programme Ass i st ant, as appropriat e : 

(a) annual report on over all t echnical ass i stance programme~ 

(b) peri odic reports f or TAB ; 

(c) annual evaluati on report f or TAB 9 

(d) quarterly reports for tho Special :Fund 9 

(o) special reports 9 as r equir ed f or TAB and tho Special :Fund 7 

(f) wookly situation r eport s t o Hoadqua~tors; 

(g) othor ad hoc reports . 

2. D1·afts qu ostionnairos and memoranda to Chiefs of Mis si on in order 
to obtain material for tho r eport s lis t ed abovo. 

3. Rccoivos , through tho Deputy Rosidcnt Rcprosontativcs, copies of 
tho periodic and final rep orts of Chi efs of Mis s i on, Principal Advisors and 
exports and maintains library thereof . Arranges for transmission of copies 
to Hoadquartors, as appropriate . 

4. Maintains liaison with tho UN Informat i on Contra in order to 
facilitate a steady fl ow of material for publicising United Nations programmes 
of technical cooper at i on in tho Congo . 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

J ob Doscri,Pti on 

Post ti tlo: REPORTS OFFICER 

Tho Reports Officer is r ospons iblo to tho Resident Ropros ontativo. 
His duties aro as f ollows ; 

1. Prepar es and/or edit s tho f oll owing r eport s , i n consultation 
with tho Deputy Resident Ropros ontativos , As s i s tant Resident Ropro sontativo, 
Programme Officers, and Fellowships and Programme As s i st ant, as appropriate: 

(a) annual r eport on over all t echnical ass i s t ance progr amme, 

(b) peri odic rep ort s f or TA13 9 

(c) annual evaluati on report f or TAB ; 

(d) quart erly rep ort s for tho Spe cial Fund ; 

(o) special roport s 9 as r oquirod f or TAB and tho Special Fu.nd7 

(f) weekly situation r eport s t o Hoadqua~t or s; 

(g) other ad hoc r eports . 

2. Draft s qu ostionnairos and momor a:nda t o Chi ef s of Mi ssion in order 
to obtain material for tho report s lis ted ab ove . 

3. Rocoivos , through tho Deputy Resident Representatives , copies of 
tho peri odic and final reports of Chief s of Mi ss i on, Principal Advisor s and 
exports and maintains library ther eof. Arranges for transmissi on of copies 
to Headquart ers, as appr opriat e . 

4• Maintains liai s on with tho UN Infor mation Centro in order to 
facilitate a steady flow of material f or publi cising United Nations programmes 
of technical cooper ation i n tho Congo . 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Descripti on 

Post ti tlog REPORTS OFFICER 

Tho Report s Officer i s r osponsiblo t o t ho Resident Roprosontativo . 
His duti es arc as f ollows g 

1. Prepares and/or edit s tho following r eport s , i n consultation 
with tho Deputy Res ident Roprosontativos, Assistant Resident Ropr osontativo, 
Programme Officers, and Fellowships and Programme Ass i st ant, as appropriatog 

(a) annual r eport on over all t echnical ass i stance programme; 

(b) periodic report s f or TAB 9 

(c) annual evaluati on r eport for TAE 9 

(d) quarterly rep orts f or tho Special Tund~ 

(o) special r eports, as r equired for TAB and tho Special Tund? 

(f) weekly situation r eport s t o Hoadqua~tors 9 

(g) other ad hoc r oport s . 

2. Draft s questionnaires and memoranda to Chiefs of Mission in order 
to obtain material for tho r eport s lis t ed above~ 

3. Rocoivos , through tho Deputy Resident Roprosontativos, copies of 
tho periodic and fi nal r eport s of Chi efs of Mi ss i on, Principal Advisors and 
exports and maintains library ther oof. Arranges for transmi ssi on of copies 
to Headquart er s , as appr opria t e . 

4 .. Maintains liai son with tho UN Information Centro in order to 
facilitate a steady flow of material for publicising United Nations programmes 
of technical cooperation i n tho Congo. 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Descripti on 

Post ti tlo: REPORTS OFFICER 

Tho Report s Officer i s r esponsibl e t o t ho Resident Representative . 
His duties are as f ollowsg 

1. Prepar es and/or edit s tho following r eports , i n consultation 
with tho Deputy R0sident Representatives, Assi s tant Resi dent Representative, 
Programme Officers, and Fellowships and Programme Assi stant, as appropriat e : 

(a) annual report on overall t echnical assis t ance pr ogramme; 

(b) periodic rep orts f or TAB ; 

(c) annual evaluati on report for TAB; 

(d) quarterly reports for tho Special Fund3 

(o) special r eport s 9 as r equired f or TAB and tho Special Fund ? 

(f) weekly situation r eport s to Hoadqua~t er s; 

(g) other ad hoc reports . 

2. Draft s qu estionnaires and memoranda to Chiefs of Mission in order 
to obtain mat erial for tho rep ort s lis t ed above . 

3. Receives , through tho Deputy Resident Representatives , copi es of 
tho periodic and fi nal r eports of Chiefs of Mi ss i on, Principal Advisors and 
exports and maintains library ther eof. Arranges for transmission of copies 
to Headquarters , as appropriat e . 

4. Maintains liaison with tho UN Infor mation Centro i n order . to 
facilitat e a steady fl ow of material for publicising United Nations programmes 
of technical cooperation i n tho Congo . 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

J ob Descripti on 

Pos t title: REPORTS OFFICER 

Tho Report s Officer i s responsible to tho Rosidont Roprosontativo . 
His dutios ar c as followsz 

1. Proparos and/ or odit s tho following reports, i n consultat i on 
with tho Depu ty Rosidont Represontativos 1 Assistant Resident Represontative 1 

Programme Officers, and Fellowships and Programme Assistant 1 as appropriat e: 

(a) annual r eport on over all t echni cal assistance programme, 

(b) peri odic r eport s f or T.A.13; 

(c) annual evaluati on report for TAB; 

(d) quarterly reports for tho Special Fund3 

(o) special r eports 9 as r equ ired f or TAB and tho Special Fund ; 

(f) weekly situation r eport s to Hoadqua~tors; 

(g) other ad hoc r eport s . 

2. Draft s quostionnairos and memoranda to Chiefs of Mi ssion in ardor 
t o obta i n mat erial for tho r eport s listed abovo . 

3. Rocoivos , through tho Deputy Resident Roprosontativos, copi es of 
tho periodic and final r eport s of Chi efs of Mi ssion, Principal Advisors and 
exports and mai ntains library thoroof. Arranges for transmission of copi os 
to Hoadquart or s , as appr opri a t e . 

4 . . Maintains liai son with tho UU Information Contra i n ordor to 
facilitate a st eady flow of material for publicising Unit ed nations programmes 
of technical cooperation in tho Congo . 



UNTAJ3 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Doscripti on 

Post title~ REPORTS OFFICER 

Tho Roport s Officor i s r osponsiblc to t ho Resident Rcprcscntativo . 
His duti es arc as followsi 

1. Prepar es and/ or edits the following reports, i n consultat i on 
with the Deputy Resident Rcprcsentativcs 9 Assistant Resident Roprosontativo 9 

Programmo Officers, and Fellowships and Programmo Assistant, as appr opriat e: 

(a) annual r eport on over all t ochnical ass i stance programme; 

(b) periodic r oport s for TAJ3 9 

(c) annual evaluati on roport for TAB; 

(d) quarterly reports for tho Special Fu.nd3 

(o) special r eport s ~ as r equired for TAB and tho Special Fu.nd? 

(f) weekly situation r eport s t o Hcadqua~tors; 

(g) other ad hoc r eports. 

2. Draft s quostionnairos and memoranda to Chiefs of Mission in order 
to obtain material for tho reports listod above . 

3. Rccoivcs , through tho Deputy Resident Reprosentativos , copi es of 
tho periodic and fi nal r oports of Chi efs of Mi ssion , Principal Advisors and 
exports and mai ntains library thoroof . Arranges for transmission of copios 
to Hoadquart or s , as appr opri a t o. 

4. Maintains liai son with tho UN Information Centro in ordor to 
facilitat e a steady flow of material for publicising Unit ed Nations programmes 
of technical cooperation i n tho Congo. 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLEj CONGO 

J ob Dos cri_ption 

Post title: REPORTS OFFICER 

Tho Reports Officor i s rosponsiblo t o t ho Resident Ropr oscnt ativo. 
His duti es arc as follows~ 

1. Prepares and/or edits tho f ollowing r eports, in consultat i on 
with tho Deputy Rosidont Rcprosontativos 9 Assi s tant Resident Roprosontativo, 
Programme Officers, and Fellowships and Programme As s istantj as appropriat og 

(a) annual r eport on overall t echnical assistance programme;; 

(b) periodic reports for TAB; 

(c) annual evaluation report for TAB 9 

(d) quarterly reports for tho Special Fund ; 

(o) special r oports 9 as required for TAB and tho Special Fu.nd 7 

(f) weekly situation r eport s to Hoadquu~ters 9 

(g) other ad hoc reports. 

2. Dl'afts qu estionnaires and memoranda to Chiefs of Mission in order 
to obtain material for tho r eports liot od above . 

3. Rocoivos, through tho Deputy Resident Ropr osontativos, copios of 
tho periodic and final reports of Chi efs of Mission, Principal Advisors and 
exports and maintains library thereof. Arranges f or transmission of copies 
to Headquarters , as appropriate. 

4. Maintains liaison with tho UU Information Centro in order to 
facilitate a steady flow of material for publicising Unit ed Nations programmes 
of technical cooperat i on i n tho Congo. 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE? CONGO 

J ob Dos cri)?ti on 

Post ti tlo: REPORTS OFFICER 

Tho Report s Officer i s r espons ibl e t o t ho Resident Roprosont ativo. 
His duti es arc a s f ollows~ 

1. Prepares and/ or edit s t ho f oll owing r eport s , i n consultation 
with tho Depu t y Res i dent Reprosontativos ? Assi stant Res i dent Ropr osontativo, 
Programme Officers, and Fellowships and Programme Assi stant, as appropriat e : 

(a) annual r eport on ov er all t echnical ass i s t an ce pr ogr amme;; 

(b) peri odic r eport s f or TAB 9 

(c) annual evaluati on r eport f or TA] 9 

(d) quarterly reports for tho Special Fund ; 

(o) special r eports~ as roquirod for TAB and tho Special Fund ; 

(f) weekly situation r eport s t o Hoadqua:::-t er s 9 

(g) other ad hoc reports. 

2. Draft s qu estionnaires and memor anda t o Chi ef s of Mi ssi on in ordor 
t o obta i n mat erial f or tho r eport s lis t ed ab ov o. 

3. Rocoivos 9 t hrough t ho Deputy Res ident Roprosontatives 9 copie s of 
tho peri odic and fi nal r eports of Chi of s of Mi ss i on, Principal Advisors and 
exports and maint a ins library t her eof. Arranges fo r transmi ssi on of copies 
t o Headquart er s , as appr opria t e . 

4, Maintains liai son wit h tho UN I nf or mation Contra i n order t o 
facilitate a st eady fl ow of mat erial for publi ci sing Unit ed Nations programmes 
of t echnical cooper at i on i n tho Congo . 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Doscription 

Pos t ti tlo: REPORTS OFFICER 

Tho Roports Officer i s r osponsiblo to tho Rosidont Roprosont at ivo. 
His duti es aro as f oll owsg 

1. Prepar es and/ or edit s tho following reports, i n consultat i on 
with tho Deputy Resident Roprosontativos 9 Assistant Res i dent Roprosontativo, 
Programme Officers, and Fellowships and Programme Assistant, as appropriate: 

(a) annual r eport on overall t ochnical assistanco programme, 

(b) peri odic roport s for TA.B 9 

(c) annual evaluati on r eport for TAB 9 

(d) quart erly roports f or tho Special Fund? 

(o) spacial r oports~ as r oquirod for TAB and tho Spocial Fund ? 

(f) wookly situation r eport s to Hoadqua::-tors; 

(g) other ad -hoc report s . 

2. Draft s qu ostionnairos and memoranda to Chiefs of Mis sion in ordor 
to obta i n material for tho r eports listed abovo . 

3. Rocoivos , through tho Deputy Resident Roprosontat ivos , copies of 
tho periodic and final r eport s of Chi efs of Miss i on, Principal Advisors and 
exports and maintains library thoroof. Arranges for transmission of copios 
to Hoadquartors, as appropriate. 

• 4. Maintains liai son with tho UN I nformation Contra in ordor to 
facilitate a steady flow of material for publicising Uni ted Nations programmes 
of technical cooperation i n tho Congo. 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

J ob Doscri,.Ption 

Pos t ti tlo: REPORTS OFFICER 

Tho Reports Officer is rosponsi blo to tho Resident Roprosontativo . 
His duties aro as follows g 

1. Prepares and/or edits tho following reports , i n consultation 
with tho Deputy Resident Roprosontativos, Assistant Resident Roprosontativo , 
Programme Officers, and Fellowships and Programme Assistant, as appropri at e: 

(a) annual r eport on overall technical assistance prograuw10; 

(b) peri odic reports for TAB~ 

(c) annual evaluation report for TAB~ 

(d) quartorly reports for tho Special Fund? 

( o) special r eports !) as r equir ed for TAB and tho Special Fund-; 

(f) weekly situation reports t o Hoadqua~tor s; 

(g) other ad hoc r eport s . 

2. DraftB quest i onnaires and memoranda to Chiefs of Mission in order 
to obtain material for tho report s listed above . 

3. Rocoivos, through tho Deputy Rosidont Roprosontativos 9 copies of 
tho periodic and final r eports of Chi efs of Miss i on, Principal Advi sors and 
exports and maintains library thereof. Arranges for transmission of copies 
t o Headquart ers, as appropriat e . 

4. Mai ntains liai son with tho IDJ Informat i on Centro in ordor to 
facilitate a steady flow of material :for publicising United Nat i ons programmes 
of technical cooperation i n tho Congo . 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE? CONGO 

J ob Doscri_pti on 

Post ti tlo: REPORTS OFFI CER 

Tho Report s Officer i s rosponsiblo t o t ho Rosidont Ropr os ontativo . 
His duties aro as f oll ows~ 

1. Proparos and/or odit s tho f oll owing r eports, i n consultation 
with tho Doputy Res ident Representatives , Ass i stant Resident Represontativo, 
Programme Officers, and Fellowships and Progr amme As s i st ant? as appropriat e: 

(a) annual r eport on over all t echnical ass i stance programme;, 

(b) peri odic r oport s for TAB; 

(c) annu al evaluation r epor t for TAB ; 

(d) quart erly reports for tho Special Fund ; 

( o) spe cial r oport s 9 as r oqu irod for TAB and tho Special Fund, 

(f) we ekly situati on r eport s t o Hoadqu~~t ors; 

(g) othor ad hoc reports~ 

2. Draft s quostionnairos and memoranda to Chiefs of Mission in order 
to obta i n mat erial for tho reports lis t ed above . 

3. Rocoivos , through tho Deputy Resident Roprosentat ives 9 copies of 
tho peri odic and final r eport s of Chi efs of Mission, Principal Advisors and 
exports and mai ntai ns library thereof . Arranges for transmi ssi on of copies 
t o Headquart er s , as appr opriat e . 

4. Mai nt ains liai son with tho UN Infor mat i on Centro i n order to 
facilitate a steady flow of material for publicising United Nations programmes 
of technical cooperation i n tho Congo . 



UNTAJ3 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE? CONGO 

Job Description 

Post ti tlo: REPORTS OFFICER 

Tho Report s Officer i s r osponsibl o to tho Rosidont Ropros ont ativo. 
His duti es aro as f oll ows~ 

1 . Proparos and/or edit s tho following reports, i n consultation 
with tho Doputy Resident Roprosontativos 9 As s i s tant Resident Ropros ontativo, 
Programme Officers , and Fellowships and Progr amme Assistant? as appropriat e: 

(a) annual r eport on ovor all t echnical assistance programme;; 

(b) peri odic reports f or TAB 9 

(c) annual evaluati on r eport for TAE 9 

(d) quart erly reports for tho Special Fund ~ 

(o) spacial r oports 9 as r equired f or T.AJ3 and tho Special Fund 7 

(f) weekly situation r eport s t o Headqua~t or s 9 

(g) otho~ ad hoc reports . 

2. Draft s qu ostionnairos and memoranda to Chiefs of Mi ssi on in order 
to obtain material for the rep ort s lis t ed above. 

3. Rocoivos 9 through tho Deputy Resident Repr osontatives 9 copies of 
tho periodic and fi nal reports of Chiofs of Mi ss i on, Principal Advisors and 
exports and maintains library ther eof . Arranges for transmi ssi on of copies 
to Headquart er s , as appropriat e . 

4·■ Maintains liaison with tho UN I nformat i on Centro in order to 
facilitate a steady flow of material for publicising Unit ed Nations programmes 
of t echnical cooperation i n tho Congo. 



UNTA.B 

OFFICE OF THE RESIDENT REPRESEN"TATIVE 

LEOPOLDVILLE 9 CONGO 

Job DoscriJ?ti on 

Post ti tlo: REPORTS OFFICER 

The Reports Officor i s r osponsiblo to tho Resident Repros ont ativo. 
His d~ti es aro as f oll owsg 

1 . Prepar es and/or edit s tho foll owing rep ort s , i n consultation 
with tho Depu ty Resid ent Roprosentativos 9 As s i s t ant Resi dent Represent ative, 
Programme Officers, and Fellowships and Progr amme As s istant, as appropriat e : 

(a) annual r eport on over all t echnical ass i s tanco programme? 

(b) poriodic reports for TAJ3 9 

(c) annual evaluat i on r epor t f or TA.B 9 

(d) quarterly reports f or tho Special Fund? 

(o) spacial roports 9 as r oquirod f or TAB and tho Spacial Fund7 

(f) wookly situation r oport s t o Hoadqua~t or s? 

(g) other ad hoc r eport s . 

2. Draft s qu estionnaires and memoranda t o Chiof s of Mission in ordor 
to obtain material f or tho r oport s lis t ed above . 

3. Rocoivos , through tho Deputy Ros idont Roprosontat ivos , copies of 
tho periodic and fi nal rep orts of Chi ef s of Mi ss i on, Principal Advisors and 
exports and mai ntains library thor oof . Arranges f or transmission of copies 
to Hoadquartors , as appr opriat e . 

4. Maintains liai son with tho UU Informat i on Centro i n ordor to 
facilitate a st eady flow of material f or publicising Unit ed nations programmes 
of t echnical coopor at i on i n tho Congo . 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Doscri_pti on 

Post ti tlo: REPORTS OFFICER 

Tho Report s Officer is r esponsible to tho Rosidont Representative . 
His duties arc as follows ~ 

1. Prepares and/ or edit s tho following reports, i n consultation 
with tho Deputy Resident Representatives , Assistant Res i dent Roprosontative , 
Programme Officers, and Fellowships and Progr amme Assistant, as appropriat e: 

(a) annual r eport on over all t echnical ass i stance programme; 

(b) periodic rep ort s for TAB 9 

(c) annu al evaluation report for TAB 9 

(d) quarterly reports for tho Speci al Fund; 

(o) speci al r eport s , as r oquirod for TAB and tho Spocial F\md 7 

(f) wookly situation r oport s to Hoadqua~tors; 

(g) other ad hoc r eports. 

2. Draft s quostionnairos and memoranda to Chiefs of Mi ssi on in order 
to obtain mat erial for tho reports lis t ed above . 

3. Receives ~ through tho Deputy Rosidont Roprosontativos , copies of 
tho periodic and fi nal r eport s of Chi efs of Mission , Principal Advisors and 
exports and mai ntains library thoroof . Arranges for transmission of copies 
t o Headquart er s , as appr opriate . 

4. Maintains liai son with tho m:r Information Centro i n order to 
facilitate a st eady flow of material for publicising Unit ed Nations programmes 
of t echnical cooperation in tho Congo. 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE9 CONGO 

Job Dos ori;pti on 

Post ti tlo: REPORTS OFFICER 

Tho Roports Offioor is r osponsiblo t o tho Rosidont Roprosontativo . 
His duties aro as f ollowsg 

1 . Proparos and/ or edit s tho following reports, in consultat i on 
with tho Deputy Resident Roprosontativos, As s i s t ant Resident Ropresontativo 9 

Programmo 0fficors 9 and Fellowships and Programme Assistant, as appropriate: 

(a) annual roport on over all t echnical assistance pr ogramme~ 

(b) periodic r oport s f or TAB; 

(c) annual evaluati on report for TAB; 

(d) quarterly reports for tho Spe cial Fund 1 

(o) special r eport s ~ as r equirod f or TAB and tho Spacial Fund 7 

(f) wookly situation r oport s to Hoadqu~~t ors; 

(g) othor ad hoc r eports . 

2. Draft s qu ostionnairos and memoranda to Chiofs of :Mi ssion in order 
to obtain material for tho roport s lis ted abovo . 

3. Rocoivos , through tho Deputy Res ident Ropr osentativos , copies of 
tho periodic and fi nal reports of Chiefs of Mi ssion9 Princi pal Advisors and 
exports and maintains library thoroof. Arranges for transmission of copio s 
to Hoadquarters, as appr opria t e . 

4. Maintains liai son with tho' UN Information Centro in ardor t o 
facilitate -a stoady flow of material for publicising Unit ed Nations programmos 
of t echnical cooperation i n tho Congo. 



UNTAB 

OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Descri,£ti on 

Post ti tlo: REPORTS OFFICER 

Tho Report s Officer i s r osponsiblo t o t ho Resident Roprosontativo . 
His duti es ar c as follows~ 

1 . Prepares and/or edit s tho following r eports , in consultation 
with the Deputy Res ident Representatives, Assistant Res i dent Representative, 
Programme Officers , and Fellowships and Programme Assistant, as appropriate: 

(a) annual r eport on over all t echnical ass i stance pr ogramme; 

(b) periodic reports f or TAB ; 

(c) annual evaluati on report for TAE; 

(d) quarterly reports for tho Special Fund3 

(o) special reports~ as r equir ed for TAJ3 and tho Special Fund-7 

(f) weekly situation r eport s to Hoadqu&~tors; 

(g) othor ad hoc r eport s . 

2. Drafts questionnaires and memor anda to Chiefs of Mi ssion in order 
to obtain material for tho r eport s listed above. 

3. Receives , through tho Deputy Resident Roprosontativ os , copies of 
tho periodic and final reports of Chi efs of Mi ss i on, Principal Advisors and 
exports and maintains library thereof. Arranges for transmission of copies 
to Headquarter s , as appropriate. 

4. Maintains liaison with tho UN Information Centro i n order to 
facilitate a steady fl ow of material for publicising United Nations programmes 
of t echnical cooperation i n tho Congo. 



' 

Job Descri.J?j;22.£ 

Programme Officer 

The Programme Officers are responsible to the Deputy Resident 
Representative (Gilpin) except in respect of matters relating to the 
Special Fund, public finance, economic coordination, public works and US 
Programme Agreements, for which they are responsible to the Deputy 
Resident Representative (Brooks). Their responsibilities are as follows:-

1. Maintain up-to-date records of EPTA, Regular, and. other United · 
Nations programmes of technical cooperation in the Congo, in cooperation 
with the Chiefs of Mission or Principal Advi sers concerned and the 
Personnel Unit5 supply the Reports Officer with all necessary material 
for incorporation in TAB and other reports ~ 

2. Cooperate with the Assistant Resident Representative ·in the pre-
paration of the Congo's draft biennial programme request under EPTA9 and 
the overall draf~ programme request to the United Nations; also in 
regard to requests by the Government for changes in the approved programme ~ 

3. In respect of UNTA projects:-

(a) prepare job descriptions for exp erts, on the basis of requests by 
the Government and information supplied by the Principal Advisers 
concerned.i submit these to New York and ensure regular follow-up 
with Headquarters in regard to candidatures ; 

(b) On receipt of curricula vitae of candidates proposed by New York, 
submit these to respective Principal :Adviser for his consideration 
and if he decides suitable, presentation to Minister concerned; 

(c) Ensure follow-up with Principal Adviser to secure views of Minister 
on candidatures submitted;; inform New York of candidates con­
sidered unsuitable by Principal Advisers , 

(d) On receipt of Minister's approval of candidates, immediately 
transmit copy to Bureau of Economic Coordination, and ensure follow­
up to secure latter's approval as soon as possible. 

(e) Inform New York of candidates' a cceptance by Government; ensure 
follow-up on recruitment, 

(f) Maintain card index showing progress of recruitment for every 
approved post; 

(g) Advise the Resident Representative and Deputy Resident Representatives 
concerned regarding r ·ecommendations by Principal Advisers for 
reclassification and for extension of contracts 9 terminations 9 re­
signations and other policy matters ..:-elatin&, to experts' contracts; 
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maintain system of securing evaluation reports on expert's 
performance from Principal Advisers at least three months befTe 
expiry of contracts ; prepare relevant letters to Headquarters . 

4. In respect of experts of special ized agencies 9 on receipt of 
approval by Minister concerned from Chief of Mission, arrange for immediate 
transmission of copy to Bureau of Economic Coordination, and ensure 
follow-up to secure latter's approval as soon as possible] inform Chief 
of Mi ssion of receipt of such approval; 

5. Prepare recommendations to the Executive Chairman of TAB in regard to 
the Government's requests for contingency al l ocations under EPTA ; 

6. Consult the . Chief of Mission or Principal Adviser concerned, and 
prepare recommendations on requests by the Government for changes in the 
approved programme . 

7. . Maintain liaison with the Chiefs of Mission and Principal Advisers 
regarding action taken by the Government on experts ' recommendations. 

8. In respect of the Special Fund; 

(a) Maintain up-to-date records of Special Fund projects in the Congo , 
in cooperation with the Chiefs of Mission or Principal Advisers 
concerned;; supply the Reports Officer with all necessary material 
for reports to the Special Fund ; 

(b) Cooperate, as appropriate? with the Chiefs of Mission and Principal 
Advisers in advising the Government on the preparation of r equest s for 
Special Fu.nQ projects . 

9. Assist in the programming 9 and maintain up- to- date records 9 

of United States Project Agreements, and cooperate with the 
Assistant Resident Representative in regard to the coordination of 
such agreements within the overall programme . 
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UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Descript i_on 

Post 1itle & PROGRAMME OFFICER 

Under the supervision of the Deputy Resident Representative 
oonoerned, the Programm e Officer will 

1. Maintain up-to-da t e r ecords of EPTA, Regula r and other United 
Nations Programmes of t e chnical cooper a tion i n t he Congo, in cooperation 
with the Chiefs of Mission or Principal Advisers concerned and the per­
sonnel Section , supply the Rep~rts Officer with all ne cessary material 
for incorporation in TAB , Spe cial Fund and othe r r eports; in this con­
nection, he will be expected t o keep i n cl os e t ouch with selected pro­
jects and the experts s erving such pr oj e cts. 

2. Assist the Congol es e Gover nment (Bureau of Economic Coordin­
ation) in the preparation of its draft biennia l programme r equest under 
EPTA, and the overall draft programme r equest t o the United Nations; 
als o in regard t o r equests by the Government f or changes in the approved 
programme s ; 

3. In r espect of UNTA pro j ects g 

(a) Review and finaliz e j ob descriptions submitted by Principal 
Advis er concerned on bas is of Gov ernment :r-equests; 
handl e all phas es of r e cruitment of experts, starting fr Jm 
r e cei pt of details of candidates from Headquarters New 
York until their acceptance or r e j ection by the Government, 
and ne cessary notification t o New Yor k . Prepar e rel evant 
corres pondence . 

(b) Prepare f or ap~roval of Resident Re presentative and 
Deputy Re sident Repres ent a tives concerned submissions t o 
Headquarters Ne~ Yor k r egarding r ecommendations by 
Principal A~vis ers f or r eclassification and f or extension 
of contracts, t ermina tions, r esignations and other policy 
matters r el a ting t o experts' contra ct~ ; 

4. In respect of Spe cialized Agencies, ob t a in a pproval of Bureau of 
Economic Coordina tion f or nominations of experte already approved 
by Minist er concerned and advis e Chief of Mission concerned ; 
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5. Pr0pare xe comme ndations t o t he Exe cutive Chairman of TAB in 
r egard t o the Gov ernment' s r equests f or contingency all ocations 
under EPTA; 

6. Consult the Chief of Mission or Principal Adviser concerned, 
and pr epare r e comm endations , on r equests by the Governmeht f or 
changes in the approv ed pr ogr amme; 

7. Maintain lia ison with the Chi efs · 'o·:f Missi,on · and P:rincipal . • 
Advis ers r egarding a ction t ake n by the Gov ernment on experts' 
r e commenda:tions • 

• 



UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Descript ~on 

Post ~itle PROGRAMME OFFICER 

Under the supervis ion of the Deputy Resident Repr esenta tive 
ooncerned, the Programme Officer will 

l. Maint a in up-to-da t e r ecords of EPTA , Regul a r and ot he r United 
Nations Progr ammes of t e chnical cooperation i n t he Congo, i n cooperation 
with the Chiefs of Mission or Principal Advis ers concerned and the per­
sonnel Section , supply the Rep~rts Off icer with all ne cessary material 
for incorporati on in TAB,Spe cia l Fund and othe r r eports ; in this con­
nection, he will be expe cted t o keep i n cl ose t ouch with s el ected pro­
jects and the experts serving such pro j e cts . 

2. Assist the Congo l ese Government (Bureau of Economic Coor din­
a tion) in the prepara tion of its draft bi ennia l pr ogr amme r equest under 
EPTA, and the overall draft pr ogr amme r equest t o t he United Nations ; 
als o in regard t o r eques ts by the Gover nment f or change s in the appr ov ed 
programme s ; 

3. In r espect of UNTA pr oj ects g 

(a) Review and finaliz e j ob des criptions submitted by Principal 
Advis er concerned on basis of Government r equests ; 
handl e all phas es of r ecrui t ment of experts , starting fr om 
r e cei pt of de t a ils of candida t es from Headquarters New 
Yor k until their acceptance or r e j ection by the Government , 
and ne ces s ary notifi cation t o New Yor k . Prepar e rel evant 
correspondence . 

(b) Prepare f or a p,roval of Resident Representative and 
Deputy Res ident Re present a tives concerned submissions t o 
Headquarters Ne~ Yor k regarding r ecomm endations by 
Principal A~vis ers f or r eclassification and f or extension 
of contracts, t erminations, r esignations and other policy 
matters r el a ting t o experts' contra cts ; 

4. I n r espect of Spe cialized Agencies, obt a in appr ova l o~ Bureau of 
Economic Coordina tion f or nomina ti ons of experte already appr oved 
by Minister concer ned and advise Chief of Mi ssi on concerned ; 
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5. Prepare r e commendations t o the Exe cutive Chairman of TAB in 
r egard t o the Gov ernment's r equ ests f or contingency allocations 
under EPTA; 

6. Consult the Chie f of Mission or Principal A~viser concerned, 
and prepar e r e comm endations , on r equests by the Governmerlt f or 
changes in the a pprov ed pr ogramme; 

7. Maintain liaison with the Chi efs .o f Mission and Principal 
Advisers r egarding action take n by the Gov ernment on experts' 
recommendations. 



UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Description 

Post ~itle PROGRAMME OFFICER 

Under the supervision of the Deputy Resident Representative 
ooncerned, the Programme Officer will 

1. Maintain up-to-date records of EPTA, Regular and other United 
Nations Programmes of technical cooperation in the Congo, in cooperation 
with the Chiefs of Mission or Principal Advisers concerned and the per­
sonnel Section; supply the Rep,,rts Officer with all necessary material 
for incorporation in TAB1 Special Fund and other reports; in this con­
nection, he will be expected t o keep in close t ouch with selected pro­
jects and the experts serving such projects. 

2. Assist the Congolese Government (Bureau of Economic Coordin­
ation) in the preparation of its draft biennial programme request under 
EPTA, and the overall draft programme request t o the United Nations; 
als o in regard to requests by the Government f or changes in the approved 
programmes; 

3. In respect of UNTA projects g 

(a) Review and finaliz e j ob descriptions submitted by Principal 
Adviser concerned on basis of Government requests; 
handle all phases of r e cruitment of experts, starting fr Jm 
receipt of details of candidates from Headquarters New 
York until their acceptance or rej ection by the Government, 
and necessary notification t o New y,) rk. Prepare relevant 
correspondence. 

(b) Prepare f or ap,roval of Re sident Re presentative a?d 
Deputy Re sident Representa tives concerned submissions t o 
Headquarters Ne~ York r egarding r ecommendations by 

Principal Advisers f or r eclassification and for extension 
of contracts, terminations, resignations and other policy 
matters relating t o experts' contract~ ; 

4. In respect of Specialized Agencies, obtain approval o f Bureau of 
Economic Coordination f or nominati ons of expert~ already approved 
by Minister concerned and advise Chief of Mission concerned; 
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5. Prepare r e comme ndations t o the Exe cutive Chairman of TAB in 
r egard t o the Government's requests f or contingency all ocations 
under EPTA ; 

6. Consult the Chief of Missi on or Principal Adviser concerned, 
and prepare r e commendations, on r equests by the Governme~t f or 
changes in the approv ed programme; 

7. Maintain liaison with the Chiefs of Mission ,and Principal 
Advisers r egarding action take n by the Gov ernment on experts' 
recommendations. 



UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Descript~iori~ 

Post Utl e PROGRAMME OFFICER 

Under the supervision of the Deputy Resident Representative 
oonoerned, the Programme Officer lrill 

1. Maintain up-to-da t e r ecords of EPTA, Regular and other United 
Nations Programmes of technical cooper at ion in the Congo, in cooperation 
with the Chiefs of Mission or Principal Advisers concerned and the per­
sonnel Section , supply the Reports Officer with all necessary material 
for incorporati on in TAB,Special Fund and other reports; in this con­
nection1 he will be expected t o keep i n cl ose t ouch with selected pro­
jects and the experts serving such proj ects. 

2. Assist the Congolese Government (Bureau of Economic Coordin­
ation) in the preparation of its draft biennial programme r equest under 
EPTA, and the overall draft programme r equest t o the United Nations; 
als o in regard t o requests by the Government f or change s in the approved 
programmes; 

3. In respect of UNTA proj ects i 

(a) Review and finalize j ob descriptions submitted by Principal 
Advis er concerned on basis of Government r equests; 
handl e al l phases of r e cruitment of experts , starting fr0m 
r e cei pt of details of candidates from Headquarters New 
York until their acceptance or r ejection by the Government , 
and ne cessary notifi cation t o New Y•.) rk. Prepare rel evant 
correspondence . 

(b) Prepare f or ap~roval of Resident Representative and 
Deputy Residen t Representatives concerned submissions t o 
Headquarters Ne~ Yor k regarding r ecommendations by 
Principal A~vis ers f or r eclassification and f or extension 
of contracts, t erminations , r esignations and other policy 
matters relating t o experts' contracts ; 

4. In respect of Specialized .Agencies, obtain appr oval o~ Bureau of 
Economic Coordinat i on f or nominations of experte already approved 
by Minister concerned and advise Chief of Mission concerned; 
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5. Prepare recommendati ons t o the Exe cutive Chairman of TAB in 
r egard t o the Government's requests f or contingency allocati ona 
under EPTA; 

6. Consult the Chief of Mission or. Principal A~viser concerned, 
and prepare r e commendations, on requests by the Governme~t f or 
changes in the approved programme; 

7. Maintain liaison with the Chiefs · of Mission .a~d Principal 
Advisers r egarding action take n by the Government on experts' 
recommendations. 



UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Descript:!-._on 

. 
Post ld.tle PROGRAMME OFFICER 

Under the supervision of the Deputy Resident Representative 
oonoerned, the ~rogramme Officer vill 

1. Maintain up-to-date records of EPTA, Regular and other United 
Nations Programmes of technical cooperation in the Congo, in cooperation 
with the Chiefs of Mission or Principal Advisers concerned and the per­
sonnel Section , supply the Rep~rts Officer with all ne cessary material 
for incorporation in TAB,Special Fund and othe r reports; in this con­
nectionj he will be expected t o keep in cl ose t ouch with selected pro­
jects and the experts s erving such projects. 

2. Assist the Congolese Government (Bureau of Economic Coordin­
ation) in the preparation of its draft biennial programme request under 
EPTA, and the overall draft programme r equest t o the United Nations; 
als o in regard t o r equests by the Government f or changes in the approved 
programmes; 

3. In respect of UNTA proj ects g 

(a) Review and finalize job descriptions submitted by Principal 
Adviser concerned on basis of Government requests; 
handle all phases of recruitment of experts, starting fr ~m 
receipt of details of candidates from Headquarters New 
York until their acceptance or rej e ction by the Government, 
and necessary notification t o New York. Prepare relevant 
correspondence . 

(b) Prepare f or ap~roval of Resident Representative and 
Deputy Resident Representatives concerned submissions to 
Headquarters Ne~ York r egarding recommendations by 
Principal A~visers f or reclassification and for extension 
of contracts, terminations, resignations and other policy 
matters relating t o experts' contracts ; 

4. In respect of Specialized Agencies, obtain approval of Bureau of 
Economic Coordination for nominations of experte already approved 
by Minister concerned and advise Chief of Mission concerned; 
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5. Prepare ~e commendations t o the Executive Chairman of TAB in 
r egard t o the Government's r equests f or contingency all ocationB 
under EPTA; 

6. Consult the Chief of Missi on or Principal Adviser concerned, 
and prepare recomm endations, on r equests by the Governrneht for 
changes in the approved programme ; 

7. Maintain liaison with the Chiefs -o f Missi9n -<\l,:n.d Principal -_ . 

• 

Advis ers r egarding action taken by the Government on experts' 
recommendations. 

. . 



UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Descript_~ 

Post 1i tle i PROGRAMME OFFICER 

Under the supervision of the Deputy Resident Representative 
oonoerned, the Programme Officer will 

1. Maintain up-to-date records of EPTA, Regular and other United 
Nations Programmes of technical cooperation in the Congo, in cooperation 
with the Chiefs of Mission or Principal Advisers concerned and the per­
sonnel Section, supply the Rep~rts Officer with all necessary material 
for incorporation in TAB,Special Fund and other reports; in this con­
nection3 he will be expected t o keep in close t ouch with selected pro­
jects and the experts serving such projects. 

2. Assist the Congolese Govermnent (Bureau of Economic Coordin­
ation) in the preparation of its draft biennial programme request under 
EPTA, and the overall draft programme request t o the United Nations; 
also in regard t o requests by the Government f or changes in the approved 
programmes~ 

3. In respect of UNTA projects i 

(a) Review and finalize j ob descriptions submitted by Principal 
Adviser concerned on basis of Government requests; 
handle all phases of recruitment of experts, starting from 
receipt of details of candidates from Headquarters New 
York until their acceptance or rej ection by the Government, 
and necessary notification t o New York. Prepare relevant 
correspondence. 

(b) Prepare f o r ap~roval of Resident Representative and 
Deputy Resident Representatives concerned submissions t o 
Headquarters Ne~ York r egarding r e commendations by 
Principal A~visers f or r eclassification and for extension 
of contracts, terminations, r esignations and other policy 
matters r elating t o experts' contracts ; 

4. In respect of Specialized .Agenci es, obtain approval of Bureau of 
Economic Coordination f or nominations of expert~ already approved 
by Minister concerned and advise Chief of Mission concerned ; 
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5. Prepare r e comme ndations to the Executive Chairman of TAB in 
r egard t o the Government's r equests f or contingency allocationG 
under EPTA; 

6. Consult the Chie f of Mission or Principal Adviser concerned, 
•• and prepare r e comm endations, on r equests by the Government f Jr 

changes in the appr0ved programme; 

7 . Maintain liaison with the Chiefs of Mission •c\,nd Principal, - . 
Advis ers r egarding action taken by the Government on experts' 
recommendations. 



UNTAil 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Description 

Post iitl e PROGRAMME OFFICER 

Under the supervision of the Deputy Resident Representative 
ooncerned, the Programme Officer will 

l. Maintain up-to-date r ecords of EPTA, Regul ar and other United 
Nations Programmes of t e chnical cooperation in the Congo, in cooperation 
with the Chiefs of Mission or Principal Advisers concerned and the per­
sonnel Section, supply the Rep~rts Officer with all necessary material 
for incorporation in TAil,Special Fund and other reports; in this con­
nection, he will be expe cted t o keep i n cl ose t ouch with selected pro­
jects and the experts serving such proje cts. 

2. Assist the Congolese Government (Bureau of Economic Coordin­
ation) in the preparation of its draft biennial programme request under 
EPTA, and the overall draft programme request t o the United Nations; 
also in regard t o requests by the Government f or changes in the approved 
programmes ; 

3. In respect of UNTA proj ects z 

(a) Review and finalize j ob descriptions submitted by Principal 
Advis er concerned on basis of Government r equests; 
handl e all phases of recruitment of experts, starting fr~m 
r e cei pt of details of candidates from Headquarters New 
York until their acceptance or rej ection by the Government, 
and necessary notification t o New York. Prepare rel evant 
correspondence . 

(b) Prepare f or ap~roval of Resident Representative and 
Deputy Resident Represent atives concerned submissions t o 
Headquarters Ne~ York r egarding r ecommendations by 
Principal A~vis ers f or r eclassification and for extension 
of contracts, terminations, r esignations and other policy 
matters relating t o experts' contracts; 

4. In respect of Specialized Agenci es, obtain approval of Bureau of 
Economic Coordination f or nominations of experte already approved 
by Minister concerned and advise Chief of Miss i on concerned ; 
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5. Prepar e r e comme ndat i ons t o t he Exe cutive Cha irman of TAB in 
r egard t o the Gov ernment's r equests f or contingency all ocati ons 
under EPTA; 

6. Consult the Chief of Mission or Principal A~viser concerned, 
a nd pr epar e r e comm endations , on r equests by the Gov ernme~t f or 
changes in the approv ed pr ogramme; 

7. Maintain lia ison with the Chi efs 0f Mission ~ nd Principal : 
Advisers r egarding action t ake n by the Gov ernment on experts' 
r e commendations. 

: ' 



UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Descriptl:9n 

Post , itl e i PROGRAMME OFFICER 

Under the supervision of the Deputy Resident Representative 
oonoerned, the Programme Officer will 

1. Maintain up-to-da t e r ecords of EPTA, Regular and other United 
Nations Programmes of technical cooperation in the Congo, in cooperation 
with the Chiefs of Mission or Principal Advisers concerned and the per­
sonnel Section, supply the Rep~rts Off icer with all necessary material 
for incorporation in TAB,Spe cial Fund and othe r r eports; in this con­
nection, he will be expe cted t o keep i n cl ose t ouch with selected pro­
jects and the experts serving such proje cts. 

2. Assist the Congolese Government (Bureau of Economic Coordin­
ation) in the preparation of its draft biennial programme r equest under 
EPTA, and the overall draft programme r equest t o the United Nations; 
also in regard t o r equests by the Government f or changes in the approved 
programmes ; 

3. In r espect of UNTA pr oj ects g 

(a) Review and finalize j ob des criptions submitted by Principal 
Advis er concerned on basis of Government r equests; 
handl e all phases of recruitment of experts, starting fr om 
r e cei pt of details of candidates from Headquarters New 
York until their acceptance or rej ection by the Government, 
and necessary notification t o New York. Prepare relevant 
correspondence . 

(b) Prepare f or ap~roval of Res ident Representative and 
Deputy Resident Representatives concerned submissions t o 
Headquarters Ne~ York r egarding r ecommendations by 
Principal A~visers f or r eclassification and f or extension 
of contracts, terminations, r es ignations and other policy 
matters r el a ting t o experts' contracts; 

4. In respect of Spe cialized Agencies, obtain approval of Bureau of 
Economic Coordinat i on f or nominations of experta already approved 
by Minist~r concerned and advise Chief of Missi on concerned ; 
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5. Pr0par e Te comme ndations to the Exe cutive Chairman of TAB in 
r egard t o the Government's requests f or contingency allocation3 
under EPTA; 

6. Consult the Chief of Mission or Principal A~viser concerned, 
and prepare r e comm endations, on r ~quests by the Governmerlt f or 
changes in the approv ed pr ogramme; 

7. Maintain liaison with the Chi efs of Mission and Principal 
Advis ers r egarding action taken by the Gov ernment on experts' 
recommendations. 



UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Description 

Post 1itle PROGRAMME OFFICER 

Under the supervision of the Deputy Resident Representative 
concerned, the Pr ogramme Officer will 

l. Maintain up-to-date r ecords of EPTA, Regular and other. United 
Nations Programmes of t e chnical cooperation in the Congo, in cooperation 
with the Chiefs of Mission or Principal Advisers concerned and the per­
sonnel Section; supply the Rep~rts Off icer with all necessary material 
for incorporation in TAJ3 1 Special Fund and othe r reports; in this con­
nection, he will be expected t o keep in cl ose t ouch with selected pro­
jects and the experts serving such projects. 

2. Assist the Congolese Government (Bureau of Economic Coordin­
ation) in the preparation of its draft biennial programme reques t under 
EPTA, and the overall draft programme r equest t o the United Nations; 
also in regard t o requests by the Government f or changes in the approved 
programmes; 

3. In respect of UNTA pro j ects g 

(a) Review and finalize j ob descriptions submitted by Principal 
Advis er concerned on basis of Government requests; 
handle all phases of recruitment of experts, starting fr ~m 
r eceipt of details of candidates from Headquarters New 
York until their acceptance or rej ection by the Government, 
and necessary notificati on t o New YCJ rk. Prepare rel evant 
correspondence . 

(b) Prepare f or ap~roval of Re sident Representative and 
Deputy Resident Representatives concerned submissions t o 
Headquarters Ne~ Yor k r egarding r ecommendations by 
Principal Advis ers f or r eclassification and f or extension 
of contracts, terminat i ons , r es ignations and other policy 
matters relating t o experts' contracts ; 

4. In respect of Spe cialized Agenci es, obtain appr oval of Bureau Df 
Economic Coordination f or nominat i ons of experta already appr Jved 
by Ministqr concerned and advise Chief of Mission concerned; 
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5. Prepare Te comrnendati ons to the Executive Chairman of TAB in 
r egard t o the Government's r equests f or contingency all oca~i ons 
under EPTA; 

6. Consult the Chief of Missi on or Principal A~viser concerned, 
•• and prepare r e comm endations, on requests bJ the Government f or 

changes in the approv ed pr ogramme; 

7. Maintain liaison with the Chiefs · of Mission and Principal . 

.. 

Advis ers r egarding action taken by the Gov ernment on experts' 
recommenda tions • 



UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE 9 CONGO 

J ob Des cript =b_on 

Post 1itle PROGRAMME OFFICER 

Under the supervision of the Deputy Resident Representative 
oonoerned, the Programme Officer will 

1. Maintain up-to-date r e cords of EPTA, Regular and other United 
Nations Programmes of technical cooperat ion in the Congo, . in cooperation 
with the Chiefs of Mission or Principal Advisers concerned and the per­
sonnel Section ; supply the Rep~rts Off icer with all necessary material 
for incorporation in TAB,Spe cial Fund and other reports; in this con­
nection, he will be expe cted t o keep in cl os e t ouch with selected pro­
jects and the experts serving such pro j e cts. 

2. Assist the Congolese Government (Bureau of Economic Coordin­
ation) in the preparation of its draft biennial programme request under 
EPTA, and the overall draft progr~~me request t o the United Nations; 
also in regard t o r equests by the Government f or changes in the approved 
programmes; • 

3. In respect of UNTA proj ects g 

(a) Review and finalize j ob descriptions submitted by Principal 
Advis er concerned on basis of Government r equests; 
handle all phases of recruitment of experts 9 starting from 
r eceipt of details of candidates from Headquarters New 
York until their acceptance or r ejection by the Government, 
and ne cess ar y notification t o New York. Prepare rel evant 
correspondence . 

(b) Prepare f or ap~roval of Resident Representative and 
Deputy Resident Representatives concerned submissions t o 
Headquarters Ne~ Yor k regarding r ecommendations by 
Principal Advisers f or r eclassification and f or . extension 
of contracts, t erminations, r es ignations and other policy 
matters relating t o experts' contracts ; 

4. I n respect of Specialized Agencies, obtain appr oval o~ Bureau of 
Economic Coordinat i on f or nominati ons of experte already approved 
by Minister concerned and advi s e Chief of Mission concerned; 
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5. Prepare r e commendations to the Executive Chairman of TAB in 
r egard t o the Government's r equests f or contingency allocat i ons 
under EPTA; 

6. Consult the Chief of Mission or Principal A~viser concerned, 
and prepare r e comm endations, on requests by the Gov ernme~t f or 
changes in the approv ed pr ogramme; 

7. Maintain liaison with the Chiefs of Missi ,;m and Princip_al . 
Advis ers r egarding action taken by the Gov ernment on experts' 
recornmeudations. 



UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Description 

Post litle s PROGRAMME OFFICER 

Under the supervision of the Deputy Resident Representative 
oonoerned, the Programme Officer will 

1. Maintain up-to-date r ecor ds of EPTA, Regul ar and other United 
Nations Programmes of t e chnical cooperat ion in the Congo , in cooperation 
with the Chiefs of Mission or Principal Advisers concerned and the per­
sonnel Sect ion, supply the Rep~rts Off icer with all necessary material 
for incorporation in TAB,Spe cial Fund and other r eports; in this con­
nection, he will be expe cted t o keep i n close touch with s el ected pro­
jects and the experts serving such projects. 

2. Assist the Congol ese Government (Bureau of Economic Coordin­
ation) in the preparation of its draft biennial programme request under 
EPTA, and the overall draft programme request t o the United Nations; 
also in regard t o r equests by the Government f or change s in the appr,:ived 
programmes~ 

3. In respect of UNTA proj ects g 

(a) Review and finalize job descriptions submitted by Principal 
Advis er concerned on basis of Government r equests ; 
handl e al l phases of r ecruitment of experts, s t arting fr :im 
receipt of details of candidates from Headquarters New 
York until their acceptance or rej ection by the Government , 
and necessary notification t o New York. Prepare relevant 
correspondence . 

(b) Prepare f or aprroval of Resident Representative and 
Tieputy Resident Representatives concerned submissions t o 
Headquarters Ne~ York regarding r ecommendations by 
Principal A~visers f or r eclassification and for extension 
of contracts, t erminations , r esignations and other policy 
matters r el a ting to experts' contracta; 

4. In respe ct of Specialized Agencies, ob tain approval of Bureau of 
Economic Coordina tion f or nominations of experte already approved 
by Minister concerned and advis e Chief of Mission concerned ; 
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5. Prepare r e commendat i ons t o t he Exe cutive Cha irman of TAB in 
r egar d t o the Gov ernment' s r equests f or contingency allocations 
under EPTA; 

6. Consult the Chief of Mis s i on or Principal Advis er concerned, 
a nd prepare r e comm endations , on r equests by the Governmeht f or 
changes in the approv ed pr ogramme ; 

7. Maintain liaison with the Chi efs of Mission and Principal 
Advisers r egarding a cti on t aken by the Gov ernment on experts' 
r e commenda tions. 

•· 



UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

J ob Descri:pt_~ 

Post 1i tle g PROGR.Ai'V!ME OFFICER 

Under the supervision of the Deputy Resident Repr es ent ative 
concerned, t he Progr amme Officer will 

1~ Mai ntain up-to-da t e r e cor ds of EPTA, Regul ar and other United 
Nations Programmes of t e chnical cooper ation i n t he Congo, i n cooperation 
with the Chiefs of Mission or Principal Advisers concerned and the per­
sonnel Sect ion ; supply the Rep~rts Off icer with all necessary material 
for incorporati on in TAB,Spe cia l Fund and othe r r eports; in this con­
nection, he will be expected t o keep i n close t ou ch with s el ected pro­
jects and t he experts s erving such proj e cts. 

2. Assist the Congo l ese Government (Bureau of Economic Coor din­
ation) in the preparation of its draft bi ennia l pr ogr amme r equest under 
EPTA, and the overall draft progr amme r equest t o t he United Nations; 
als o i n r egard t o requests by the Government f or change s in the approved 
programmes 9 

3. In r espect of UNTA proj ects g 

(a) Review and f i nalize j ob descriptions submit t ed by Principal 
Advis er concerned on bas i s of Government r equest s; 
handl e all phas es of r ecruitment of experts , s t arting fr om 
r e cei pt of de t a ils of candidates f r om Headquarters New 
York until their acceptance or r e j e otion by the Government , 
and necessar y notifi cation t o New York . Prepare rel evant 
correspondence . 

(b) Pr epare f or ap~roval of Re sident Representative and 
Deputy Re sident Represent a tives concerned submissions t o 
Headquarters Ne~ Yor k regarding r e commendations by 
Principal A~vis ers f or r ecla s s i f ication and f or extension 
of contra cts, t ermina tions, r esignati~ns and other policy 
matters re l a ting t o experts ' contracts ; 

4. I n respect of Spe cialized .Agencies , obt a in appr oval of · Bureau of 
Economic Coordinat i on f or nominations of experte already appr ~ved 
by Mi nister concer ned and advise Chief of Mission concerned ; 
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5. Prepare r e commendations to the Executive Chairman of TAB in 
r egard t o the Government's requests f or contingency allocationa 
under EPTA; 

6. Consult the Chie f of Missi on or Principal Adviser concerned~ 
and prepare r e comm endations, on requests by the Governmeht for 
changes in the approved programme; 

7. Maintain liaison with the Chiefs of Mission and Principal 
Advisers r egarding action taken by the Gov ernment on experts' 
recommendations. 

. . 



UNTAil 
OFFICE OF THE RESIDEN"T REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job DescriptioE_ 

Post i itle z PROGRAMME OFFICER 

Under the supervision of the Deputy Resident Representa tive 
concerned, the Progr amme Officer will 

1. Maintain up-to-date r ecords of EPTA, Regular and other United 
Nations Programmes of technical cooperation i n the Congo, i n cooperation 
with the Chiefs of Mission or Principal Advisers concerned and the per­
sonnel Section; supply the Reports Officer with all ne cessary material 
for incorporati on in TAil,Spe cia l Fund and other reports; in this con­
nection, he will be expe cted t o keep in close t ouch with selected pro­
j ects and the experts serving such projects. 

2. Assist the Congo lese Government (Bureau of Economic Coordin­
ation) in the preparation of its draft biennial programme r equest under 
EPTA, and the overall draft programme request t o the United Nations ; 
als o in regard t o r equests by the Government f or changes in t he appr oved 
programmes; 

3. I n respect of UNTA pr oj ects z 

(a) Review and finalize job des criptions submitted by Principal 
Advis er concerned on basis of Government r equests ; 
handle all phases of recruitment of experts, s t arting fr om 
r ece i pt of details of candidates from Headquarters New 
York until their acceptance or rej ection by the Government, 
and ne cessary notifi cation t o New York. Prepare rel evant 
correspondence. 

(b) Prepare f or ap~roval of Resident Representative and 
Deputy Resident Representatives concerned submissions t o 
Headquarters Ne~ Yor k regarding r ecommendations by 
Principal Advis ers f or reclassification and for extension 
of contracts, t erminat i ons, r esignations and other policy 
matters relating t o experts' contracts; 

4. In respect of Specialized Agenci es, obtain appr oval of Bureau of 
Economic Coordinat i on f or nominations of experte already approved 
by Minister concerned and advise Chief of Mission concerned; 
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5• Prepare .:recommendations t o the Executive Chairman of TAB in 
regard t o the Government's requests f or contingency allocations 
under EPTA; 

6. Consult the Chief of Mission or Principal Alviser concerned, 
and prepare recommendatione, on requests by the Governme.}lt for 

' changes in the approved programme; 

7• Maintain liaison with the Chi'efs of Mission and Pri• cipal 
Advisers r egarding action taken ·by the Government on experts• 
recommendations • 

• 



UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Descript~on 

Post "i itle PROGRAMME OFFICER 

Under the supervision of the Deputy Resident Representative 
oonoerned, the Programme Officer will 

1. Maintain up-to-date records of EPTA, Regular and other United 
Nations Programmes of technical cooperation in the Congo, in cooperation 
with the Chiefs of Mission or Principal Advisers concerned and the per­
sonnel Section ; supply the Reports Officer with all necessary material 
fo r incorporation in TAB , Special Fund and other reports; in this con­
nection, he will be expected t o keep i n cl ose t ouch with selected pro­
jects and the experts s erving such proj e cts. 

2. Assist the Congol es e Government (Bureau of Economic Coordin­
ation) in the preparation of its draft biennial programme request under 
EPTA, and the overall draft programme r equest t o the United Nations; 
als o in regar d to requests by the Government f or changes in the approved 
programmes; 

3. In respect of UNTA proj ects g 

(a) Review and finaliz e j ob descriptions submitted by Principal 
Adviser concerned on basis of Government r equests; 
handle all phases of r e cruitment of experts, starting fr s)m 
r eceipt of details of candidates from Headquarters New 
York until their acceptance or rej ection by the Government, 
and ne cessary notificati on t o New York. Prepare relevant 
correspondence . 

(b) Prepare f or ap~roval of Re sident Re presentative and 
Deputy Re sident Repres enta tives concerned submissions t o 
Headquarters Ne~ Yor k r egarding r ecommendations by 
Principal A~visers f or r eclassification and f or extension 
of contracts, t erminations, resignations and other policy 
matters relating t o experts' contracts ; 

4. In respect of Spe cialized .Asencies, obtain approval of Bureau of 
Economic Coordination f or nominations of experte already appr oved 
by Mi nister concerned and advise Chief of Missi on concerned ; 
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5. Prepare --.recommendations to the Executive Chairman of TAB in 
regard to the Government's reques ts f or contingency allocations 
under EPTA; 

6. Consult the Chief of Mission or Principal Atviser concerned, 
and prepare recommendations,on requests by the Government for 
changes in the approved programme; 

7. Maintain liaison with the Chiefs of Mission and Priacipal 
Advisers r egarding action taken by the Gov~rnment .on experts' 
recommendations. 



UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Descriptl:_~ 

Post litle i PROGRAMME OFFICER 

Under the supervision of the Deputy Resident Representativ:e 
oonoerned, the Programme Officer will 

1. Maintain up-to-date r ecords of EPTA, Regular and other United 
Nations Programmes of technical cooperation in the Congo, in cooperation 
with the Chiefs of Mission or Principal Advisers concerned and the per­
sonnel Section, supply the Reports Officer with all necessary material 
for incorporation in TAB,Spe cial fund and othe r r eports; in this con­
nection1 he will be expected t o keep in close t ouch with selected pro­
jects and the experts serving such projects. 

2. Assist the Congolese Government (Bureau of Economic Coordin­
ation ) in the preparation of its draft biennial programme request under 
EPTA, and the overall draft programme r eques t t o the United Nations; 
also in r egard t o requests by the Government f or changes in the approved 
programmes; 

3. In r espect of UNTA proj ects g 

(a) Review and finalize j ob des criptions submitted by Principal 
Advis er concerned on basis of Government r equests; 
handle al l phases of recruitment of experts, starting from 
receipt of de t a ils of candidates from Headquarters New 
Yor k until their acceptance or rejection by the Government, 
and ne cessary notification t o New York. Prepare rel evant 
correspondence. 

(b) Prepare f or ap~roval of Resident Representative and 
Deputy Resident Representatives concerned submissions t o 
Headquarters Ne~ York regarding recommendations by 
Principal A~visers f or reclassification and f or extension 
of contracts, t erminations, r esignations and other policy 
matters r elating t o experts' contracts; 

4. In respect of Specialized Agencies, obtain appr oval of Bureau of 
Economic Coordination f or nominat i ons of experte already approved 
by Minister con cerned and advise Chief of Mission concerned ; 
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5. Prepare Tecommendations t o the Executive Chairman of T.A.B in 
r egard t o the Government's requests f or contingency all oca t ions 
under EPTA ; 

6. Consult the Chief of Mission or Principal Atviser concerned, 
and prepare recommendations, on requests by the Government f or 
changes in the a pproved programme; 

7. Maintain liaison with the Qhiefs ?f Missi ?,n ~rid Pri~cipal . 
Advisers r egarding action ta.ken by the Government on experts' 
recommendations . 



UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Descript2:_on 

Post i itl e PROGRAMME OFFICER 

Under the supervis ion of the Deputy Res i dent Re pres ent ative 
concerned, the Progr amme Officer will 

1. Maintain up-to-da t e r e cords of EPTA, Regul ar and ot her United 
Nations Programmes of t e chnical cooper ation i n t he Congo , i n coopera tion 
with the Chiefs of Mission or Principal Advis ers conce rned and the per­
sonnel Section ; supply the Repcrts Off icer with all ne cessary material 
for incorporation in TAB,Spe cia l fund and other r eports ; in this con­
nection, he will be expe cted t o keep i n cl ose t ou ch with s el ected pro­
j ects and the experts s erving such projects. 

2. Assist the Congol es e Government (Bureau of Economi c Coo r din­
ation) in the preparation of its draft bi ennia l pr ogr amme r equest under 
EPTA, and the overall draft pr ogramme r equest t o the United Nations; 
als o in regard t o r eques ts by the Gover nment f or changes in the approved 
programme s ; 

3. In r espect of UNTA proj ects i 

( a ) Review and finalize j ob des criptions submitted by Principal 
Advis er concerned on bas is of Gov er nment r equests; 
handl e all phases of re crui t ment of experts , starting fr Jm 
r ecei pt of det a ils of candida t es from Headquarters New 
York until their acceptance or r ejection by the Gov ernment, 
and ne cess ary notificati on t o New York. Prepar e r el evant 
correspondence . 

(b) Prepare f or a p~roval of Res i dent Re presentative and 
Deputy Res i dent Repres ent atives concerned submiss i ons t o 
Headquarters New Yor k r egar ding r ecommendations by 
Principal A~vis ers f or r eclassification and f or extension 
of contracts, t ermina tions, r esignations and other policy 
matters r elating t o experts' contra cts ; 

4. I n r espe ct of Specialized .Agencies, obtain appr oval o~ Bureau of 
Economic Coordina tion f or nomi nati ons of experte already approved 
by Minister concer ned and advise Chief of Mission concerned ; 
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5. Prepare recommendations t o the Executive Chai:rman of TAB in 
regard to the Government's requests f or contingency allocations 
under EPTA; 

6. Consult the Chief of Mission or Principal A~viser concerned, 
and prepare recommendations,on requests by the Governmerlt for 
changes in the approved programme; 

7. Maintain liaison with the Chiefs of Mission and Principal 
Advisers regarding action taken by the Government on experts' 
recommendations. 



UNTAB 
OFFICE OF THE RESIDENT REPRESENTATIVE 

LEOPOLDVILLE, CONGO 

Job Descript_i o-q 

Post "fitl e i PROGRAMME OFFICER 

Under the supervis ion of the Deputy Res ident Repr es entative 
concerned, the Progr amme Officer will 

1. Maintain up-to-date r e cor ds of EPTA, Regular and other United 
Nations Progr ammes of t e chnical cooper ation i n the Congo, in cooperation 
with the Chiefs of Mission or Principal Adviser s concerned and the per­
sonnel Se ction , supply the Rep~rts Officer wi t h all ne cessary ma t erial 
for incorporation in TAB,Spe cia l Fund and othe r r eports; in this con­
nection~ he will be expe cted t o keep i n cl ose t ouch wi th selected pro­
jects and the experts s erving such proj e cts . 

2. Assist the Congo l es e Gover nment (Bureau of Economic Coordin­
ation) in the preparation of its draft biennia l pr ogramme r equest under 
EPTA, and the overall draft pr ogr amme r equest t o the United Nations ; 
als o in regard t o r eques t s by the Government f or change s in t he approved 
programmes , 

3. In respect of UNTA proj ects g 

(a ) Review and finali ze j ob descriptions submitted by Principal 
Advis er concerned on bas is of Government r equests ; 
handl e all phas es of recruitment of experts, starting fr Jm 
r e cei pt of de t a ils of candidates f r om Headquarters New 
York until their a cceptance or r ej e ction by t he Government , 
and ne cessary noti f i cation t o New York. Pr epar e r el evant 
correspondence . 

(b) Prepare f or ap~roval of Resident Repres entative and 
Deputy Resident Re presentatives c~ncerned submissions t o 
Headquarters Ne~ Yor k r egarding r ec ommendations by 
Principal A~vi sers f or r eclassification and f or extension 
of contra cts , t erminat i ons , r esignations and other policy 
matters r el ating t o exper t s ' contracts , 

4. I n r espect of Spe cialized .Agenci es , obt a i n appr oval of Bureau ) f 
Economi c Coordina tion f or nomina tions of experte already appr oved 
by Mi nister concerned and advise Chief of Mi ssi on concerned ; 
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5. Prepare recommendations t o the Executive Chairman of TAB in 
regard t o the Government's requests for contingency allocations 
under EPTA; 

6. Consult the Chief of Mission or Principal A~viser concerned, 
and prepare recomrnendations, on requests by the Governmerlt for 
changes in the approved programme; 

7. Maintain liaison with the Chiefs of Mission and Principal 
Advisers r egarding action taken by the Government on experts' 
recommendations. 


