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I.   Foreword

Over the course of the past decade, the African Union (AU) and sub-regional organi-
sations and mechanisms have become increasingly active and important actors in in-
ternational peace and security, not only at the political-strategic level through working 
to make their voices more effectively heard and representing the interests and needs 
of the continent globally, but also as operational actors undertaking a range of inter-
ventions in crisis and conflict situations, and contributing to post-conflict recovery and 
development processes. This growing operational role in response to crisis and conflict 
situations can clearly be witnessed through the increasing deployment and utilisation 
of the mechanisms at the disposal of the AU Peace and Security Council, including 
the Panel of the Wise, the use of good offices, the deployment of mediation missions 
and support teams, the deployment of peace support operations, and the conduct 
of post-conflict reconstruction and development assessment teams. There has also 
been growth in the deployment of other operational measures, including human right 
observer teams, human rights investigation teams, election observation teams, and 
medical personnel in response to the outbreak of epidemics. In the course of a decade, 
then, the AU and sub-regional organisations and mechanisms have gone from being 
largely political organisations to also being operational organisations, and often the 
first responders in a given crisis or conflict situation.

To support these growing operational responsibilities, the AU and the Regional Eco-
nomic Communities (RECs) and Regional Mechanisms (RMs) have increasingly rec-
ognised the need to have available to them deployable civilian capacities which are 
trained, and available to sending organisations as and when may be required, to un-
dertake this rapidly growing area of tasks, and to provide the AU and the RECS/RMs 
with the operational means to deliver on the political aspirations of the continent. In 
this regard, the AU and the RECs/RMs in 2011 agreed to the development of an inte-
grated continental civilian standby roster of personnel, which could be drawn upon as 
and when the need arose, to be deployed to field operations. Following three years of 
development, this roster in late 2014 was named the African Standby Capacity (ASC), 
and represents a joint capability developed and operated by the AU and the RECs/
RMs, designed to make the right person available at the right time in the right place. 
As such, the ASC has become the operational turnkey that provides the AU and the 
RECs/RMs with the operational means to deliver on the political decisions taken by 
Member States.

As part of the effort of making the ASC fully operational, numerous policy frameworks, 
procedures and technical systems have been developed. Part of this effort has also 
gone into the development of joint standards for the operations of the ASC, which 
have been developed by the AU and the RECs/RMs. These standards, reflected in this 
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Selection Guidelines Manual, are important for a number of reasons. For one, they 
represent the commonly agreed principles, standards and procedures by which the 
AU and the RECs/RMs have agreed to identify and accept personnel into the roster, 
to train and recruit them for field deployments. This provides one set of commonly 
agreed standards for civilian personnel operating under the banner of continental ef-
forts for peace and security. For another, they represent the values of transparency 
and accountability by which all organisations operating the ASC have agreed to oper-
ate. Finally, these standards represent the institutionalisation of the systems and pro-
cedures by which the ASC will be operated, providing a predictable and standardised 
means of operating. As such, the ASC represents a meaningful and important opera-
tional platform by which the AU and the RECs/RMs, both acting individually and acting 
collectively as and when may be required, can plan, deploy and manage operational 
deployments.

I therefore encourage all users of the ASC to work in close alignment with the princi-
ples, standards and procedures outlined in this Selection Guideline Manual, and all 
Training Centres of Excellence, training service providers and partners to the AU and 
the RECs/RMs to incorporate the contents of this Selection Guidelines Manual into 
their work in support of the AU and the RECs/RMs.

AMB. SMAIL CHERGUI 
Commissioner for Peace and Security 
African Union 
January 2015

I. Forward
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The African Standby Capacity (ASC) Selection Guidelines Manual has been developed 
as a collaborative effort between the Peace and Security Department and the De-
partment of Administration and Human Resource Management at the African Union 
Commission, with the support of the United Nations Office to the African Union, the 
African Union Office of the Deutsche Gesellschaft für Internationale Zusammenarbeit 
(GIZ) GmbH, and the Berlin Center for International Peace Operations (ZIF) gGmbH. 

In the process of developing this document, many people, including representatives of 
the East African Standby Force Secretariat (EASFSec), the Economic Community of Cen-
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The African Standby Capacity (ASC) Selection Guidelines Manual (SGM) has been de-
veloped primarily for the personnel that have been tasked with operating the ASC on 
a daily basis, but also for those Training Centres of Excellence (TCEs), training service 
providers, and partners that support the work of the ASC in various ways. The proce-
dures and standards outlined herein are aligned with state of the art human resources 
management and selection processes currently used and applied by some of the larg-
est international organisations, which deploy field operations. The substantive content 
and the mentioned selection criteria and standards reflect the results of the collabora-
tive development of rostering standards and criteria by all involved stakeholders of the 
ASC (AU Commission, EASF, ECCAS, ECOWAS, NARC, and SADC), which has taken place 
at various instances over the course of the previous years.

The manual aims to assist staff at the continental and regional levels in their day-to-day 
operation and management of the ASC, with a specific focus on the roster admission 
and nomination for mission positions processes. All procedures follow a pre-deter-
mined workflow, and a stringent sequence of steps to be implemented in relation to 
any given procedure. The manual consists of four thematic chapters, which outline the 
(1) ASC Framework and Context, (2) the sequence of steps in the Selection and Roster 
Admission Process, (3) recommendations and best practices for Interview Techniques 
and Skills, and (4) an overview of Training for ASC Members, followed by an Annex 
comprising all the necessary reference documents and forms. Accordingly, users of 
this manual are provided with a comprehensive support document and a number of 
recommendations that accompany them through the smooth and efficient rostering 
process in a systematic step-by-step manner.

It is recommended that personnel at all levels adhere to the mentioned standards, 
criteria and processes in order to ensure a fair and equitable treatment of all persons 
applying for ASC membership and positions in field operations, irrespective of their en-
try point into the ASC, or their point of deployment into an operation through the ASC.

IV. Introduction

The African Standby Capacity 
(ASC) Selection Guidelines 
Manual (SGM) aims to assist 
staff at the continental 
and regional levels in their 
day-to-day operation and 
management of the ASC.
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1. ASC Core Values, Principles and Competencies

The African Standby Capacity (ASC) is based on a set of core values and principles, 
which, in the first place, must guide the work of all personnel operating the roster. 
These core values and principles, in line with the values and principles of all user 
organisations, are as follows:

Merit-based Selection

All persons that are admitted to the ASC, regardless of whether they have been 
generated via Member State secondment (nominations) or individual application 
shall be selected based on merit. The selection of candidates shall be in accordance 
with the set roster minimum selection criteria and standards, and any and all rel-
evant guidance, policies and procedures of the respective recruiting organisation.

Transparency and Accountability 

All available positions on the ASC, applicable terms of reference, minimum selec-
tion criteria and selection standards, and recruitment procedures shall be public 
knowledge, so that the credibility of the roster can be maintained. The ASC shall, 
however take all appropriate measures to safeguard the confidentiality of the in-
dividual’s private information in accordance with the Terms and Conditions of the 
ASCdatabase.

Respect for Diversity

The ASC shall respect the recruiting organisations’ policies regarding geograph-
ic, linguistic, cultural and gender representation at all levels. The ASC will take all 
reasonable measures to prevent discrimination on the basis of nationality, age, 
gender, sexual orientation, religion, race, disability, social status or political orien-
tation. The ASC will seek to achieve an equitable representation of men and wom-
en on the roster and in deployments from the roster, while at all times maintaining 
the principle of merit-based selection.

V. ASC Framework

The African Standby Capacity 
(ASC) is based on a set of 
core values and principles 
which are: 
• Merit-based Selection
• Transparency and  

Accountability 
• Respect for Diversity
• Efficiency and  

Professionalism
• Dynamism
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Efficiency and Professionalism

The ASC shall be managed and maintained in accordance with international best 
practices and standards. All personnel responsible for the management and main-
tenance of the roster at various levels will receive appropriate training to ensure 
that roster management best practices are maintained. The roster shall collaborate 
with other international rosters, as may be deemed appropriate, to avoid overlap, 
to share resources where desirable and to share knowledge and lessons learned. 

Dynamism

The ASC shall be interactive and dynamic to retain roster members through the 
provision of relevant training courses, which include foundation courses, pre-de-
ployment and leadership training for middle/senior level management, as well as 
specialised training to ensure roster members are ready and prepared for deploy-
ment and can keep abreast of trends in their fields.

It is expected that experts admitted to the ASC adhere to these core values and 
principles. In addition and apart from technical knowledge and subject matter ex-
pertise, personal competencies of mission staff constitute an important qualifica-
tion for experts working in peace and security operations and multi-dimensional 
missions and are key for successful performance.

Hence, the ASC requires proficiency in a set of competencies. Based on experience 
in multi-dimensional peace and security operations, three core competencies have 
been selected as among the most relevant for successful performance delivery in 
this particular environment. 

The ASC core competencies are:

1. Communication
2. Planning and Organising
3. Stakeholder Engagement

All applicants for admission to the ASC will be tested, apart from the subject matter 
expertise, on their possession of these core competencies. 

Experts admitted to the 
ASC are expected to adhere 
to the core values and 
principles of the ASC.
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2. ASC Selection Standards and Criteria

The following selection standards and criteria apply for all applicants for admission to 
the ASC, regardless of whether admission follows an individual application or a Mem-
ber State nomination. These standards and criteria constitute the minimum require-
ments and refer to a P2 grade level position in a field assignment. Applicants exceeding 
these standards and criteria are much appreciated as they fill higher grade level posi-
tions (P3, P4, P5, P6 and D1), while candidates not meeting all five minimum standards 
should be informed to re-apply at a later time, when all standards and criteria are met 
or exceeded. 

The five minimum selection criteria applicable for admission to the ASC are:

1. Citizenship: Candidates must possess citizenship of a member state of the respec-
tive region (ASF context) or AU Member State (AU context).

2. Qualifications: At least Bachelor’s Degree in respective field or at least 7 years of 
equivalent working experience relevant for field mission positions. 

3. Experience: Minimum 3 years working experience in a subject matter relevant to 
field missions.

4. Language: Working proficiency in a minimum of one official language of the re-
spective organization.

5. Age: Below the retirement age and the maximum recruitment age as per the re-
spective organisation.

The Curriculum Vitaes (CVs) and documents provided by applicants should be screened, 
in a first step, against these five minimum standards and criteria. Any candidate meet-
ing or exceeding these standards in an area relevant for field mission deployments can 
be admitted to the next stage of the selection process.

3. ASC Rostering Workflows

The ASC has two pre-defined workflows, which determine the sequence of steps and 
activities for:

1. Selection and admission to the roster, and
2. Search and nomination of suitable experts for a specific mission position.

V. ASC Framework
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Both workflows have components, which take place inside and outside the ASCdata-
base. In this manual, the processes and steps outside the ASCdatabase will be elabo-
rated, while the processes and steps taking place inside the database will be described 
in the ASCdatabase User Manual.

3.1 Selection and Roster Admission Workflow

1. The roster admission process commences with the registration of expert pro-
files in the ASCdatabase either by experts themselves or by desk officers/ros-
ter focal points on their behalf by means of the “create profile” feature. In 
addition to completing the required fields, a current CV, educational and pro-
fessional certificates and a copy of the passport need to be uploaded to the 
database, which all serve as means and basis for the first and second screen-
ing by roster focal points and desk officers. 

2. The first screening verifies that all necessary documents are uploaded and 
fields completed with appropriate data. It also checks applications against the 
minimum selection criteria. Only candidates meeting all the five criteria are to 
be considered for the next stage of screening. Once these factors have been 
confirmed, the expert profile will be set to “first screening passed”.

3. The second screening is the actual CV and application documents screening, 
which includes the determination of the job family the respective expert pro-
file falls under, and the verification of the actual qualifications and experience 
stated in the CV as well as the attached documents. This screening is done by 
means of the ASC CV Screening and Scoring Sheet, which can be found in the 
Annex section.

4. Once the CV screening has determined that the candidate meets the mini-
mum roster admission requirements, a selection and roster admission inter-
view will be conducted, which is elaborated in detail below.

5. Applicable training, i.e. the Foundation Course, shall be conducted in con-
nection with the selection and roster admission interview. This can be done 
either by forwarding experts to the respective training centre after successful 
completion of the selection interview and passing of subsequent reference 
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checks, or, the interview can be conducted either during or after the Founda-
tion Course, depending on which procedure has been selected by the respec-
tive organisation or division.

6. After successful completion of the Foundation Course the expert profile is set 
to “second screening passed” in the ASCdatabase and is thus considered a 
member of the African Standby Capacity (ASC); i.e. the expert is regarded as 
suitable and properly trained for future mission deployments. 

3.2 Search and Nomination for Mission Position Workflow

1. Once a deployment has been mandated by the respective organisation (either 
AU or any regional organisation) and the staffing table has been approved, 
a mission can be created as well as vacancies announced in the ASCdata-
base, usually by a Human Resources (HR) desk officer or Focal Point and the 
mandating/recruiting organisation. In accordance with the mission’s staffing 
table, positions are created and applicable job descriptions shared with desk 
officers other participating organisations/departments.

2. Respective desk officers now search their cluster of experts vis-à-vis the is-
sued job descriptions and vacancy announcements.

3. Once suitable candidates have been found for the announced vacancies, they 
are nominated to the mandating/recruiting organisation after confirmation 
of their interest and availability.

4. The mandating/recruiting organisation’s Human Resources desk officer or Fo-
cal Point screens the nominations and decides upon which nominations will 
be declined or accepted and further dealt with in the selection and recruit-
ment process.

5. Before actual deployment, potential interviews and/or reference checks are 
to be conducted and subsequently, depending on the outcome of the selec-
tion and recruitment process for the particular position, contracts will be is-
sued. As for the ASCdatabase, the profiles of the respective experts are to be 
set to the respective status.

V. ASC Framework
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4. ASC Job Families and Job Descriptions

The ASC combines a variety of job profiles, which are most relevant for deploy-
ments undertaken by the African Union Commission and regional organisations, 
such as multi-dimensional Peace Support Operations (PSOs) in the framework of 
the African Standby Force (ASF), Mediation Missions and Post-Conflict Reconstruc-
tion and Development (PCRD) assignments, among others.

Peace Support Operations (PSOs)/ASF:

For the civilian dimension of multi-dimensional PSOs the following 16 generic job 
families are most relevant, which comprise a number of substantive areas as well 
as mission support functions. These are:

Substantive Areas 

1. Civil Affairs
2. Political Affairs
1. Legal Affairs
2. Human Rights
3. Gender
4. Humanitarian Liaison
5. Protection of Civilians
6. Public Information
7. DDR

Mission Administration/ 
Mission Support

8. Human Resources
9. Conduct and Discipline
10. Logistics
11. Procurement
12. Finance
13. Mission Security
14. Information, Communications  

and Technology

The generic job profiles corresponding to the 16 job families relevant for multi-di-
mensional PSOs can be found in the Annex section.

AU Mediation and PCRD

For Mediation missions and support teams as well as PCRD assessment missions 
there are a number of relevant job categories and families. 
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The PCRD staffing requirements are aligned to six PCRD constitutive elements. 
These are:

1. Security
2. Humanitarian/Emergency  

Assistance
3. Political Governance and  

Transition

4. Socio-economic Reconstruction 
and Development

5. Human Rights, Justice  
and Reconciliation

6. Women and Gender 

The staffing requirements for Mediation missions and support teams are as fol-
lows:

1. Lead Mediator
2. Senior Analyst
3. Chief of Staff
4. Mediation Process Expert
5. Public information officer
6. Mediation process/Thematic  

Expert(s) in the fields of:
• Political Governance and  

Transition

• Economic
• Governance 
• Women and Gender
• Human Rights
• Security
• Rule of Law
• Elections
• Transitional Justice

Apart from the mentioned job families and areas of engagement, other specific 
expertise might be required in certain cases; hence, the mentioned list is not ex-
haustive and can be adapted over time in accordance with the respective demand 
and need.

The generic job descriptions provide an indication about the required academic 
qualifications, necessary expertise and work experience as well as personal com-
petencies, which determine the selection process. Both the CV screening as well as 
the admission interview will be done vis-à-vis or refer to the qualifications, exper-

V. ASC Framework
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tise and experience as well as competencies stipulated in the job descriptions for 
the respective job families. However, it should be noted that the generic job pro-
files refer only to the entry level, i.e. P2 grade. Hence, all qualifications, expertise, 
years of experience or competencies exceeding the level mentioned in the generic 
job descriptions are highly desirable and appreciated.

Other areas of rapid deployment

The ASC can be used for additional areas of engagement of the AU Commission and 
regional organizations, which require rapid deployment. If a new sector is added 
to the ASCdatabase, generic job families and job descriptions have to be specified 
in order to inform the appropriate selection criteria. However, the general process 
as well as the basic admission standard and criteria remain the same, as it ensures 
the quality of rostered experts and their deployability.
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As a quality assurance mechanism, and in order to verify that applicants adhere to the 
African Standby Capacity (ASC) core values and principles as well as meet (or exceed) 
the ASC basic admission standards and criteria, applicants have to undergo a selection 
and roster admission process. This process applies to all applicants regardless of their 
background and affiliation and is based purely on objective quality criteria, i.e. the 
admission is based on merit and verifiable expertise and qualifications. The expert 
selection and roster admission process comprises four parts:

1. CV screening
2. Selection interview
3. Reference checks
4. Foundation Training

In order to keep the number and volume of applications manageable, it is recommend-
ed to determine two intake periods for roster applications per year. 

1. Process Standards

The following standards have been established as best practice for the ASC admis-
sion process. Adhering to these process standards and procedures is recommend-
ed in order to achieve comparable and reliable results across all partners of the 
ASC. 

I. CV Screening

1. First (long-listing): check if basic minimal requirements are met and appro-
priate/required/right documents are available/uploaded to the ASCdata-
base

2. Second (short-listing): identify job family and check documents regarding 
relevance of 
A. educational qualification and 
B. working experience

VI. Selection and Roster Admission Process

Process standards have been 
established:
•  I. CV Screening
•  II. Selection Interview
•  III. Reference Checks 
•  IV. Training
•  V. Roster Admission
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II. Selection Interview

1. Methodology
A. Assessment of technical ability/subject matter expertise  

(reference TORs of job family) in combination with
B.  Competency Based Interviewing (CBI) of three ASC core competencies 

(i.e. Communication, Organising and Planning, Stakeholder Engage-
ment)

C.  CV consistency (red flags)

2. Structured interview process
A. Mixed composition of panel (representatives of departments Human 

Resources, Roster Focal Point (RFP) of respective region/division, sub-
ject matter expert of field corresponding to application)

B. Standardised questions catalogue (tailor made to job family/cluster 
and level)

C. Interview guide (process & procedure)

3. Means
A. Face to face
B. Phone/Skype

III. Reference Checks 

1. With former employers/academic supervisors (by phone or email);
2. With stated referees;
3. Request provision of police clearance by applicant.

IV. Training

After successful conclusion of the three previous steps of the selection and 
roster admission process, candidates should receive a training in preparation 
for a field deployment.
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V. Roster Admission

Only if candidates have successfully passed all the steps mentioned above, they are 
admitted to the ASC.

2. CV Screening

The purpose of CV screening is to check whether applicants possess the neces-
sary qualifications, skills and competencies for ASC admission. The ASC selection 
standards and criteria serve as a main reference point, which are outlined in chap-
ter IV.2. These standards and criteria are the bare minimum all applicants have to 
meet. They refer to the requirements of a P2 position in any of the ASC generic job 
families. While it is appreciated and welcomed that some candidates may exceed 
these standards and criteria, candidates that do not meet them are excluded from 
any further steps of the selection process until a time when they meet the stand-
ards and criteria.

Furthermore, applicants’ qualifications and skills have to fit either into at least one 
of the ASC generic job families outlined in chapter IV.4 or any other applicable ASF, 
Mediation or PCRD job family.

2.1 Purpose and Importance of CV Screening

CV screening allows for verifying whether the data provided by applicants are 
complete, suitable and relevant in relation to the ASC selection standards and 
criteria in a cost-effective and efficient manner. At the same time, the number of 
applications can be reduced by unsuitable applications, i.e. in cases where appli-
cations do not meet all five ASC selection standards and criteria or do not fit into 
any of the ASC generic job families. These applications can be filtered out already 
at the beginning of the selection process. CV screening also gives a first impres-
sion and overview about the qualifications, skills and work experience of experts 
applying for ASC membership.

VI. Selection and Roster Admission Process
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If not enough attention and care is given to screening applicants’ CVs, good can-
didates may be dismissed prematurely, time may be wasted interviewing candi-
dates that do not fit the criteria and additional costs are incurred. Furthermore, 
the roster admission and subsequent recruitment processes are slowed down 
and candidates may be treated unfairly or discriminated against. 

This may cause a lack of acceptance of the roster admission and hiring process 
and subsequent performance in mission by experts. Hence, CV screening is the 
first vital step of an effective roster admission process and helps ensuring a higher 
degree of performance by experts in any subsequent mission assignment. 

2.2 CV Screening Procedure

1. Verify whether applicants have submitted all relevant documents and data 
through means of uploading them to their expert profile at the ASCdatabase.

2. Verify, whether applicants meet all 5 ASC selection standards and criteria as 
well as fit into any of the ASC generic job families and fill in the ASC CV screen-
ing and scoring form, stage 1 basic criteria;

3. Identify the applicable ASC job family;

4. If there are too many applications submitted at this time, rank candidates by 
using stage 2 assets of the ASC CV screening and scoring form. In order to re-
duce the number of applications to a manageable amount, it is recommended 
to select the 20 most suitable candidates for this intake slot and keep other 
suitable candidates for the next intake slot;

5. Assign candidates that have passed these stages to the respective job family 
and grade level in preparation for the interview;

6. Fill out the remarks section with regard to any observations (positive or nega-
tive) of experts’ application documents, such as overall appearance and form, 
content, relevance and consistency, e.g. omissions, inconsistencies, blank 
spots or specific and extra-ordinary skills and qualifications with regards to 
the ASC membership;

CV screening is the first vital 
step of an effective roster  
admission process.
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7. Document the result of your screening by filling in the decision section of the 
ASC CV screening and scoring form.

3. Selection Interview

The selection interview is the second part of the ASC admission process. The in-
terview aims at testing applicants’ mastery of respective subject matter expertise 
(SME), gender awareness and ASC core competencies within a predetermined and 
standardised structure and timeframe of 60 minutes.

The selection interview consists of several parts and formats dedicated to the 
above-mentioned interviewing areas. 

In the first part, applicants will be asked three questions about their knowledge/
proficiency of the respective area/subject matter identified as well as one question 
on gender awareness and inclusion. Questions for the subject matter expertise 
part will be developed by the SME panel member in accordance with the profes-
sional level of the applicant. A list of applicable job families and potential sample 
questions for each job family can be found in the annex of this document. 

Questions on gender diversity/inclusiveness/mainstreaming can be drawn from 
the list of generic questions in the annex of this document (Gender Diversity/Main-
streaming/Inclusiveness Interview Questions) or be developed in a tailor-made 
fashion along the lines of the sample questions.

The second part has the format of the so-called Competency-Based-Interview (CBI) 
and aims to identify the applicants’ level of proficiency of the ASC core competen-
cies Communication, Planning and Organising as well as Stakeholder Engagement. 
Candidates are asked one question per each competency. Three sample questions 
for each competency, which serve as basic orientation, can be found in the annex 
“ASC individual interview and scoring sheet (competency based part)”.

Due to the variety of issues and formats, the interview panel should also reflect the 
diversity of areas to be covered. 

VI. Selection and Roster Admission Process

The selection interview 
process consists of several 
elements:
• Interview Preparation
•  Panel Composition
•  Selection Intreview
• Based Interviewing (CBI)
•  Note Taking
• Scoring and Selection
•  Interview Follow-up
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3.1 Interview Preparation

Applicants who have passed the screening process will be invited to a selection 
interview, which can be conducted either face-to-face or via telephone or Skype. 
Before the interview candidates’ willingness to be deployed to a field operation 
as well as member countries’ (in case the candidate is nominated by a Member 
State) commitment to release the respective candidate should be checked and 
verified.

The interview follows a standardised structure and format and consists of a sub-
ject matter and gender awareness part, which is tailor-made to the individual 
qualifications and experience of the applicants, as well as a competency-based-in-
terview part, which refers to the ASC core competencies regardless of the indi-
vidual expertise.

Interview preparation is key for a professional and successful conduct of the se-
lection interview and forms the precondition for enabling the interview panel to 
select the most suitable and qualified candidates in a merit based and transpar-
ent process.

The following tasks are essential prior to the interview day:

1. Schedule interview appointment and confirm contact information of candi-
dates as well as preferred official language of interview (out of the official 
languages of respective organisation);

2. If needed, ensure that necessary travel arrangements are made and con-
firmed;

3. Select and inform interview panel about their role in the interview, candi-
dates’ CVs, interview dates, time and venue

4. Set aside dates that ensure availability of all core panel members, but at the 
same time observe special considerations for interview times (religious, med-
ical issues, time zones, etc.) of panel members and candidates;
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5. Prepare interview packages (interview worksheets and forms, scoring sheet, 
CVs and other relevant application documents, schedule/sequence of inter-
views, list of interviewees and panel members) for all panel members;

6. Remind panel members to familiarize themselves with standards and criteria 
prior to the interview;

7. Ensure that subject matter experts/gender representatives of the interview 
panel prepare and timely distribute subject matter expertise/gender aware-
ness questions, other panel members review questions and questions are 
added to interview and scoring worksheets;

8. Ensure that at least one CBI question per core competency are selected, re-
viewed by interview panel and added to interview and scoring worksheets;

9. In case of face-to-face interview inform security officers about arrival times 
and names of interviewees;

10. Appoint lead interviewer (responsible for interview process) and assign tasks 
and questions to panel members (recommendation: RFP = lead interviewer);

11. Book suitable room and refreshments in a timely manner;

12. Reconfirm interview times with candidates and panel members.

The following tasks are essential on the day of the interview:

1. Arrange for welcome of candidates;

2. Ensure that room has been prepared and seating arrangements decided on;

3. Remind panel of ground rules during the interview session, i.e. no disturbanc-
es (mobile, email, paper work, no walking out), engagement with candidates, 
note taking;

4. Facilitate panel discussion and final decision;

VI. Selection and Roster Admission Process
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5. Task out transcripts of summary notes reflecting panel discussion and deci-
sion;

6. Sign scoring sheet;

7. Collect and file individual interview and scoring sheets.

For telephone or Skype interviews, the following specific additional prepara-
tions are recommended:

1. Work-related (ASC) Skype account created and details sent to candidate;

2. Candidate’s Skype account and alternative telephone number asked for and 
received;

3. Appropriate equipment ensured (conference phone facility, video conferenc-
ing);

4. Determine back-up procedure:

5. Due consideration of different time zones.

3.2 Panel Composition

The ASC admission interview structure should enable an evaluation of candidates’ 
expertise and competencies that is consistent, transparent, fair, standardised and 
equal across the spectrum of the ASC generic job families. Hence, panel members 
should adhere to these principles and interview boards should be composed of 
representatives of diverse fields of expertise. 

It is recommended to have the interview panel composed of a minimum of three 
members. If more members are added, it is recommended to have an odd num-
ber of panel members. The following composition can be used as guidance: 
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Essential panel members (minimum):

• Roster Focal Point of respective region or AUC division;
• HR Focal Point (preferably middle/senior professional level);
• Subject matter expert - according to the candidate’s job family (preferably 

middle/senior professional level);

In addition and depending on organisation/policy optional panel members 
could include:

• Gender representative;
• Staff Association representative;
• Legal representative;

Furthermore, it is strongly recommended to duly recognise the following as-
pects regarding panel composition:

• Ensure language proficiency of all panel members of preferred language se-
lected by applicant;

• Ensure gender representation of panel members (at least one member of the 
less represented gender);

• Include note taker as separate role/task;
• Ensure language proficiency of panel members in accordance with language 

of candidates;
• Ensure for consistency of panel, i.e. panel needs to be the same for respective 

job family/for the particular intake/admission period;

3.3 Interview Structure

The ASC admission interview, which can be either conducted face-to-face or via 
telephone/Skype, comprises of five parts and shall last for approximately 60 min-
utes actual interview and 15 minutes debriefing of the panel. When selecting 
questions, this timeframe should be taken into consideration. In total, each can-
didate will be asked seven questions.

It is recommended that interview board members familiarise themselves with the 
formats of the different interview parts, in particular the CBI methodology prior 
to the actual interview.

VI. Selection and Roster Admission Process



28

African Standby Capacity (ASC) Selection Guidelines Manual

This general structure is recommended as orientation for the roster admission inter-
view:

Part Name and Purpose Time

1. Introduction and explanation of structure
• Ice-breaker or e.g. CV related question
• Who is in the room?
• What we want to do?
• How much time do we need?
• What is the structure of the interview?
• What is the detailed outline of questions’ scheme
• Instructions: interviewing for roster membership, NOT for positions/

give tangible/concrete examples/describe your role/use I-messages 
instead of “we”

m
axim

um
 5 m

inutes

2.
Testing subject matter expertise and gender awareness (4 questions)
• Subject matter expertise (3 questions):

• Derive from five tops of respective ASC generic job family (JF)
• Use format: “Tell us about a situation, where you did this and that…

(references to JF)
• Actual formulation and focus of question and follow-up questions 

responsibility of interview panel (subject matter expert)
• Sample questions on interview sheet and ASC generic JF sheet 

serve as guidance
• Gender aspect of subject matter (1 question):

• Question should encourage candidates to demonstrate their 
attitude and behaviour towards gender diversity/inclusiveness/
mainstreaming

• Sample questions on interview sheet and gender awareness 
question sheet serve as guidance.

m
axim

um
 20 m

inutes
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3.
Competency based interview  
(1 question each for 3 ASC core competencies)

• Overall underlying concept: past behaviour is best indicator for future 
behaviour

• Reference to interpersonal competencies/soft skills, not subject matter 
expertise

• Ask for concrete/tangible PAST behaviour examples, not hypothetical 
work experience

• Select one from the list of sample questions of the CBI worksheet per 
competency

• Remind candidates that structure of answer should be: C A R L, i.e. 
Context, Action, Reaction, Learning experience

• Answers are scored according to defined indicators, not whether 
answer was correct or liked

• objectivity is key = no interpretation/no evaluation
• verbatim note taking important as evaluated what exactly was said by 

candidates
• underlying core values: 

• respect for diversity
• integrity

• These core values are underlying, not asked, but are deal breakers, if 
answers indicate collision.

m
axim

um
 30 m

inutes

4. Interview close and candidate questions

• Thank candidate
• Explain next steps of rostering process
• Elaborate time frame for panel decision and feedback to candidate

• Allow few candidates questions (keep short!!)

m
axim

um
 5 

m
inutes

5.
Debriefing of panel members after interview
• Make sure phone is hung up or candidate is out of earshot;
• Allow panel members for 1 minute to look at own notes;
• Compile common notes’ summary (essence of answers in order to 

ensure transparency/proof of decision);
• Reach common decision on YES or NO for roster membership;
• Prepare ASC panel evaluation and scoring summary sheet and have all 

panel members sign.

m
axim

um
 

 15 m
inutes

VI. Selection and Roster Admission Process
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3.4 Excursion: Competency Based Interviewing (CBI)

Nowadays most multilateral organisations use the Competency Based Interviewing (CBI) 
methodology in order to assess candidates’ suitability not with regard to their technical 
or subject matter expertise, but their personal competencies. The term “competency” in 
this regard refers to a combination of candidates’ skills, attributes and behaviours, i. e. 
rather than what a person does or knows, it assesses, how a person performs. 

Underlying assumption of the CBI methodology: Past, demonstrated behaviour is the 
best indicator of future performance. 

CBI questions ask about past professional experiences that can demonstrate that candi-
dates master/possess the respective competency directly related to successful job per-
formance. When assessing candidates’ responses, panels will ascertain the depth and 
complexity of the responses given by candidates through suitable probing and follow-up 
questions. The CBI methodology also discovers potential learning experience from past 
professional experiences and behaviour in comparable situations/circumstances.

In this respect, the so-called CARL principle or approach is used:

1. Context 
Candidates are expected to give an overview of the situation: what the situation was 
about, when it was, how they first got involved, what were the key events and the 
time frame

2. Actions 
Candidates are expected to cover significant events, specific instances that were 
clearly attributable to them individually rather than the team

3. Results 
Candidates describe the outcome, impact or results of their actions: They may be 
asked questions such as how did it turn out? What was the final result?

4. Learning 
Candidates describe what learning they took away from this experience

The assessment of candidates’ level of mastery/possession of respective competen-
cies is done with the help of pre-determined indicators per competency. The indica-
tors as well as sample questions can be found on the respective CBI interviewing and 
scoring sheets. 

Ex
cu

rs
io

n
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Interviewers should pay special attention to the following techniques and approach-
es:

1. Determine a proper interview structure prior to the interview, which allows for a 
standardised and objective assessment

Adhering to a set and pre-determined structure is probably the single most im-
portant technique to improve the reliability of the selection process. Structure 
helps focus the discussion and ensures that candidates are assessed against the 
same criteria in an objective manner. It also enables interview panels to gather 
information that is based on actual evidence rather than on assumptions based 
on stereotypes; with such an approach, the assessment of each candidate’s po-
tential strengths and weaknesses starts on equal footing. In addition, having 
a structure makes it easier for the interviewers to monitor the progress of the 
interview, thereby ensuring that the discussions remain job-related. Moreover, 
adherence to a framework exposes possible gaps in the information collected.

2. Focus On Obtaining Evidence of the Candidate’s Past Behaviour

Decisions must be made based on evidence, rather than on the opinions of 
the interviewers. The latter should avoid basing selection decisions on unsub-
stantiated opinions, speculation, or stereotypes; i.e., assessment is not based 
on whether the panel likes the answer or regards it as the right answer, but on 
pre-determined indicators that define candidates’ possession of the respective 
competency. The most effective interviewing style is one that explores the candi-
date’s past behaviour. As already mentioned, past behaviour is the best predictor 
of future behaviour and the core of competency based interviewing.

3. Take Notes (of particular importance for CBI, but also refers to other interview 
parts)

It is difficult for the interviewer to accurately remember everything a candidate 
said during the course of the interview. If interviewers exclusively rely on their 
memory, important points may be either forgotten or distorted and systematic 
bias such as attribution or stereotyping may influence the subsequent recall of in-
formation. Note taking during the interview is strongly recommended; assigning 
the note taker role to someone other than the interviewer is suggested.

CBI described from a candidate’s perspective:  
https://careers.un.org/lbw/home.aspx?viewtype=AYI

VI. Selection and Roster Admission Process

https://careers.un.org/lbw/home.aspx?viewtype=AYI
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3.5 Note Taking

Even for persons having a lot of experience in conducting interviews, there are 
limits to their memory. Research has shown that across a number of interviews, 
interviewers remember only as little as 10 % of what was being said by candi-
dates. Hence, note taking is crucial in order to allow for a fair and transparent in-
terview process as well as a non-discriminatory scoring of candidates. Neglecting 
note taking will inevitably lead to selective evaluation and subjective judgements. 
Thus, it is recommended that either all panel members take note individually or 
the panel selects one note taker for the whole interview. 

Note taking will help panel members to:

• Ensure that all points mentioned by candidates are covered and interviews 
are consistent;

• Summarize effectively what has been said by candidates during and at the 
end of the interview;

• Avoid bias by noting down the details of each candidate’s answers;
• Allow for a fair and merit based evaluation of each candidate’s answers;
• Score and rank candidates after the interviews in a fair and efficient man-

ner;
• Meet legal requirements as well as quality assurance criteria of the ASC.

These instructions will assist panel members in their note taking efforts:

• Always take notes during an interview (either each panel member individ-
ually or one pre-defined note taker per panel and interview);

• Inform candidates that notes are being taken (with the aim to ensure a fair 
and transparent process, whose result can be proven);

• Assure the candidate that the panel will be listening to them while taking 
notes (panel members can listen easier, if they can concentrate on the an-
swers, while one designated note taker records what has been said);

• Use the “Individual Interview Notes and Scoring” sheets for each section;
• Take notes equally of positive and negative information;
• Notes should reflect the essence of what has been said by candidates. 

However, in the CBI part it is recommended to take notes as verbatim as 
possible;
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• Notes should be taken in the first place to remember what has been said 
and only in a second step used for evaluation of the candidate;

• Notes should be objective and focus on evidence of subject matter exper-
tise, gender awareness and personal competencies. Candidates might re-
quest them in the aftermath of the interview and they serve as prove of 
decision and candidates’ scoring. 

3.6 Scoring and Selection

The Interview Scoring Methodology follows a standardised format and comprises 
three levels of proficiency for each question and category. Candidates should be 
scored and ranked according to these categories. Of course, their respective level 
of qualification as well as number of years of experience should be taken into due 
account.

1. Scoring for Interview Section: Subject Matter Expertise

• 2 = Demonstrates strong knowledge of subject matter
• 1 = Demonstrates sufficient knowledge of subject matter
• 0 = Demonstrates insufficient knowledge of subject matter

2. Scoring for Interview Section: Gender Equality, Diversity and Inclusion

• 2 = Demonstrates strong respect for gender diversity, equality and practic-
es inclusiveness

• 1 = Demonstrates awareness and respect for gender diversity
• 0 = Lacks awareness and respect for gender diversity, equality and inclu-

siveness

3. Scoring for Interview Section: Competency Based Interview (score and rate 
for each competency)

• 2 = Strongly demonstrates competency
• 1 = Sufficiently demonstrates competency
• 0 = Insufficiently demonstrates competency

VI. Selection and Roster Admission Process
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4. General Comments

At the end of the interview candidates will be ranked by the interview panel by 
comparing individual scores of each panel member and agreeing on a common 
overall score. Here, the following criteria should be recognised:

• Any “0” in the total score is a knock out criteria, i.e. candidates will be ex-
cluded from the admission process;

• Less than “8” points is a knock out criteria;

Once the panel has agreed on a common overall score and has duly recognised the two 
exclusion criteria mentioned above, the “Panel Summary & Evaluation Sheet” will be 
filled in and signed by all panel members. The remarks section of this sheet provides 
space for additional observations and comments and should be especially used to fur-
ther explain the panels decision in case a candidate has been scored as “Not recom-
mended for roster admission”.

3.7 Interview Follow-up

Once the interview process has been concluded, the respective “paper trail” of 
final notes with applicable departments and units has to be initiated. Depending 
on the outcome of the interview and organisation conducting the interview, this 
could involve the human resource department or training centres of excellence in 
the respective region. Please note that final notes have to be kept confidential at 
all times. However, they also serve as proof of decision. 

Once reference checks have been performed and have not brought anything neg-
ative about the candidates to light, they should be informed about the result of 
the interview and, in case of a successful interview, preparations for the Founda-
tion Course start.

After successful completion of the foundation course, necessary adjustments in 
candidates’ profile in the ASCdatabase have to be done, i.e. set profile on “second 
screening passed”.
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4. Reference Checks

As a last step of the verification of candidates’ abilities and suitability for ASC ad-
mission, reference checks should be conducted by phone or email with one or 
more of the following sources:

1. former employers/academic supervisors

2. stated referees (see ASCdatabase reference section)

3. police clearance (in case police reports uploaded to the ASCdatabase are in-
sufficient)

5. Training

It is recommended that candidates that have passed the CV screening and selec-
tion interview as well as reference checks will undergo training for field deploy-
ment, e.g. a Foundation Course, before eventually being admitted for deployment 
to an operation through the ASC. This ensures that roster members are ready for 
rapid deployment and have not only been selected in accordance with the ASC se-
lection standards and criteria, but also received a basic training that prepares them 
for a field deployment. Further details on the applicable training activities will be 
elaborated in section VI of this manual.

VI. Selection and Roster Admission Process

It is recommended that 
candidates that have 
passed the CV screening 
and selection interview as 
well as reference checks 
will undergo training for 
field deployment, e.g. a 
Foundation Course, before 
eventually being admitted 
for deployment to an 
operation through the ASC.
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6. Roster Admission

Candidates that have successfully passed the CV screening, selection interview and 
reference checks as well as the basic training will be admitted to the ASC and are 
ready for rapid deployment to any field operation by any of the partners of the 
ASC. In order to have the roster membership also reflected in the ASCdatabase 
the status of the applicable professional expert profiles (PEP) should show “Roster 
Member”. This status will be reached by setting the respective Personal Expert 
Profile (PEP) to “second screening passed”. Further details can be retrieved from 
the ASCdatabase use manual. 
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1. Professional Conduct

Part of the African Standby Capacity (ASC) quality assurance is the professional 
conduct and attitude of all personal operating the ASC and/or being involved in the 
roster admission process. As ASC roster members are expected to adhere to cer-
tain standards and criteria in order to be admitted to the roster, all staff related to 
the ASC admission process have to equally display appropriate conduct. Pursuing 
a professional conduct and communication will not only assist ASC staff in con-
ducting an effective and efficient selection process, but also create a professional 
perception and image of the ASC among applicants and partners.

The following list, which is not exhaustive, highlights some basic principles of pro-
fessional conduct in a roster admission and recruitment process:

1. Privacy and confidentiality – should be the overarching principle:

• no sharing of information with unauthorised persons;

2. Courtesy and professionalism, referring to:

• communication with the candidate,
• professional attitude, i.e. avoiding being too familiar with candidates,
• keeping a professional distance,
• not forgetting important information such as date, venue, job family,  

competencies, duration,
• watching that no personal questions are asked in order to avoid  

discrimination,
• avoiding any inappropriate remarks or reference (see 4).

3. Preparation:

• being organized,
• following a standardised structure in order to allow  

for equal treatment of all candidates.

VII. Interview Techniques and Skills
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4. Respect for diversity: 

• Avoiding discriminatory remarks (any reference that could create a bias 
should be avoided)

• age,
• religion,
• race,
• sexual orientation,
• marital status,
• family situation,
• disabilities,
• political views
• etc.

5. Avoiding subjective judgements – focus on proven facts:

• being aware of personal prejudices (positive or negative biases).

6. Keeping records for future reference and proof of results, but DO NOT share 
with inappropriate persons

7. Following a timely, transparent and efficient roster admission process based 
on the stated standards and criteria and candidates merits

8. Ensuring appropriate expectation management (people lose interest over 
time due to delays) in order to keep professional image of ASC.

2. Professional Communication

Professional conduct and communication throughout the roster admission process 
and beyond are key for an effective management of the ASC experts and demon-
strates the quality, core values and principles the ASC aspires to meet.
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For an effective interview process, it is just as important to understand the behav-
iour of both the interviewer and the interviewee as preparing for the interview 
and keeping to the interview structure. Here, several factors, such as verbal and 
non-verbal behaviour or communication skills, such as effective (or active) listen-
ing or dealing with cultural differences are key and require due consideration.

I. Listening Skills

Listening is a skill taken for granted, often because it is confused with hearing. 
However, listening is one of the most important skills for effective communica-
tion and hence is crucial for interview processes. It involves active techniques, 
so called active listening. In order to demonstrate that listening is taking place, 
interviewers should:

• Give verbal support (such as yes, hmm, OK);
• Give non-verbal support (nod, smile, eye contact, friendly facial expres-

sion);
• Develop rapport with the interviewee and establish an atmosphere of con-

fidence;
• Summarize or build on what is said, paraphrase, if needed;
• Confirm what has been understood is correct, ask for clarification;
• Be attentive, alert and avoid being distracted;
• Pay attention to body language, facial expressions and non-verbal commu-

nication, emotions;
• Refrain from judgement;
• Take notes.

II. Verbal and Non-verbal Communication

Communication does not only consist of verbal expression, but is great-
ly influenced by non-verbal behaviour. Body language, gestures, fa-
cial expressions, tone of the voice and the way of speaking all influ-
ence the interviewer’s and interviewee’s exchange of information. 
Research shows that understanding and judgement of a message come from: 

VII. Interview Techniques and Skills
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7 % Words Words are only labels. Listeners put their own 
interpretation on speakers’ words.

38 % Para-linguistics The way in which something is said is very  
important to the listener’s understanding.

55 % Body language What a speaker looks like while delivering a  
message affects the listener’s understanding most.

III. Using Silence

Keeping silent is difficult and uncomfortable for most people. Reminding them-
selves that silence is part of effective communication may ease the discomfort. 

Using silence is a particularly important element in two situations: 

After asking a question: the candidate needs time to answer. 

• Interviewers should be prepared to wait about 20 seconds.

After the candidate’s initial response: the candidate may provide further infor-
mation (often containing important elements) if not asked another question 
immediately. 

• Interviewers should be prepared to wait for 5 seconds after a response has 
been given.

Remember that in order to answer, candidates first have to make sense of the 
interviewer’s question, then think about the answer and finally about the way 
of expressing themselves intelligently. This may take them some time.

IV. Special Considerations for Phone Interviews

Compared to face-to-face interviews there are a number of differences and 
challenges to be recognised when the interview is conducted by phone. 
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• The panel members may only hear the candidate’s voice. Their impression 
cannot be influenced by the candidate’s appearance;

• Sound may not be so clear and both panel and candidate may have to re-
peat themselves;

• The candidate’s voice mannerisms or accent is much more likely to influ-
ence the interviewer’s judgment;

• Candidates may feel less comfortable, which in turn may affect their per-
formance.

Hence, it is important to observe a couple of easy dos and don’ts, such as:

• Both the interviewer and interviewee tend to be uncomfortable with si-
lence, hence interviewer must lead interviewee clearly through the pro-
cess;

• Active listening becomes much more important as the interviewer cannot 
rely on non-verbal cues, hence, verbal clues (ok, hmm, etc.) are important 
as well as paraphrasing and summarizing what has been said;

• Interruptions (phone calls, visitors, emails etc.) must definitely be avoided;
• Time management can be a challenge, hence, plan efficiently in advance.

In general, panel members should pay particular attention to expressing them 
clearly and guiding interviewees through the process in order to make up for 
the missing non-verbal communication. 

VII. Interview Techniques and Skills

Professional conduct and 
communication are key 
for an effective selection 
process and management of 
the ASC experts.
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VIII. Training for ASC Members

1. ASC Training for ASF/AU Peace Support Operations 
Deployments

The strategic training goal of the African Standby Capacity (ASC) is to establish a 
link between roster selection and skills enhancement of rostered personnel. This 
is in line with the African Standby Force (ASF) Policy Framework, which stipulates 
that ASF personnel should be equipped with the required skills to perform their 
expected roles and functions within an ASF/AU Peace Support Operations (PSO) 
when deployed within short notice. As a result, ASC training is aimed at: 

• providing orientation on basic and foundational PSO issues to prepare rostered 
personnel for deployment into fragile contexts and environments; 

• facilitating skills enhancement and understanding of the ASF/AU PSO context, 
strategic focus and end states to enable rostered personnel to effectively con-
tribute to mandate implementation when deployed; and

• reducing the number of in-mission training so that when deployed, personnel 
can focus more on mandate implementation.

This ASC strategic training direction will be implemented in line with the Revised 
ASF Training Policy and Standards and shall be reviewed accordingly as may be re-
quired. This will ensure all training provided for ASC members are in line with the 
ASF/AU PSO doctrine, context and missions’ mandates. To achieve the above, the 
following training programmes will be implemented for ASC Members:

Training programmes 
implemented for ASC 
Members:
• Foundation Course
•  Specialisation Courses
• Integrated Mission 

Management Courses
•  Senior Mission Leadership 

Induction Course
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1.1 Foundation Course

The Foundation Course is aimed at preparing experienced personnel working in 
various relevant fields of expertise for service in ASF/AU PSOs 1. It is designed to 
build on personnel’s existing skills and expertise by showing them how these can 
be applied in the PSO context. All ASC members are expected to undertake the 
Foundation Course to familiarise themselves with realistic insights on the concep-
tual and institutional frameworks of multidimensional PSO, cross-cutting issues 
and overview of core functional areas. The conduct of Foundation Courses is the 
responsibility of each REC/RM, in collaboration with their TCEs.

In particular, the Foundation Course covers the following areas:

• conceptual and institutional frameworks of Contemporary multidimen-
sional peace operations, 

• African Peace and Security Architecture (APSA), ASF/AU PSO, 
• overview of core functional areas,
• cross-cutting issues,
• working with mission partners,
• security arrangements,
• stress management

1.2 Specialisation Courses

Specialisation training courses are based on thematic focus areas and target spe-
cific personnel in line with their expected role and function. Each specialisation 
training course is aimed at developing and enhancing personnel’s skills to better 
implement a particular task of AU PSOs mandates. Specialisation training courses 
also clarifies functional, monitoring and reporting responsibility of the training 
target groups. Specialisation trainings include the following courses:

1 AU Peace Support Operations (PSOs) refers to all the phases of any AU intervention within its APSA framework 
ranging from Early Warning and responses through conflict management (negotiations and mediation) and peace 
operations to Post-Conflict Reconstruction and Development (PCRD).

VIII. Training for ASC Members
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Protection 
of Civilians

International humanitarian law (IHL), international human rights 
law (IHRL), human rights (HR), sexual exploitation and abuse 
(SEA), conduct and discipline (C&D), gender, handling and man-
agement of detainees and former fighters

Stabilisation Security & governance, conflict management, quick impact and 
peace strengthening projects (QIPs/PSP), institution building

Humanitari-
an Support 

Humanitarian support, assistance & coordination, civil-military 
coordination (CIMIC), security of internally displaced persons 
(IDPs) and refugees

Mission 
Administra-
tive Support 
Services

Human resources (HR), general administrative services, finance 
& budget, procurement & contracts, asset control & inventory/
contingency owned equipment (COE), memorandum of under-
standing (MoU), board of enquiry (BoI)

Mission 
Logistics 
Support 
Services

Transport, supply & services, medical, engineering, communica-
tion, information systems (CITS), movement control (MovCon)

1.3 Integrated Mission Management Courses

Integrated Mission Management training courses seek to enhance joint strategic 
and multidimensional planning, implementation and management capacities and 
capabilities of AU Mission Managers. It provides Mission Managers with addition-
al tools for integrated approaches to plan and monitor implementation of man-
dated tasks and report on mission outputs, results and benchmarks.

These training courses also targets personnel that are expected to serve as Heads 
of Units in ASF/AU PSOs at P4 level and above (when deployed). As in the case of 
Specialisation Courses, RECs/RMs should follow similar collaborative approaches 
for the implementation of Integrated Mission Management training courses. Inte-
grated Mission Management trainings include the following courses:
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Integrated  
Mission  
Planning

APSA, ASF, multidimensional and integrated mission planning 
processes, AU decision-making and planning process (DMPP), 
mission mandate, processes for the development of concept 
of operations (ConOps), mission deployment plan, mission 
support plan, mission implementation plan (MIP), contingency 
plan and exit strategy

Integrated  
Mission  
Management

APSA, mission mandate, concept of operations, mission imple-
mentation plan, multidimensional and integrated management, 
mission coordination cells (Mission Operations Cell - MOC, Mis-
sion Analysis Cell - MAC, Mission Planning and Evaluation Cell - 
MPEC), coordination and reporting between sector and mission 
headquarters, relationship with AUC (strategic headquarters) 
and reporting mechanisms

Integrated  
Mission Support

Administrative and logistics management

1.4 Senior Mission Leadership Induction Course

The Senior Mission Leadership (SML) Induction Course is a three (3) days abridged 
course for personnel selected to serve in SML positions at D1 level and above 
(e.g. Special Representative of the Chairperson of the Commission (SRCC)/Head 
of Mission (HoM), Deputy Special Representative of the Chairperson of the Com-
mission (DSRCC), Force Commander, Police Commissioner, Head of Mission Sup-
port (HMS) and Chief Finance Accounting and Budget (CFAB)). It seeks to famil-
iarize civilian, police and military SMLs with the AU processes for the launching 
and management of ASF/AU PSOs. It is designed and tailored to provide SMLs 
with key insights on APSA/AU’s PSO context and peculiarities, mission’s political, 
security and humanitarian aspects as well as mission leadership, management 
and coordination within the mission, relationship with the AUC, host nation and 
other partners.

VIII. Training for ASC Members
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2. ASC Training for Mediation and PCRD Deployments

For deployments different from the ASF context (e.g. Mediation support), harmo-
nized training courses shall be conceptualized according to the respective job fam-
ilies, relevant policies as well as organizational structures and frameworks. Each 
rostered expert should possess the required skills to fulfil their expected functions 
within a rapid deployment assignment. Training policies for the different areas of 
deployment shall also be reviewed regularly as required.
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2	 Further	policy	documents	and	useful	resources	are	available	at	the	ASF	Civilian	
Dimension	–	Community	of	Practice:	http://civilian.peaceau.org/index.php?op-
tion=com_docman&task=cat_view&gid=45&Itemid=61&lang=en

http://civilian.peaceau.org/index.php?option=com_docman&task=cat_view&gid=45&Itemid=61&lang=en
http://civilian.peaceau.org/index.php?option=com_docman&task=cat_view&gid=45&Itemid=61&lang=en
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1. African Standby Capacity: CV Screening and Scoring

Candidate

Date of application

STAGE	1:	BASIC	CRITERIA 
Candidates	have	to	meet	ALL	5	basic	criteria	in	order	to	move	on	to	next	step	of	selection	process.

No Criteria Information

1. Citizenship	of	member	state	of	region Nationality: 

Region: 

2. Bachelor’s	Degree	or	potential	equivalent	experience	
relevant	for	field	mission	position	(at	least	7	years)

Subject	of	Bachelor’s	degree:	

Year of graduation: 
Equivalent	experience:	

No. of years: 

3. Three	years	relevant	working	experience	in	a	subject	
matter relevant for field operations

Area	of	working	experience:	

Dates	from	–	to:	
Dates	from	–	to:
Dates	from	–	to:	

4. At	least	one	official	language	of	the	organisation	 Language(s):	

5. Below retirement age as per respective organisation Date	of	birth/age	of	candidate:

BASIC CRITERIA FULFILLED: Yes      No 

STAGE	2:	ASSETS 
This	section	lists	additional	qualifications	and	assets.	This	stage	aims	at	ranking	the	applicants	in	case	there	are	too	many	
applicants	of	one	intake	period	that	meet	the	basic	criteria.

No Criteria Information  Score

6. Further	educational	qualifications
Post	graduate	degree,	Diploma,	Certificates 
(max.	2	points)

Degree: 1

7. International	experience
Any	working	experience	outside	home	country	or	inter-
national	organisation	in	your	home	country	(1	point)
Experience	in	crisis	or	post-conflict	areas	or	hard	ship	
conditions	(3	points)

Organisation:

Duty	station:

8. Further	language	skills	 
(AU	or	REC/RM	official	languages	only)	
+	1	language	(1	point)
+	2	and	more	languages	(2	points)

Language	1:

Language	2:

Language	3:	

TOTAL SCORE (max. 7):
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REMARKS

DECISION

1. Invitation	to	interview	

2. Deny	(re-application	at	later	stage)	

3. Reject	(candidate	not	qualified)	

Date	 Signature(s)

 1    African Standby Capacity: CV Screening and Scoring
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Explanatory Notes and Scoring Methodology CV Screening

CV	screening	of	persons	applying	fro	admission	to	the	African	Standby	Capacity	is	the	first	step	of	the	rostering	
process.	CV	screening	will	be	done	vis-à-vis	the	qualifications	required	for	the	16	most	common	job	families	and	
areas	within	African	peace	and	security	operations.	

Substantive Areas

1. Civil	Affairs
2. Political	Affairs
1. Legal	Affairs
2. Human	Rights
3. Gender
4. Humanitarian	Liaison
5. Protection	of	Civilians
6. Public	Information
7. DDR

Mission Administration/Mission Support

8. Human Resources
9. Conduct	and	Discipline
10. Logistics
11. Procurement
12. Finance
13. Mission Security
14. Information,	Communications	 

and	Technology

CV screening is a two-staged process and serves two purposes.

I. CV screening allows to determine, whether applicants meet the basic admission criteria and standards for 
the African Standby Capacity. Stage 1 of the process deals with the basic admission criteria and standards, 
which	are	equally	valid	for	all	participating	organisations	on	the	continetal	as	well	as	regional	level.	The	5	
common standards are:

1. Citizenship	of	respective	region	application	are	submitted	for

2. Bachelor’s	degree	or,	in	case	applicants	don’t	have	a	Bachelor’s	degree:	at	least	seven	years	of	relevant	
working	experience	in	a	field	relevant	for	peace	and	security	operations	(all	relevant	fields	are	summa-
rized	in	the	above	list	of	relevant	African	Standby	Capacity	(ASC)	job	families)

3. In	addition,	three	years	of	relevant	working	experience	in	a	subject	matter	relevant	for	field	operations	
(all	relevant	fields	are	summarized	in	the	above	list	of	relevant	African	Standby	Capacity	(ASC)	job	fam-
ilies)
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4. At	least	one	official	language	of	the	organisation	the	application	is	submitted	to

5. Below	retirement	age	as	per	respective	organisation

It	is	important	to	note	that	applications	HAVE	to	meet	ALL	5	basic	admission	criteria	and	standards in order to 
be	admitted	to	the	next	step	of	the	admission	process.	Applications	that	do	not	meet	at	least	one	of	the	criteria	
and standards will be dismissed and applicants informed accordingly.

All	mentioned	basic	admission	criteria	and	standards	are	based	on	minimum	qualifications,	 i.e.	P2	level.	This	
means	that	any	application	with	qualifications	below	this	level	cannot	be	considered.	On	the	other	hand,	any	
application	that	exceeds	one	or	more	of	 these	basic	admission	criteria	and	standards	 is	highly	desirable	and	
should	be	dealt	with	accordinly	in	the	course	of	the	admission	process.

I. In	case	of	a	high	number	of	applications,	stage	2	of	the	CV	screening	and	scoring	exercise	allows	to	rank	
applications	and	bring	them	into	a	sequence	according	to	their	qualifications	and	suitability	with	the	help	
of	the	additional	categories	mentioned	under	stage	2.	These	categories	are:	

6. Further	educational	qualifications,	i.e.	Post	Graduate	Degree,	Diploma,	Certificates	(while	Post	Graduate	
Degree	scores	2	points,	Diploma	and/or	Certificates	score	1	point	depending	on	the	kind	and	relevance	
of	the	Certificate	and/or	Diploma)

7. International	experience,	i.e.

i. any	working	experience	outside	home	country	or	international	organisation	in	your	home	country	
(1	scoring	point),	

ii. relevant	experience	in	crisis	or	post-conflict	areas	or	hard	ship	conditions	(3	scoring	points)

8. Further	language	skills	(AU	or	REC/RM	official	languages	only):

i. One	additional	language	(1	scoring	point)
ii. Two	or	more	additional	languages	(2	scoring	points)

The	three	additional	categories	allows	the	ranking	and	sequencing	of	applications.	 
The	maximum	number	of	scoring	points	that	can	be	achieved	is	7.

 1    African Standby Capacity: CV Screening and Scoring
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Candidate

Interviewer

Date	of	interview

Subject	Matter	/	Job	Family:	Conduct	and	Discipline	(SAMPLE)

Interview Question #1: SAMPLE Subject Matter: Conduct and Discipline

A	good	question	on	Conduct	and	Discipline	might	look	like:	Tell	me	about	a	time	you	have	needed	to	assist	with	the	review	
of alleged misconduct by personnel.
Follow-Up:
• What	was	the	situation?	What	role	did	you	play	in	the	review?
• How	did	you	go	about	conducting	the	review/assisting	with	the	review?	What	was	the	outcome?	
• What	did	 you	 find	 to	be	 the	most	difficult	part	of	 the	 review	process?	What	did	 you	 learn	 that	 you	will	 apply	 to	 future	 
situations	or	to	the	conduct	and	discipline	programme?

NOTES

SCORING
Demonstrates	strong	knowledge	of	
subject	matter	(2)

Demonstrates	sufficient	knowledge	of	
subject	matter	(1)

Demonstrates	insufficient	 
knowledge	of	subject	matter	(0)

Candidate

2. ASC Individual Interview Notes and Scoring:  
 Subject Matter Expertise and Gender Awareness

Annex
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Interview Question #2: SAMPLE Subject Matter: Protection of Civilians (PoC)

A	good	question	on	Protection	of	Civilians	might	look	like:	Tell	me	about	a	time	when	you	participated	in	the	delivery	of	a	pro-
tection	of	civilians	training	programme.	Who	was	the	target	audience?	How	did	you	go	about	preparing	for	the	training?
Follow-Up:
• How	did	you	ensure	the	audience	understood	the	training?
• What	was	the	most	rewarding	part	of	the	training	for	you?	What	was	most	difficult?
• Looking	back,	what	are	the	things	you	would	do	the	same?	What	would	you	do	differently? 

NOTES

SCORING
Demonstrates	strong	knowledge	of	
subject	matter	(2)

Demonstrates	sufficient	knowledge	of	
subject	matter	(1)

Demonstrates	insufficient	 
knowledge	of	subject	matter	(0)

Candidate

  2   ASC Individual Interview Notes and Scoring: Subject Matter Expertise and Gender Awareness
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Interview Question #3: SAMPLE Subject Matter: Legal Affairs

A	good	question	on	Legal	Affairs	might	look	like:	Tell	me	about	a	time	when	you	had	to	assist	in	the	preparation	of	an	agree-
ment	or	contract.	What	was	the	situation?	Who	were	the	stakeholders	involved?
Follow-Up:
• What	sorts	of	issues	did	you	need	to	take	into	consideration	during	the	process?	What	was	the	outcome?
• What	types	of	challenges	or	difficulties	did	you	face	during	the	process?	What	approach	did	you	take	to	address	those	chal-
lenges?	

• Is	there	anything	you	would	do	differently	next	time? 

NOTES

SCORING
Demonstrates	strong	knowledge	of	
subject	matter	(2)

Demonstrates	sufficient	knowledge	of	
subject	matter	(1)

Demonstrates	insufficient	 
knowledge	of	subject	matter	(0)

Candidate

Gender Diversity / Inclusiveness / Mainstreaming
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Interview Question #4: Gender

A	good	question	on	gender	diversity	/	inclusiveness	/	mainstreaming	question	might	look	like:	If you are successful in being 
rostered	and	deployed	into	a	peace	support	operation,	what	types	of	measures	do	you	think	you	might	take	within	your	func-
tional	area	to	create	an	environment	that	is	welcoming	to	gender	diversity/mainstreaming/inclusiveness?
Follow-Up:
• How	has	your	experience	and	background	prepared	you	to	be	effective	in	this	regard?
• What	specific	efforts	have	you	engaged	to	reduce	bias	and	champion	gender	diversity	/	mainstreaming	/	inclusiveness?

NOTES

SCORING
Demonstrate	strong	respect	for	 
gender	diversity,	equality	and	practices	
inclusiveness	(2)

Demonstrates	awareness	and	 
respect	for	gender	diversity	(1) 

Lacks	awareness	and	respect	for	gender	
diversity,	equality	and	inclusiveness	(0) 

  2   ASC Individual Interview Notes and Scoring: Subject Matter Expertise and Gender Awareness
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Explanatory Notes and Scoring Methodology Subject Matter Expertise Interview

After	the	introduction	part,	inquiring	about	candidates’	expertise	and	experience	of	the	respective	subject	mat-
ter	as	well	as	gender	diversity	/	inclusiveness	/	mainstreaming	constitutes	the	first	substantive	part	of	the	se-
lection	interview	for	admission	to	the	African	Standby	Capacity	(ASC)	and	will	be	followed	by	the	competency	
based	interviewing	part.	Candidates	will	be	asked	three	questions	from	the	subject	matter	field(s)	/	generic	job	
family/ies	they	fit	in	according	to	their	qualifications	and	experience.	In	addition,	a	question	on	gender	diversity	
/	inclusiveness	/	mainstreaming	is	mandatory.	The	lists	of	5	key	areas	of	responsibility	for	each	generic	roster	
family	as	well	as	on	gender	diversity	/	inclusiveness	/	mainstreaming	serve	as	guidelines	for	the	questions	to	be	
asked.	The	actual	formulation	of	the	SME	questions	will	be	the	responsibility	of	the	respective	subject	matter	
expert	of	the	interview	panel.	

The	relevant	generic	job	families	/	subject	matters	for	the	ASC	are:

 

Substantive Areas

1. Civil	Affairs
2. Political	Affairs
1. Legal	Affairs
2. Human	Rights
3. Gender
4. Humanitarian	Liaison
5. Protection	of	Civilians
6. Public	Information
7. DDR

Mission Administration/Mission Support

8. Human Resources
9. Conduct	and	Discipline
10. Logistics
11. Procurement
12. Finance
13. Mission Security
14. Information,	Communications	 

and	Technology

At	the	end	of	the	selection	interview,	individual	board	members	evaluate	and	score	candidates’	answers	with	
regard	to	the	respective	subject	matter	expertise	and	gender	awareness	and	assess	whether	candidates	posess	
strong,	sufficient	or	insufficient	knowledge	of	the	respective	subject	matter	and	allocates	the	respective	score.	
The	“individual	interview	notes	and	scoring:	subject	matter	expertise	and	gender	awareness	sheet”	is	used	for	
this	purpose.

Candidates	can	achieve	a	maximum	score	of	8	scoring	points	(4x2),	if	they	show	strong	knowledge	of	all	subject	
matters	asked.	In	order	to	be	considered	for	admission	to	the	African	Standby	Capacity	(ASC)	candidates	have	to	
accomplish	a	minimum	score	of	4	scoring	points	in	this	part.	

Once	all	board	members	have	made	their	evaluation,	results	will	be	compared	and	a	final	decision	will	be	taken	
by	means	of	the	“ASC	panel	evaluation	and	scoring	summary	sheet”.
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Candidate

Interviewer

Date of interview

Key Competency I: COMMUNICATION

(1)	Speaks	and	writes	clearly,	concisely	and	logically.	

(2)	Encourages	colleagues	to	provide	information	and	views,	and	seeks	clarification	and	understanding.

(3)	Adjusts	language,	tone,	style	and	means	of	communication	to	match	audience	and	circumstances.

(4)	Keeps	colleagues	informed	and	up	to	date.

Sample Question #1:
Give	us	an	example	when	you	had	to	explain	something	of	your	subject	matter	to	someone	who	did	not	have	your	back-
ground	/	knowledge.
Follow-Up:
• What	information	did	you	need	to	get	across?	
• What	did	you	consider	when	explaining	the	concept?	
• What	was	the	most	difficult	aspect	about	giving	the	explanation?
• How	successful	were	you	in	ensuring	they	understood?

NOTES

SCORING
Strongly demonstrates 
competency	(2)

Sufficiently demonstrates  
competency	(1)

Insufficiently demonstrates  
competency	(0)

3. ASC Individual Interview Notes and Scoring:  
 Competency Based Interview
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Candidate

Interviewer

Date of interview

Key Competency I: COMMUNICATION

(1)	Speaks	and	writes	clearly,	concisely	and	logically.	

(2)	Encourages	colleagues	to	provide	information	and	views,	and	seeks	clarification	and	understanding.

(3)	Adjusts	language,	tone,	style	and	means	of	communication	to	match	audience	and	circumstances.

(4)	Keeps	colleagues	informed	and	up	to	date.

Sample Question #2:
Tell	me	about	a	time	when	you	have	chosen	not	to	disclose	information	to	others	in	a	working	environment.
Follow-Up:
• What	was	the	situation?
• When	are	you	less	likely	to	share	information	with	others?
• What	are	the	main	issues	you	consider	when	deciding	whether	to	share	information	with	others?
• In	hindsight	do	you	think,	you	took	the	right	decision	in	not	disclosing	the	information	and	why?

NOTES

SCORING
Strongly demonstrates 
competency	(2)

Sufficiently demonstrates  
competency	(1)

Insufficiently demonstrates  
competency	(0)
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Candidate

Interviewer

Date of interview

Key Competency I: COMMUNICATION

(1)	Speaks	and	writes	clearly,	concisely	and	logically.	

(2)	Encourages	colleagues	to	provide	information	and	views,	and	seeks	clarification	and	understanding.

(3)	Adjusts	language,	tone,	style	and	means	of	communication	to	match	audience	and	circumstances.

(4)	Keeps	colleagues	informed	and	up	to	date.

Sample Question #3:
Give	me	an	example	of	when	it	has	been	important	to	keep	colleagues/partners	informed	of	progress.
Follow-Up:
• What	did	you	do	specifically	that	was	effective?	
• How	do	you	think	you	could	improve	your	approach	to	informing	colleagues/partners?	
• When	are	you	less	likely	to	follow	up	with	colleagues/partners?
• How	do	you	manage	the	expectations	of	colleagues/partners?

NOTES

SCORING
Strongly demonstrates 
competency	(2)

Sufficiently demonstrates  
competency	(1)

Insufficiently demonstrates  
competency	(0)

  3   ASC Individual Interview Notes and Scoring: Competency Based Interview
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Candidate

Interviewer

Date of interview

Key Competency II: PLANNING & ORGANISING

(1)	Develops	clear	goals	that	are	consistent	with	agreed	strategies.	

(2)	Identifies	priority	activities	and	assignments;	adjusts	priorities	as	required	and	uses	time	efficiently.

(3)	Allocates	appropriate	amount	of	time	and	resources	for	completing	work	and	delivers	outputs	for	which	one	has	 
	 responsibility	within	prescribed	time,	cost	and	quality	standards.

(4)	Foresees	risks	and	allows	for	contingencies	when	planning.

(5)	Monitors	and	adjusts	plans	and	actions	as	necessary.

Sample Question #1:
Describe	an	occasion	when	you	had	to	prepare	in	advance	for	a	meeting	or	project.
Follow-Up:
• What	did	you	do?	
• How	much	time	did	you	have	to	prepare?	
• What	went	particular	well,	and	what	could	you	have	prepared	better?

NOTES

SCORING
Strongly demonstrates 
competency	(2)

Sufficiently demonstrates  
competency	(1)

Insufficiently demonstrates  
competency	(0)
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Candidate

Interviewer

Date of interview

Key Competency II: PLANNING & ORGANISING

(1)	Develops	clear	goals	that	are	consistent	with	agreed	strategies.	

(2)	Identifies	priority	activities	and	assignments;	adjusts	priorities	as	required	and	uses	time	efficiently.

(3)	Allocates	appropriate	amount	of	time	and	resources	for	completing	work	and	delivers	outputs	 
	 for	which	one	has	responsibility	within	prescribed	time,	cost	and	quality	standards.

(4)	Foresees	risks	and	allows	for	contingencies	when	planning.

(5)	Monitors	and	adjusts	plans	and	actions	as	necessary.

Sample Question #2:

Give	me	an	example	of	when	you	had	to	work	to	an	important	deadline.
Follow-Up:
• How	manageable	were	your	timescales?
• What	did	you	do	to	ensure	the	deadline	was	met?
• How	would	you	organise	your	activities	differently	next	time?

NOTES

SCORING
Strongly demonstrates 
competency	(2)

Sufficiently demonstrates  
competency	(1)

Insufficiently demonstrates  
competency	(0)

  3   ASC Individual Interview Notes and Scoring: Competency Based Interview
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Candidate

Interviewer

Date of interview

Key Competency II: PLANNING & ORGANISING

(1)	Develops	clear	goals	that	are	consistent	with	agreed	strategies.	

(2)	Identifies	priority	activities	and	assignments;	adjusts	priorities	as	required	and	uses	time	efficiently.

(3)	Allocates	appropriate	amount	of	time	and	resources	for	completing	work	and	delivers	outputs	 
	 for	which	one	has	responsibility	within	prescribed	time,	cost	and	quality	standards.

(4)	Foresees	risks	and	allows	for	contingencies	when	planning.

(5)	Monitors	and	adjusts	plans	and	actions	as	necessary.

Sample Question #3:
Tell	me	about	a	time	when	you	have	had	to	plan	several	alternative	courses	of	action	in	response	to	changing	priorities.
Follow-Up:
• How	did	you	re-prioritise?	
• Who	did	you	involve	in	determining	the	re-prioritization?
• How	did	you	monitor	the	progress	of	the	new	plans?
• How	successful	were	you?

NOTES

SCORING
Strongly demonstrates 
competency	(2)

Sufficiently demonstrates  
competency	(1)

Insufficiently demonstrates  
competency	(0)
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Candidate

Interviewer

Date of interview

Key Competency III: STAKEHOLDER ENGAGEMENT

(1)	Establishes	and	maintains	productive	partnerships	with	stakeholders	by	gaining	their	trust	and	respect.	

(2)	Identifies	stakeholders’	needs	and	matches	them	to	appropriate	solutions.

(3)	Monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	informed	 
 and anticipate problems.

(4)	Establishes	and	maintains	relationships	with	a	broad	range	of	people	either	inside	and/or	outside	the	organisation.

(5)	Meets	timeline	for	delivery	of	products	or	service	to	stakeholders	and	keeps	them	informed	of	progress	 
	 or	setbacks	in	projects.

Sample Question #1:
Describe	an	example	of	how	you	typically	interact	with	stakeholders	at	different	levels	inside	and/or	outside	of	your	 
organisation.
Follow-Up:
• In	what	past	situations	have	you	been	effective	at	building	relationships	with	others?	
• On	what	occasions	have	you	been	less	effective?
• What	do	you	see	as	being	the	key	to	successfully	relating	to	people	at	different	levels	within	or	outside	an	organisation?

NOTES

SCORING
Strongly demonstrates 
competency	(2)

Sufficiently demonstrates  
competency	(1)

Insufficiently demonstrates  
competency	(0)

  3   ASC Individual Interview Notes and Scoring: Competency Based Interview
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Candidate

Interviewer

Date of interview

Key Competency III: STAKEHOLDER ENGAGEMENT

(1)	Establishes	and	maintains	productive	partnerships	with	stakeholders	by	gaining	their	trust	and	respect.	

(2)	Identifies	stakeholders’	/	partners’	needs	and	matches	them	to	appropriate	solutions.

(3)	Monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	informed	 
 and anticipate problems.

(4)	Establishes	and	maintains	relationships	with	a	broad	range	of	people	either	inside	and/or	outside	the	organisation.

(5)	Meets	timeline	for	delivery	of	products	or	service	to	stakeholders	and	keeps	them	informed	of	progress	 
	 or	setbacks	in	projects.

Sample Question #2:
Describe	a	recent	occasion	when	you	had	to	identify	a	stakeholder’s	requirements.
Follow-Up:
• How	did	you	know	that	your	perceptions	of	the	stakeholder’s/partner’s	need	was	accurate?
• How	do	you	think	you	could	improve	your	skills	at	correctly	meeting	the	needs	of	your	stakeholders/partners?
• What	do	you	see	as	being	the	essential	skills	to	master	in	order	to	appraise	stakeholders’	needs	accurately?

NOTES

SCORING
Strongly demonstrates 
competency	(2)

Sufficiently demonstrates  
competency	(1)

Insufficiently demonstrates  
competency	(0)
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Candidate

Interviewer

Date of interview

Key Competency III: STAKEHOLDER ENGAGEMENT

(1)	Establishes	and	maintains	productive	partnerships	with	stakeholders	by	gaining	their	trust	and	respect.	

(2)	Identifies	stakeholders’	/	partners’	needs	and	matches	them	to	appropriate	solutions.

(3)	Monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	informed	and	anticipate	prob-
lems.

(4)	Establishes	and	maintains	relationships	with	a	broad	range	of	people	either	inside	and/or	outside	the	organisation.

(5)	Meets	timeline	for	delivery	of	products	or	service	to	stakeholders	and	keeps	them	informed	of	progress	or	setbacks	in	
projects.

Sample Question #3:
How	much	opportunity	have	you	had	to	develop	long-term	relationships	with	stakeholders?	Please	tell	me	about	a	particular	
relationship.
Follow-Up:
• How	did	you	develop	this	relationship?
• Describe	how	you	gained	their	trust	and	respect	and	what	feedback	you	received	from	the	stakeholder.
• What	was	specifically	effecting	in	developing	the	relationship?

NOTES

SCORING
Strongly demonstrates 
competency	(2)

Sufficiently demonstrates  
competency	(1)

Insufficiently demonstrates  
competency	(0)

  3   ASC Individual Interview Notes and Scoring: Competency Based Interview
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Explanatory Notes and Scoring Methodology Competency Based Interview

Competency	Based	Interviewing	(CBI)	constitutes	the	second	part	of	the	African	Standby	Capacity	(ASC)	admis-
sion	interview.	In	this	interview	format,	possession	of	relevant	individual	core	competencies	are	tested	regard-
less	of	candidates’	subject	matter	expertise.	The	ASC	core	competencies	are:

1. Communication
2. Planning	and	Organising
3. Stakeholder	Engagement

I.e.,	it	will	be	tested	and	assessed,	how	candidates	behave	rather	than	what	they	know	and	do.	Hereby,	the	un-
derlying	assumption	is	that	past	behaviour	is	the	best	predictor	for	future	behaviour.

Therefore,	candidates	are	asked	at	 least	one	question	per	competency.	The	 interview	board	can	choose	one	
question	each	from	the	three	sample	questions	per	competency	noted	in	the	“individual	interview	notes	and	
scoring:	competency	based	interview	sheet”.	

IMPORTANT:	Within	the	Competency	Based	Interviewing	(CBI)	methodology,	candidates	are	asked	to	provide	
tangible	examples	of	their	(professional)	life,	which	describe	a	situation	candidates	referring	to	instance	men-
tioned	in	the	question.	Hereby	candidates	should	apply	the	so-called	C	A	R	L		Principle:	C	=	description	of	the	
context/situation;	A	=	description	of	specific	activity	asked	for;	R	=	reaction	to	the	activity	by	others;	L	=	learning	
experience.	In	order	to	assist	candidates	and	enable	extracting	as	much	relevant	information	as	possible,	fol-
low-up	questions	can	and	should	be	posed.	The	interview	board	should	remind	candidates	to	tell	their	situations	
as concise and precise as possible.

Hereby,	it	is	not	relevant,	whether	the	question	posed	is	answered	in	the	“right	way”.	What	matters	is,	whether	
the	answer	demonstrates	the	candidates’	mastery	of	the	competency	evaluated	by	means	of	the	4	-	5	indicators	
per	competency.	Hence,	interview	board	members	should	always	keep	the	indicators	for	the	respective	question	
and	competency	in	mind,	when	evaluating	the	answers.

It	is	strongly	advised	to	take	notes	verbatim,	in	order	to	focus	on	what	candidates	say.	Interview	board	members	
should	refrain	from	own	interim	assessment	and	evaluation	when	taking	notes.	

At	the	end	of	the	selection	interview,	individual	board	members	evaluate	and	score	candidates’	answers	with	
regard	 to	 the	respective	 indicators	and	assess	whether	candidates	strongly,	 sufficiently	or	 insufficiently	have	
demonstrated	the	respective	competency	with	the	situation	chosen	for	their	answer	and	allocates	the	respective	
score.	The	“individual	interview	notes	and	scoring:	competency	based	interview	sheet”	is	used	for	this	purpose.
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Candidates	can	achieve	a	maximum	score	of	6	scoring	points	(3x2),	if	indicators	of	all	competencies	asked	show	
a	strong	demonstration	of	the	competency.	In	order	to	be	considered	for	admission	to	the	African	Standby	Ca-
pacity	(ASC)	candidates	have	to	accomplish	a	minimum	score	of	3	scoring	points.	

Once	all	board	members	have	made	their	evaluation,	results	will	be	compared	and	a	final	decision	will	be	taken	
by	means	of	the	“ASC	panel	evaluation	and	scoring	summary	sheet”.

  3   ASC Individual Interview Notes and Scoring: Competency Based Interview
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Candidate

Panel Members 1.

2.

3.

(4.)

(5.)

(6.)

Interview Date:

I. SUBJECT MATTER EXPERTISE
Job Family/ies:

Question #1: Panel Summary:

Demonstrates	strong	knowl-
edge of subject matter (2) 

Demonstrates sufficient  
knowledge	of	subject	matter	
(1) 

Demonstrates insufficient  
knowledge	of	subject	matter	
(0) 

4. African Standby Capacity Selection Interview:  
     Panel Summary & Evaluation Sheet
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Demonstrates strong  
knowledge	of	subject	matter	(2) 

Demonstrates sufficient  
knowledge	of	subject	matter	(1) 

Demonstrates insufficient  
knowledge	of	subject	matter	(0) 

Question #3: Panel Summary:

Demonstrates strong  
knowledge	of	subject	matter	(2) 

Demonstrates sufficient  
knowledge	of	subject	matter	(1) 

Demonstrates insufficient  
knowledge	of	subject	matter	(0) 

Question #2: Panel Summary:
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Question on 
Gender  
Awareness:

Panel Summary:
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Demonstrate strong respect for 
gender diversity, equality and 
practices inclusiveness  (2)

Demonstrates awareness and 
respect for gender diversity  (1)
 

Lacks	awareness	and	respect	for	
gender diversity, equality and 
inclusiveness  (0)

  4   African Standby Capacity Selection Interview: Panel Summary & Evaluation Sheet
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II. COMPETENCIES
Competency: Communication
Question: Panel Summary:

Strongly demonstrates  
competency (2)

Sufficiently demonstrates  
competency (1)

Insufficiently demonstrates  
competency (0)
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Competency: Planning and Organising
Question: Panel Summary:

Strongly demonstrates  
competency (2)

Sufficiently demonstrates  
competency (1)

Insufficiently demonstrates  
competency (0)

  4   African Standby Capacity Selection Interview: Panel Summary & Evaluation Sheet
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Competency: Stakeholder	Engagement

Question: Panel Summary:

Strongly demonstrates  
competency (2)

Sufficiently demonstrates  
competency (1)

Insufficiently demonstrates  
competency (0)
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III. OVERALL EVALUATION

Total Score: Recommended for roster admission

Not recommended for roster admission

Remarks

Panel Members Signatures 1.

2.

3.

(4.)

(5.)

(6.)

  4   African Standby Capacity Selection Interview: Panel Summary & Evaluation Sheet
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IN PERSON INTERVIEW

PRIOR TO INTERVIEW DAY

Interview panel selected and informed

Dates	set	aside	that	ensure	availability	of	all	core	panel	members

Interview	appointments	scheduled	&	contact	information	of	candidates	confirmed

Special	considerations	for	interview	times	observed	(religious,	medical	issues)

Interview	package	prepared	(interview	worksheets,	scoring	sheet,	manual,	CVs,	 
schedule/sequence	of	interviews,	list	of	interviewees	and	panel	members)

Standards	&	criteria	familiarised	with

SME	questions	prepared,	reviewed	and	added	to	CB	part

Security	informed	(if	face	to	face	interview)

Lead	interviewer	appointed	(responsible	for	interview	process)	&	tasks	/	questions	divided	out	
(recommendation:	RFP	=	lead	interviewer)

Suitable	room	and	refreshments	booked

Interview	times	reconfirmed	with	candidates	and	panel	members

Travel	arrangements	for	candidate	checked	and	made	(if	necessary)

5.	 ASC	Checklist	for	Interview	Preparation	and	Process
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ON INTERVIEW DAY

Welcome of candidates arranged for

Room	has	been	prepared	and	seating	arrangements	decided	on

Panel	has	been	reminded	of	ground	rules:	no	disturbances	 
(mobile,	email,	paper	work,	no	walking	out),	engagement	with	candidates,	note	taking

Panel	discussion	and	final	decision

Task	out	transcripts	of	summary	notes	reflecting	panel	discussion	and	decision

Sign	scoring	sheet

Collect	and	file	scoring	sheets

AFTER INTERVIEW DAY

Completion	of	interview	report	(transcript	of	summary,	signed	scoring	sheet)

Inform candidate of decision

Record filing
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PHONE/SKYPE	INTERVIEW	(IN	ADDITION	TO	IN	PERSON	INTERVIEW)

PRIOR TO INTERVIEW DAY

Work-related	(ASC)	Skype	account	created	and	details	sent	to	candidate

Candidate’s	Skype	account	and	alternative	telephone	number	asked	for	and	received

Appropriate	equipment	ensured	(conference	phone	facility,	video	conferencing)

Determine	back-up	procedure

Due	consideration	of	different	time	zones

INTERVIEW DAY

Test	phone	connection
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AFRICAN UNION UNION AFRICAINE

UNIÃO AFRICANA

Addis	Ababa,	Ethiopia	P.	O.	Box	3243	Telephone:	011	551	77	00	Fax:	011	551	78	44		Website:	www.au.int

African Standby Capacity (ASC)

 Generic	job	Descriptions

6. ASC Generic Job Profiles

http://www.au.int
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1. POST

Job Title: Civil Affairs Officer
Grade:	 	 P2
Section: Civil Affairs
Duty Station: Field Mission

2. JOB PURPOSE

To	assist	in	the	representation	and	liaison	between	the	mission,	host	authorities	(national,	provincial,	
local),	civil	society	and	other	stakeholders	regarding	recovery,	rehabilitation,	reconstruction	and	res-
toration	of	state	authority	and	services.	Also	to	facilitate	inter-communal	dialogue	and	consultations	
as	confidence	building	measures	in	order	to	strengthen	opportunities	to	achieve	sustainable	peace.

3. MAIN DUTIES AND RESPONSIBILITIES

Within	delegated	authority,	the	Civil	Affairs	Officer	will	be	responsible	for	the	following	duties.	(These	
duties	are	generic,	and	may	not	be	performed	by	all	Civil	Affairs	Officers.)

• Compiles	and	analyzes	the	data	necessary	for	the	preparation	of	political	analysis	and	other	assess-
ments	on	the	impact	of	the	political,	economic	and	social	environment	on	mandate	implementa-
tion.

• Drafts	sections	of	mission	documents	and	reports.
• Verifies,	 calculates	and	presents	 information	obtained	 from	a	variety	of	 sources	 in	a	 logical	and	

orderly manner.
• Monitors specific aspects of mandate implementation.  Identifies problems and proposes correc-

tive action.
• Assists	in	the	identification	of	local	experts.
• Assists	in	identifying	external	training	opportunities	for	national	counterparts.		
• Develops	and	maintains	close	contact	with	local	government	officials,	community-based	organiza-

tions,	other	central	agencies,	and	other	stakeholders/partners.	
• Assists	in	the	coordination	of	mandate	implementation	with	other	international	agencies.
• Assist	in	the	provision	of	preliminary	assessment	of	capacity	building	needs	of	local	institutions.	
• Assists	 in	 the	 coordination	 of	 actions	 relative	 to	 obtaining	 technical	 assistance/funding	 support	

from	multilateral	and	bilateral	donors	with	respect	to	capacity	building	projects.
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• Coordinates	(across	disciplines	and	components)	with	other	team	members	to	achieve	consistency	
and synergy.

• Performs	other	related	work	as	required.	

4. REQUIRED COMPETENCIES

Professionalism

Knowledge	of	political,	social	and	economic	environment	and	their	impact	on	a	mission	mandate	im-
plementation. Ability to conduct political analysis and to identify and resolve sensitive issues. Knowl-
edge	of	operational	aspects	of	national,	bilateral	or	multilateral	aid	programmes.	Ability	 to	 identify	
sources	 for	data	 collection.	Demonstrates	professional	 competence	and	mastery	of	 subject	matter.	
Takes	 responsibility	 for	 incorporating	 gender	 perspectives	 and	 ensuring	 the	 equal	 participation	 of	
women	and	men	in	all	areas	of	work.

Communication

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.

Planning & Organizing

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.

Stakeholder	Engagement

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

  6   African Standby Capacity (ASC) Generic job Descriptions
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5.	 EDUCATION

A	first-level	university	degree	 in	political	 science,	 law,	 international	 relations,	public	administration,	
business	administration,	social	sciences,	engineering,	economics	or	related	field.	

6. EPERIENCE 

A	minimum	of	three	years	of	progressively	responsible	experience	in	political	affairs,	civil	affairs,	public	
administration or related area. 

7. LANGUAGES 

Fluency	in	one	of	the	official	languages	of	the	African	Union.

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.
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1. POST

Job Title:	 Conduct	and	Discipline	Officer
Grade: 	 P2
Duty Station: Field Mission

2. JOB PURPOSE

To	assist	in	the	dissemination,	promotion,	familiarization,	and	compliance	of	staff	with	the	AU	PSO	code	
of	Conduct	and	Discipline	policies.	Assist	in	the	investigation	of	complaints	and	undertake	proactive	
training	and	monitoring	to	prevent	cases	of	sexual	exploitation	and	abuse	as	well	as	other	infractions.

3. MAIN DUTIES AND RESPONSIBILITIES 

Within	delegated	authority,	 the	Conduct	and	Discipline	Officer	will	be	responsible	 for	the	following	
duties:	(These	duties	are	generic	and	may	not	be	performed	by	all	Conduct	and	Discipline	Officers.)

• Carries	out	basic	quantitative	and	qualitative	research	on	conduct	and	discipline	 issues,	e.g.	 re-
views	relevant	documents,	reports	and	other	material;	collects,	analyzes	and	presents	statistical	
and	other	information	gathered	from	diverse	sources;	identifies	problems	and	issues	and	proposes	
corrective	actions;	liaises	with	relevant	organizations	on	such	issues.

• Keeps	 current	on	developments	and	 trends	 in	 the	 field	of	 conduct	and	discipline	and	 supports	
efforts	to	raise	awareness	about	AU	standards	of	conduct	and	to	prevent	instances	of	personnel	
misconduct	through	inputs	to	internal	and	external	communications	and	campaigns.

• Drafts	or	provides	inputs	to	a	variety	of	written	outputs	(e.g.	background	briefs,	analytical	notes,	
talking	points,	presentations,	reports,	standards	and	procedures,	etc.)	for	mission	management,	
legislative	bodies	and	other	offices.		

• Performs	data	mining	and	data	analysis	to	produce	narrative	and	statistical	reports	on	all	aspects	
of personnel conduct. 

• Assists in maintaining and monitoring a data management system for all categories of personnel 
misconduct.

• Assist	with	reviews	of	alleged	misconduct	by	AU/mission	peacekeeping	personnel;	 receives	and	
documents	complaints	and	assists	with	ensuring	appropriate	follow-up.	

  6   African Standby Capacity (ASC) Generic job Descriptions
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• Provides	administrative	and	substantive	support	to	consultative	and	other	meetings,	conferences,	
etc.,	including	proposing	agenda	topics,	identifying	participants,	preparation	of	background	docu-
ments	and	presentations,	handling	logistics,	etc.

• Assist	 in	 the	development	 and	 implementation	of	 public	 information	 and	 community	 outreach	
measures on conduct and discipline issues.

• Performs	other	duties	as	required.

4. REQUIRED COMPETENCIES

Professionalism  

Knowledge	and	understanding	of	institutional	mandates,	policies	and	guidelines	pertaining	to	conduct	
and	discipline.	Ability	to	deal	with	confidential	subject	matter.	Demonstrated	professional	competence	
in	assignments	held	 to	date.	 	Sound	knowledge	and	practical	application	of	 theories,	concepts	and	
standard	methodologies	of	data	management	and	analysis,	including	experience	in	data	management,	
data	mining	and	data	analysis	using	a	variety	of	database	and	reporting	tools.	Experience	in	building	
and	drafting	of	reports.	Analytical	and	evaluative	skills	to	conduct	independent	research	and	analysis.	
Ability	to	identify	 issues,	analyze	and	participate	in	the	resolution	of	 issues/problems.	Ability	to	ap-
ply	good	judgment	in	the	context	of	assignments	given.		Demonstrates	professional	competence	and	
mastery	of	subject	matter.	Takes	responsibility	for	incorporating	gender	perspectives	and	ensuring	the	
equal	participation	of	women	and	men	in	all	areas	of	work.

Communication 

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.
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Planning & Organizing

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.

Stakeholder	Engagement	

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 EDUCATION

A	first-level	university	degree	in	the	field	of	social	sciences,	law,	statistics,	public	or	business	adminis-
tration,	human	resources	management	or	other	related	area.	

6. EXPERIENCE

A	minimum	of	three	years	of	progressively	responsible	experience	in	conduct	and	discipline,	or	related	
field.  

7. LANGUAGE

Fluency	in	one	of	the	official	languages	of	the	African	Union

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.

  6   African Standby Capacity (ASC) Generic job Descriptions
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1. POST

Job Title:	 Disarmament,	Demobilisation	and	Reintegration	(DDR)	Officer
Grade: 	 P2
Section:	 DDR
Duty Station: Field Mission

2. JOB PURPOSE

To	contribute	to	security	and	stability	in	mission	area	by	assisting	the	parties	to	the	conflict,	in	con-
sultation	with	all	stakeholders	and	partners,	with	the	design	and	implementation	of	a	national	DDR	
programme.

3. MAIN DUTIES AND RESPONSIBILITIES 

Within	delegated	authority,	the	DDR	Officer	will	be	responsible	for	the	following	duties:	(These	duties	
are	generic	and	may	not	be	carried	out	by	all	DDR	Officers).

• Assists	in	the	development,	implementation	and	evaluation	of	DDR	activities	in	assigned	region	in	
accordance	with	system-wide	principles	and	guidance,	and	the	mandate	of	the	mission	in	particu-
lar.

• Carries	out	basic	research	and	analysis	on	selected	aspects	of	the	DDR	programme,	including	op-
erations	and	other	related	subjects	and	activities,	e.g.	reviews	relevant	documents	and	reports;	
collects,	analyzes	and	presents	statistical	data	and	other	information	gathered	from	diverse	sourc-
es;	identifies	problems	and	issues	to	be	addressed	and	recommends	corrective	actions;	liaises	with	
relevant	parties;	identifies	and	tracks	follow-up	actions.

• Contributes	to	the	monitoring	of	DDR	activities,	undertakes	periodic	reviews	of	DDR	operations	to	
assess	effectiveness	and	efficiency,	achievement	of	results	and	procedural	compliance.

• Maintains	awareness	of	current	DDR	issues,	including	relevant	political,	policy	and	gender	consid-
erations;	monitors	and	assesses	the	political	situation	in	assigned	area	of	responsibility	as	required.

• Participates	 in	discussions	with	the	mission’s	civilian,	military	and	other	components,	as	well	as	
with	international	and	national	partners	on	DDR	activities.



87

• Contributes	to	the	preparation	of	various	written	outputs,	e.g.	draft	background	papers,	analytical	
notes,	sections	of	reports	and	studies,	manuals	on	standards	and	procedures,	inputs	to	publica-
tions,	etc.

• Provides	administrative	and	substantive	support	to	consultative	and	other	meetings,	conferences,	
including	the	preparation	of	background	documents	and	presentations,	handling	logistics,	etc.

• Undertakes	 outreach	 activities;	 participates	 in	 the	 development	 and	 delivery	 of	 training	work-
shops,	seminars,	and	induction	courses	on	assigned	topics/activities.

• Organizes	field	visits	for	high-level	AU	officials;	participates	in	field	visits	to	review	implementation	
of	various	DDR	programmes/activities,	including	provision	of	substantive	and	administrative	sup-
port.

• Performs	other	related	duties	as	required.

4. REQUIRED COMPETENCIES

Professionalism

Knowledge	and	understanding	of	DDR	issues	generally	and	in	country/region	of	assignment	in	particu-
lar.		Sound	understanding	of	and	ability	to	evaluate	political	situation	in	that	area.		Ability	to	identify	
issues,	analyze	and	participate	in	the	resolution	of	 issues/problems.	 	Analytical	and	evaluative	skills	
to	conduct	independent	research	and	analysis,	including	familiarity	with	and	experience	in	the	use	of	
various	research	sources	(e.g.	electronic	sources	on	the	internet,	intranet	and	other	databases,	etc.).		
Demonstrates	professional	competence	and	mastery	of	subject	matter.	Takes	responsibility	for	incor-
porating	gender	perspectives	and	ensuring	the	equal	participation	of	women	and	men	in	all	areas	of	
work.

Communication  

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.

  6   African Standby Capacity (ASC) Generic job Descriptions
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Planning & Organizing  

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.

Stakeholder	Engagement

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 EDUCATION

A	first-level	university	degree	in		political	science,	social	sciences,	management,	international	econom-
ics,	international	relations,	development,	or	a	related	field.	

6. EXPERIENCE

A	minimum	 of	 three	 years	 of	 progressively	 responsible	 experience	 in	 international	 affairs	 such	 as		
peacekeeping,	peacebuilding	or	development	programmes,	preferably,	with	specific	focus	on	conflict/
post-conflict	and	economic	recovery	issues	or	related	areas.	 	Previous	experience	working	with	vul-
nerable	groups	in	the	areas	of	peacekeeping,	peacebuilding,	development,	small	arms	or	DDR	is	an	
advantage.

7. LANGUAGES 

Fluency	in	one	of	the	official	languages	of	the	African	Union		

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.
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1. POST

Job Title: Finance Officer
Grade: 	 P2
Section:	 Programming,	Budgeting,	Finance	and	Accounting
Duty Station: Field Mission

2. JOB PURPOSE

To	assist	in	the	management	of	financial	services	including	budgeting,	accounting,	cash	management,	
payments and contracts management.

3. MAIN DUTIES AND RESPONSIBILITIES 

Within	delegated	authority,	the	Finance	Officer	will	be	responsible	for	the	following	duties:	 	 (These	
duties	are	generic	and	may	not	be	carried	out	by	all	Finance	Officers.)

• Prepares	allotments,	including	redeployment	of	funds	when	necessary,	ensuring	appropriate	ex-
penditures.

• Reviews	requisitions	for	goods	and	services	to	ensure	(a)	correct	objects	of	expenditure	have	been	
charged,	and	(b)	availability	of	funds.

• Administers	 and	monitors	 extra-budgetary	 resources,	 including	 review	 of	 agreements	 and	 cost	
plans,	ensuring	compliance	with	regulations	and	rules	and	established	policies	and	procedures.

• Assists	in	the	preparation	of	budget	performance	submissions.

• Reviews	and	assists	 in	 finalization	of	budget	performance	reports,	analysing	variances	between	
approved	budgets	and	actual	expenditures.

• Monitors budget implementation and recommends reallocation of funds as necessary.

• Monitors	expenditures	to	ensure	that	they	remain	within	authorized	levels.

  6   African Standby Capacity (ASC) Generic job Descriptions
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• Reviews,	analyses	and	assists	in	the	finalization	of	cost	estimates	and	budget	proposals.

• Assists	managers	in	the	elaboration	of	resource	requirements	for	budget	submissions.	

• Keeps	up-to-date	on	documents/reports/guidelines	that	have	a	bearing	on	matters	related	to	pro-
gramme	and/or	peacekeeping	budgets,	ensuring	compliance	with	intergovernmental	recommen-
dations	and	decisions	as	well	as	with	African	Union	policies	and	procedures;

• Performs	other	related	duties,	as	assigned.

4. REQUIRED COMPETENCIES

Professionalism

Knowledge	of	budget	development	and	financial	administration	of	resources,	ability	to	 identify	and	
resolve	budgetary	problems	and	identify	sources	for	data	collection.	Demonstrates	professional	com-
petence	and	mastery	of	subject	matter.	Takes	responsibility	for	incorporating	gender	perspectives	and	
ensuring	the	equal	participation	of	women	and	men	in	all	areas	of	work.

Communication

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.

Planning & Organizing 

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.
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Stakeholder	Engagement	

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 EDUCATION 

A	first-level	university	degree	in	Finance,	Accounting	business	administration	or	related	field.	

6. EXPERIENCE

Minimum	three	years	progressively	responsible	experience	in	finance,	budget	or	related	area.

7. LANGUAGES

Fluency	in	one	of	the	official	languages	of	the	African	Union			

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.

  6   African Standby Capacity (ASC) Generic job Descriptions
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1. POST

Job Title:	 Gender	Officer
Grade:	 	 P2
Section:	 Gender
Duty Station: Field Missions

2. JOB PURPOSE

To	assist	in	the	provision	of	policy	and	technical	advice	within	the	mission	and	to	the	host	government	
and	partners	regarding	the	advancement	of	gender	equality	and	women’s	rights.	Assists	in	the	promo-
tion	of	and	compliance	with	African	Union	instruments	and	UN	Security	Council	Resolution	1325	on	
women,	peace	and	security.	In	addition,	assists	the	Gender	Section	in	ensuring	the	delivery	of	appro-
priate	training	at	all	levels	within	the	mission,	expansion	of	mission	partnerships	at	national	and	other	
levels,	and	dissemination	of	good	practices	and	lessons	learnt.

3. MAIN DUTIES AND RESPONSIBILITIES 

Within	 delegated	 authority,	 the	Gender	Affairs	Officer	will	 be	 responsible	 for	 the	 following	duties:		
(These	duties	are	generic	and	may	not	be	carried	out	by	all	Gender	Affairs	Officers.)		

• Conducts	research	to	develop	a	knowledge	base	that	provides	key	resources	on	gender	and	wom-
en’s	issues.

• Assists	in	the	provision	of	support	on	gender	policy	and	operational	issues.

• Supports	the	implementation	of	the	AU	and	UN’s	Policy	Directive	on	Gender	Equality	in	Peacekeep-
ing	and	UN	Security	Council	Resolution	1325	on	women,	peace	and	security

• Assists	in	the	provision	of	substantive	information	to	inform	the	development	of	gender	sensitive	
policies	and	operational	tools	for	different	sections	within	the	mission.

• Contributes	to	the	consolidation	and	documentation	of	good	practices	on	gender	and	peacekeep-
ing	and	ensures	their	integration	into	policy	development	and	review	processes.

• Maintains	an	online	knowledge	base	on	women	and	gender	issues	in	the	mission	(tools,	resources,	
documents,	NGO	database,	contacts,	and	web	links).	
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• Maintains	a	database	on	indicators	and	statistics	on	women	and	gender	issues	in	the	country	and	
in	liaison	with	government,	local	and	international	NGO’s	operating	in	the	country.

• Supports	 the	 identification	of	 training	needs,	 development	of	 training	materials	 and	 tools,	 and	
participates	in	the	delivery	of	training	on	gender	issues	for	mission	personnel	and	wider	audiences,	
such	as	government	officials,	NGO’s	and	local	groups.

• Assists	in	developing	and	updating	advocacy	materials	and	information,	education,	and	commu-
nications	tools	through	networking	with	national	women’s	organisations	to	ensure	adequate	cov-
erage	of	national	 level	 (i.e.	 International	Women’s	Day)	 initiatives/events	as	well	 as	visibility	of	
women’s	issues	in	other	events.

• Liaises	with	mission	units	and	government	information	channels	to	assist	in	the	development	of	
materials on gender at national level.

• Assists	in	and	undertakes	public	advocacy	and	outreach	activities	in	the	country.

• Performs	any	other	duties	as	directed.

4. REQUIRED COMPETENCIES

Professionalism 

Good	knowledge	of	the	work	of	the	African	Union;	demonstrated	experience	 in	the	field	of	gender	
affairs	and/or	women’s	rights,	together	with	a	thorough	understanding	of	the	concepts	and	practices	
related	to	gender	issues,	particularly	gender	mainstreaming	in	Peacekeeping;	ability	to	advise	senior	
management	and	other	senior	officials;	conceptual	and	strategic	analytical	capacity	and	ability	to	an-
alyse	and	evaluate	critical	matters	pertaining	to	a	broad	spectrum	of	gender-relates	issues.	Demon-
strates	professional	competence	and	mastery	of	subject	matter.	Takes	responsibility	for	incorporating	
gender	perspectives	and	ensuring	the	equal	participation	of	women	and	men	in	all	areas	of	work.

Communication

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.
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Planning & Organizing

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.

Stakeholder	Engagement

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 EDUCATION

A	first	level	degree	in		in	gender,	women’s	studies,	political	science,	international	relations,	law,	social	
studies or relevant discipline. 

6. EXPERIENCE 

A	minimum	of	three	years	of	progressively	responsible	experience	in	gender	affairs	or	related	field

7. LANGUAGE   

Fluency	in	one	of	the	official	languages	of	the	African	Union	

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.
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1. POST

Job Title: Human Resources Officer
Grade:	 	 P2
Section: Human Resources
Duty Station: Field Mission

2. JOB PURPOSE

To	assist	with	all	human	resources	services,	including	recruitment,	contract	management	of	local	and	
international	staff,	performance	management,	skills	development,	and	the	management	of	staff	con-
duct	and	behavior.	To	assist	with	the	provision	of	staff	welfare	(e.g.	insurance,	medical	services,	coun-
selling	services,	and	others).

3. MAIN DUTIES AND RESPONSIBILITIES 

Within	delegated	authority,	the	Human	Resources	Officer	will	be	responsible	for	the	following	duties:	
(These	duties	are	generic,	and	may	not	be	performed	by	all	Human	Resources	Officers.)

• Administers	and	provides	advice	on	salary	and	related	benefits,	travel,	and	social	security	entitle-
ments.

• Assists	in	the	assessment	of	relevant	personnel	actions	including	recruitment,	separations,	trans-
fers,	assignments	and	promotions.

• Develops	acute	understanding	of	the	AU	Staff	Rules	and	other	administrative	instructions.

• Provides	advice	on	interpretation	and	application	of	policies,	regulations	and	rules.	Reviews	and	
provides	advice	on	exceptions	to	policies,	regulations	and	rules.

• Provides	guidance	to	programme	managers	on	the	application	of	classification	policies	and	proce-
dures

• Identifies	and	analyzes	staff	development	and	career	support	needs	and	assists	with	the	design	of	
programmes to meet identified needs.

• Provides	induction	orientation	and	briefing	to	new	staff	members.
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• Supervises	the	maintenance	of	the	human	resources	filing	system.

• Provides	advice	and	support	to	managers	and	staff	on	human	resources	related	matters.	

• Keeps	abreast	of	developments	in	various	areas	of	human	resources.

4. REQUIRED COMPETENCIES 

Professionalism

Knowledge	 of	 human	 resources	 policies,	 practices	 and	 procedures	 and	 ability	 to	 apply	 them	 in	 an	
organizational	setting.	Ability	to	identify	issues,	formulate	opinions,	make	conclusions	and	recommen-
dations.	Demonstrates	professional	competence	and	mastery	of	subject	matter.	Takes	responsibility	
for	incorporating	gender	perspectives	and	ensuring	the	equal	participation	of	women	and	men	in	all	
areas	of	work.

Communication  

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.

Planning & Organizing 

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.

Stakeholder Engagement

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
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solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 EDUCATION

A	 first-level	 university	 degree	 in	 human	 resources	management,	 business	 or	 public	 administration,	
social	sciences,	education	or	related	field	

6. EXPERIENCE

A	minimum	of	three	years	of	progressively	responsible	experience	in	human	resources	management,	
administration or related area. 

7. LANGUAGE

Fluency	in	one	of	the	official	languages	of	the	African	Union			

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.

  6   African Standby Capacity (ASC) Generic job Descriptions
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1. POST

Job Title: Human	Rights	Officer
Grade:  P2
Section:	 Human	Rights,	Protection	and	Gender
Duty Station: Field Mission

2. JOB PURPOSE

To	 assist	 in	 promoting	 and	 protecting	 human	 rights	with	 particular	 attention	 to	 vulnerable	 groups	
(women,	children,	elderly	and	disabled).	Also	monitors,	reports	and	advises	on	human	rights	 issues	
and	coordinates	with	partners.

3. MAIN DUTIES AND RESPONSIBILITIES

Within	 delegated	 authority,	 the	Human	 Rights	Officer	will	 be	 responsible	 for	 the	 following	 duties:		
(These	duties	are	generic	and	may	not	be	carried	out	by	all	Human	Rights	Officers.)

• Researches	and	collects	 information	pertaining	 to	human	rights	matters,	 including	 their	gender	
dimensions	 from	 a	 variety	 of	 data	 sources	 (e.g.	 communications,	 publications,	media)	 to	 keep	
abreast	of	issues/events	and	provide	up-to-date	information;	assists	in	the	analysis	of	information,	
to	include	the	impact	on	the	countries	and	thematic	mandates	on	the	human	rights	situation	in	
assigned area.

• Drafts	a	variety	of	reports	and	correspondence	relating	to	human	rights	matters.

• Participates	in	hearings	and	consultations;	prepares	summaries	of	results.

• Maintains	awareness	of	current	human	rights	issues,	including	relevant	political	and	legal	develop-
ments	in	the	country	concerned.

• Participates	 in	human	 rights	 training	programmes	 for	national	 law	enforcement	officials,	 repre-
sentatives	of	the	civil	society	and	human	rights	non-governmental	organizations	(NGOs)	in	order	to	
promote national capacity building.
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• Reviews	human	rights	 issues,	 including	their	gender	dimensions,	and	participates	 in	discussions	
with	other	Human	Rights	Officers	(HROs)	on	the	integration	of	these	issues	into	political,	humani-
tarian and economic efforts and programmes.

• Assists	in	promoting	efforts	for	community	mobilisation	and	those	that	focus	on	exercise	of	rights	
of population.

• Participates	with	other	HROs	in	discussions	with	relevant	authorities	and	other	influential	actors	
with	the	aim	of	stopping	or	preventing	human	rights	violations	or	seeks	other	remedial	action	by	
the	authorities	to	prevent	similar	violations	occurring	in	the	future.

• Liaises	with	government,	NGOs,	civil	society	organizations,	UN	agencies	and	other	partners	to	cre-
ate	baseline	data	on	the	human	rights	situation,	with	special	attention	to	vulnerable	groups.

• Designs	and	maintains	database	to	track	project	progress.

• Performs	other	related	duties	as	required.

4. REQUIRED COMPETENCIES

Professionalism

Knowledge	of	human	rights	issues	and	ability	to	identify	related	problems	in	their	political,	ethnic,	ra-
cial,	gender	equality	and	socio-economic	dimensions.	Knowledge	of	institutional	mandates	of	human	
rights	organizations,	prevailing	policies	and	procedures.	Research	and	analytical	skills,	including	ability	
to	identify	and	participate	in	the	resolution	of	human	rights	issues.	Ability	to	identify	sources	for	data	
collection,	 analyse	 information	 and	draft	 human	 rights	 reports.	Demonstrates	 professional	 compe-
tence	and	mastery	of	subject	matter.	Takes	responsibility	for	 incorporating	gender	perspectives	and	
ensuring	the	equal	participation	of	women	and	men	in	all	areas	of	work.

Communication

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.

  6   African Standby Capacity (ASC) Generic job Descriptions
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Planning & Organizing  

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.

Stakeholder	Engagement

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 EDUCATION

A	first-level	university	degree	in	law,	political	science,	international	relations,	social	sciences	or	related	
field.

6. EXPERIENCE

A	minimum	of	three	years	of	progressively	responsible	experience	 in	human	rights,	political	affairs,	
international	relations,	law	or	related	area.		

7. LANGUAGES 

Fluency	in	one	of	the	official	languages	of	the	African	Union.			

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.
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1. POST

Job Title:	 Humanitarian	Liaison	Officer
Grade: 	 P2
Section: Humanitarian Affairs
Duty Station: Field Mission

2. JOB PURPOSE

To	assist	with	the	establishment	of	mission	relationships	with	the	humanitarian	community	and	also	
coordinate	and	liaise	with	the	humanitarian	community	on	all	humanitarian	related	issues,	including	
civil-military coordination matters.

3. MAIN DUTIES AND RESPONSIBILITIES

Witin	delegated	authority,	the	Humanitarian	Liaison	Officer	will	be	responsible	for	the	following	duties:	
(These	duties	are	generic,	and	may	not	be	performed	by	all	Humanitarian	Liaison	Officers.)

• In	 consultation	with	 senior	Humanitarian	Liaison	Officers,	 assists	 in	 the	design	and	preparation	
of	studies	on	humanitarian,	disaster,	emergency	relief	and	related	issues	and	in	various	follow-up	
activities.

• Researches,	analyzes	and	presents	information	gathered	from	diverse	sources	on	assigned	topics/
issues.

• Contributes	to	the	preparation	of	various	written	documents,	e.g.	drafts	sections	of	studies,	back-
ground	papers,	policy	guidelines,	parliamentary	documents	etc.	

• Develops	and	maintains	reference/resource	information	on	specific	topics	or	policy-related	issues;	
responds	to	various	inquiries	and	information	requests	internally	and	externally.	

• Assists	in	the	production	of	appeals	for	international	assistance.	

• Assists	in	the	organization	of	meetings,	seminars,	conferences,	work	shops,	etc.	with	other	agen-
cies	and	partners	to	facilitate	exchanges	of	professional	expertise	and	views	on	specific	humanitar-
ian-related	subjects/issues;	serves	as	reporter	to	such	events.	
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• Maintains	awareness	of	current	humanitarian	affairs	and	related	issues,	including	relevant	politi-
cal,	policy,	gender	considerations	or	other	developments	in	specific	subject	area,	country	or	region	
concerned.

• Participates	in	technical	assistance,	disaster	assessment	or	other	missions.

• Participates	in	project/programme	formulation	and	mobilization	of	relevant	resources.	

• Performs	other	duties	as	required.

4. REQUIRED COMPETENCIES

Professionalism  

Knowledge	and	understanding	of	humanitarian,	emergency	relief	assistance	and	related	human	rights	
issues.	Ability	to	identify	issues,	analyze	and	participate	in	the	resolution	of	issues/problems.	Ability	
to	develop	sources	 for	data	collection.	 	Conceptual	analytical	and	evaluative	skills	 to	conduct	 inde-
pendent	research	and	analysis,	including	familiarity	with	and	experience	in	the	use	of	various	research	
sources,	including	electronic	sources	on	the	intranet	and	other	databases.		Ability	to	apply	judgment	
in	the	context	of	assignments	given,	work	under	pressure,	on	occasion	in	a	highly	stressful	environ-
ment	 (e.g.	civil	 strife,	natural	disasters	and	human	misery).	Demonstrates	professional	competence	
and	mastery	of	subject	matter.	Takes	responsibility	for	incorporating	gender	perspectives	and	ensuring	
the	equal	participation	of	women	and	men	in	all	areas	of	work.

Communication

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.

Planning & Organizing

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.
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Stakeholder	Engagement	

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 EDUCATION 

A	first-level	university	degree	in	political	science,	social	science,	international	studies,	public	adminis-
tration,	economics,	engineering,	earth	sciences	or	a	related	field.

6. EXPERIENCE 

A	minimum	of	three	years	of	progressively	responsible	experience	in	humanitarian	affairs,	emergency	
preparedness,	crisis/emergency	relief	management,	rehabilitation,	development,	or	related	area

7. LANGUAGES   

Fluency	in	one	of	the	official	languages	of	the	African	Union			

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.

  6   African Standby Capacity (ASC) Generic job Descriptions
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1. POST

Job Title:	 Information,	Communications	and	Technology	Officer
Grade: 	 P2
Section: ICT
Duty Station: Field Missions

2. JOB PURPOSE

To	assist	in	the	planning	and	delivery	of	communications	and	information	systems,	including	the	de-
sign,	installation,	operation	and	maintenance	of	mission-wide	communications,	telephony,	radio	and	
data systems.

3. MAIN DUTIES AND RESPONSIBILITIES

Within	delegated	authority,	the	ICT	Officer	is	responsible	for	the	following	duties.	(These	duties	are	
generic,	and	may	not	be	performed	by	all	ICT	Officers.)

• Participates	in	preparing	user	requirements	and	other	technical	specifications.	

• Assists	in	the	design,	development	and	installation	of	information	systems.

• Installs	and	programs	VHF/HF	handsets	and	base	radio.

• Installs	ICT	facilities	such	as	VSAT,	Microwave,	Router,	PABX	telephony	and	switches

• Undertakes	analysis	of	well-defined	modules	within	the	system,	develops	enhancements	and	new	
features	to	existing	systems;	may	design	and	implement	systems	as	needed.	

• Undertakes	rigorous	testing	of	applications	software.

• Maintains	assigned	portions	of	systems,	providing	operational	support	for	system’s	applications,	
analyzing	and	implementing	system	changes/upgrades,	etc.	

• Ensures	data	security	and	integrity.
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• Participates	in	developing	disaster	recovery	plans.

• Prepares,	updates	and	maintains	system’s	documentation	and	related	technical/procedural	man-
uals.

• Assists	 in	 procurements,	 including	 conducting	 needs	 assessments	 and	 benchmarks,	 preparing	
technical	specifications	and	evaluation	criteria.

• Assists	in	the	set-up	and	monitoring	of	software	performance	measures.

• Drafts	training	materials	and	conducts	training	sessions	and	demonstrations	of	systems	for	users.

• Participates	with	senior	staff	in	assessing	and	testing	new	technology.

• Performs	other	related	duties	as	required.

4. REQUIRED COMPETENCIES

Professionalism  

Knowledge	of	systems	analysis	and	design	techniques,	testing,	debugging,	and	documentation	stand-
ards,	database	design,	storage	and	internal	systems.	Demonstrates	professional	competence	and	mas-
tery	of	subject	matter.	Is	conscientious	and	efficient	in	meeting	commitments,	observing	deadlines	and	
achieving	results.	Takes	responsibility	 for	 incorporating	gender	perspectives	and	ensuring	the	equal	
participation	of	women	and	men	in	all	areas	of	work.

Communication

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.
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Planning & Organizing  

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.

Stakeholder	Engagement

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 EDUCATION 

A	first-level	university	degree	in	computer	science,	information	systems,	mathematics,	statistics,	elec-
tronic	engineering,	telecommunications	or	related	field.

6. EXPERIENCE 

A	minimum	of	three	years	of	progressively	responsible	experience	in	the	planning,	design,	develop-
ment,	implementation	and	maintenance	of	communication,	telephone,	radio	and	data	systems	or	re-
lated area.

7. LANGUAGE 

Fluency	in	one	of	the	official	languages	of	the	African	Union.			

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.
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1. POST

Job Title:	 Legal	Officer
Grade: 	 P2
Section:	 Legal	Affairs
Duty Station: Field Missions

2. JOB PURPOSE

To	assist	 in	 providing	 legal	 advice	 to	 the	mission	on	 the	 legal	 implications	 of	 any	 intended	actions	
and	their	consequences.	Also	maintain	knowledge	on	the	Status	of	Forces	Agreement	(SOFA),	Status	
of	Mission	Agreement	(SOMA),	mission	mandate	agreement,	and	other	relevant	documents,	agree-
ments,	and	contracts.

3. MAIN DUTIES AND RESPONSIBILITIES 

Within	delegated	authority	and	depending	on	location,	the	Legal	Officer	may	be	responsible	for	the	
following	duties:				(These	duties	are	generic,	and	may	not	be	performed	by	all	Legal	Officers.)

• Conducts	legal	research	on	a	diverse	range	of	assigned	issues	in	international	law	and	other	area(s)	
of	specialization	using	multiple	research	sources;	selects	relevant	material,	analyzes	information	
and presents findings for internal review.

• Assists	senior	Legal	Officers	in	the	review	of	legal	documents,	instruments,	or	other	material;	iden-
tifies	important	issues,	similarities	and	inconsistencies,	etc.	

• Assists	in	the	preparation	of	drafts	of	background	papers,	studies,	reports,	etc.

• Assists	in	the	preparation	of	legal	opinions/advice	on	a	wide	range	of	international	public	and	pri-
vate	law	issues,	issues	relating	to	privileges	and	immunities,	SOFA,	SOMA,	procurement	matters,	
the	legal	arrangements	of	government	owned	premises	provided	to	the	mission,	third	party	claims	
against	the	mission’s	operations	as	well	as	legal	questions	relating	to	interpretation	of	African	Un-
ion	regulations	and	rules.	Assist	in	assessing	the	relevance	or	admissibility	of	evidence	gathered	by	
investigators.
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• Assists	in	the	preparation	of	agreements	and	contracts	with	governments,	NGOs	and	other	public	
and	private	entities,	as	well	as	claims	and	disputes.

• Assists	in	representing	the	organization	before	arbitral	and	other	tribunals	or	administrative	pro-
ceedings,	including	disciplinary	cases.

• Assists	in	providing	legal	advice	on	human	resources	matters	and	assists	in	reviewing	administra-
tive decisions.

• Assists	in	administering	programmes	of	legal	technical	assistance.

• Assists	Legal	Officers	 in	servicing	diplomatic	conferences,	commissions,	committees,	 task	 forces	
and	other	bodies,	including	preparation	of	background	materials,	summaries	of	issues	and	views	
of	delegations,	etc..	

• Performs	other	duties	as	assigned.

4. REQUIRED COMPETENCIES

Professionalism

Knowledge	of,	and	ability	to	apply,	legal	principles,	concepts	and	procedures	and	terminology	for	re-
view,	examination,	and	processing	of	a	range	of	legal	documents.	Knowledge	of	various	legal	research	
sources,	including	electronic,	and	ability	to	conduct	research	and	analyze	information	on	a	wide	range	
of	legal	issues.	Ability	to	interpret	and	apply	legislative	instruments,	develop	and	present	results,	rec-
ommendations,	and	opinions	clearly	and	concisely.	Ability	to	draft	legal	papers	and	work	under	pres-
sure.	Ability	 to	 apply	 good	 legal	 judgment	 in	 the	 context	of	 assignments	 given.	Demonstrates	pro-
fessional	 competence	 and	mastery	 of	 subject	matter.	 Takes	 responsibility	 for	 incorporating	 gender	
perspectives	and	ensuring	the	equal	participation	of	women	and	men	in	all	areas	of	work.

Communication

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.
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Planning & Organizing

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.

Stakeholder	Engagement

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 EDUCATION  

A first-level university degree in law.

6. EXPERIENCE 

A	minimum	of	three	years	of	progressively	responsible	experience	in	law,	including	legal	analysis,	re-
search	and	writing.

7. LANGUAGE   

Fluency	in	one	of	the	official	languages	of	the	African	Union.			

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.

  6   African Standby Capacity (ASC) Generic job Descriptions
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1. POST

Job Title:	 Logistics	Officer
Grade:	 	 P2
Section: Logistics
Duty Station: Field Mission

2. JOB PURPOSE

To	assist	in	the	provision	of	logistics	and	integrated	support	to	mission	components	including,	distri-
bution	of	mission	assets	 (e.g.	vehicles,	computers,	stationery,	bulk	supplies	of	water,	 fuel	products,	
foodstuffs,	and	others)

3. MAIN DUTIES AND RESPONSIBILITIES  

Within	delegated	authority	the	Logistics	Officer	will	be	responsible	for	the	following	duties:	 	(These	
duties	are	generic	and	may	not	be	carried	out	by	all	Logistics	Officers.)

• Logistics	support	for	new	and	ongoing	missions,	including:		supply	chain	management,	materials	
management,	transportation,	maintenance,	contracts	and	services	management,	and	logistics	re-
lated	to	communications,	information	technology,	engineering	and	medical	services.	

• Provides	logistics	support	to	ongoing	air,	land,	sea,	and/or	rail	operations	in	the	area.

• Identifies,	mobilises	resources,	implements	and	reports	on	special	logistics	operations.

• Prepares	reports	based	on	logistics	movements	and	distributes	them	according	to	requirements.

• Liaises	with	other	units	 on	 logistic	matters,	 such	 as	 transportation,	 communications,	 air	move-
ments and procurement.

• Supports	logistics	staff	in	other	offices.

• Ensures	that	accurate	and	complete	accounting,	reporting	and	internal	control	systems	are	func-
tioning	and	that	all	relevant	records	are	maintained.

• Performs	other	related	duties	as	required.
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4. REQUIRED COMPETENCIES

Professionalism

Knowledge	of	logistics	operations	and/or	related	fields.	Demonstrates	professional	competence	and	
mastery	of	subject	matter.	Ability	to	analyse	data.	Takes	responsibility	for	incorporating	gender	per-
spectives	and	ensuring	the	equal	participation	of	women	and	men	in	all	areas	of	work.

Communication

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.

Planning & Organizing

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.

Stakeholder	Engagement

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 EDUCATION  

A	first-level	university	degree	in	business	administration,	public	administration,	engineering,	law,	sup-
ply	chain	management,	logistics	operations/management	or	other	relevant	field.
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6. EXPERIENCE 

A	minimum	of	three	years	of	progressively	responsible	experience	 in	 land	or	air	 transport,	 logistics	
operations	in	military,	commercial	or	international	organizations,	or	related	area.

7. LANGUAGE 

Fluency	in	one	of	the	official	languages	of	the	African	Union.			

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.



113

1. POST

Job Title:	 Political	Affairs	Officer
Grade: 	 P2
Section:	 Political	Affairs
Duty Station: Field Mission

2. JOB PURPOSE

To	assist	in	monitoring,	reporting	and	analysing	all	political	aspects	of	the	peace	process	and	report-
ing	on	related	developments	and	prospects.	Also	to	follow	up	on	all	political,	conflict,	prevention	and	
peace	making	initiatives	and	assist	in	facilitating	the	work	of	the	mission	in	political	affairs	including	in	
preparation	of	drafts,	briefs,	meetings	and	reports.

3. MAIN DUTIES AND RESPONSIBILITIES 

Within	delegated	authority,	 the	Political	Affairs	Officer	will	 be	 responsible	 for	 the	 following	duties:		
(These	duties	are	generic	and	may	not	be	carried	out	by	all	Associate	Political	Affairs	Officers.)

• Analyses information contained in communications and publications received from different sourc-
es,	including	the	press;	maintains	up-to-date	knowledge	of	events	relating	to	political	issues	in	a	
specified area or subject matter.

• Assists	senior	officials	with	briefing	notes,	background	papers	and	talking	points.

• Identifies	and	provides	early	warning	briefs	on	potential	challenges.

• Prepares	summaries	of	articles	from	a	wide	variety	of	sources	and	draft	a	variety	of	correspond-
ence,	and	sections	of	reports.

• Monitors	 political,	 socio-economic,	 and	 other	 politically	 relevant	 developments	 in	 an	 assigned	
area. 

• Provides	input	into	political,	humanitarian	and	economic	efforts	and	programmes.

• Creates	databases	that	track	project	progress	and	provides	other	information	relevant	to	assigned	
area.

• Performs	other	related	duties	as	required.

  6   African Standby Capacity (ASC) Generic job Descriptions
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4. REQUIRED COMPETENCIES

Professionalism

Ability	to	identify	and	analyse	political,	ethnic,	racial,	social	and	economic	problems	that	cause	civil	
unrest	in	a	country	or	geographic	area.		Ability	to	develop	sources	for	data	collection.	Demonstrates	
professional	competence	and	mastery	of	subject	matter.	Takes	responsibility	for	incorporating	gender	
perspectives	and	ensuring	the	equal	participation	of	women	and	men	in	all	areas	of	work.

Communication

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.

Planning & Organizing

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.

Stakeholder	Engagement

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 EDUCATION

A	first-level	university	degree	in	political	science,	international	relations,	international	economics,	law,	
public	administration	or	other	related	area.	
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6. EXPERIENCE

Minimum	of	three	years	of	progressively	responsible	experience	in	political	science,	international	rela-
tions,	law,	development	management,	conflict	resolution	or	related	area.		

7. LANGUAGE   

Fluency	in	one	of	the	official	languages	of	the	African	Union.			

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.

  6   African Standby Capacity (ASC) Generic job Descriptions
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1. POST

Job Title:	 Procurement	Officer
Grade:	 	 P2
Section:	 Procurement
Duty Station: Field Missionn

2. JOB PURPOSE

To	assist	 in	the	procurement	of	all	aspects	of	 logistical	support,	goods	and	services,	which	 includes	
life	 cycle	management,	 provision	of	mission’s	 assets	 and	 integrated	 communications	 infrastructure	
system.

3. MAIN DUTIES AND RESPONSIBILITIES 

Within	delegated	authority	and	depending	on	location,	the	Procurement	Officer	may	be	responsible	
for	the	following	duties:	(These	duties	are	generic,	and	may	not	be	performed	by	all	Procurement	Of-
ficers.)

• Plans	procurement	actions	for	assigned	projects,	which	typically	involve	the	procurement	of	a	se-
lect	group	of	technically	complex	commodities	or	services,	or	for	a	variety	of	goods	and	services	of	
a general nature.

• Reviews	and	analyzes	technical	specifications	to	ensure	completeness,	accuracy	and	competitive	
qualities,	and	identifies	optional	courses	of	action.

• Assists	staff	 in	matters	 regarding	procurement	policies	and	procedures,	 technical	 specifications,	
pricing	and	product/service	availability,	as	well	as	appropriate	substitutes	or	alternative	options	to	
reduce costs. 

• Develops	vendor	pre-qualifying	criteria,	 identifies	product	sources	and	evaluates	vendor	perfor-
mance	as	regards	quality,	prices,	delivery,	equipment,	etc.

• Solicits	and	evaluates	bids/proposals/quotations	 to	ensure	overall	competitiveness,	quality,	and	
conformity	to	specified	requirements.
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• Compiles	and	presents	procurement	data;	prepares	all	relevant	supporting	documents	and	recom-
mends	approval	of	the	contract	or	purchase	order;	may	authorize	purchases	in	line	with	delegated	
authority,	and,	in	cases	where	the	amount	exceeds	authorized	signature	authority,	prepares	sub-
missions	to	the	contracts	committee	for	review	and	subsequent	approval	by	the	authorized	official.	

• Coordinates timely delivery of goods and services.

• Participates	in	the	market	and	supplier	research.

• Prepares	a	variety	of	reports,	correspondence,	and	documents	(e.g.	purchase	orders,	contracts	and	
amendments)	on	procurement-related	matters.

• Performs	other	duties	as	assigned.

4. REQUIRED COMPETENCIES

Professionalism

Knowledge of internationally recognized procurement standards and understanding of procurement 
techniques	and	practices	used	internationally.		Knowledge	of	market	trends	and	sources	of	supply	and	
equipment	and	of	procurement/contract	execution	and	administration.		Knowledge	and	understand-
ing	of	internal	procurement	policies,	practices	and	procedures.		Ability	to	conduct	research	and	ana-
lyze data and information to develop recommendations on procurement contracts awards.  Ability to 
clarify	and	agree	on	terms	of	contracts	and/or	specification	requirements	and	to	apply	good	judgment	
in	the	context	of	assignments	given.	Demonstrates	professional	competence	and	mastery	of	subject	
matter.	Takes	responsibility	for	incorporating	gender	perspectives	and	ensuring	the	equal	participation	
of	women	and	men	in	all	areas	of	work.

Communication

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.
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Planning & Organizing

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.

Stakeholder	Engagement

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 EDUCATION 

A	first-level	university	degree	in	business	administration,	public	administration,	commerce,	engineer-
ing,	law	or	a	related	field.

6. EXPERIENCE

A	minimum	of	three	years	of	progressively	responsible	experience	in	procurement,	contract	manage-
ment,	administration	or	related	area.

7. LANGUAGES 

Fluency	in	one	of	the	official	languages	of	the	African	Union.

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.
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1. POST

Job Title:	 Protection	of	Civilians	Officer	
Grade:	 	 P2	
Section:	 Human	Rights,	Protection	and	Gender
Duty Station: Field Mission 

2. JOB PURPOSE

To	assist	in	the	facilitation,	mainstreaming,	advocacy	and	promotion	of	protection	of	civilians’	consid-
erations	in	PSO	and	the	peace	process	by	assisting	with	the	provision	of	advice,	education,	training,	
reporting	and	coordination	of	protection	initiatives	within	the	mission.

3. MAIN DUTIES AND RESPONSIBILITIES

Within	delegated	authority,	the	Protection	Officer	will	be	responsible	for	the	following	duties.	(These	
duties	are	generic,	and	may	not	be	performed	by	all	Protection	Officers.)

• Assist	in	mainstreaming	Protection	of	Civilians	(PoC)	considerations	into	all	areas	of	the	mission’s	
work,	 including	police	and	military	components,	Political	and	Civil	Affairs	Section,	Humanitarian	
Liaison,	Public	Information,	and	other	relevant	sections.

• Assist	the	mission	to	develop	PoC	strategies,	establish	PoC	coordination	structures	and	undertake	
planning	in	support	of	PoC	initiatives.

• Assist	in	the	design	and	implementation	of	strategies	and	programmes	to	support	the	host	state	
authorities	to	implement	their	primary	responsibility	to	protect	the	civilian	population.

• Assist	in	the	implementation	of	the	mission’s	protection	of	civilians	strategy.

• Assist	in	the	collection	of	reliable	and	accurate	and	timely	data	on	protection	issues.

• Assist	in	conducting	investigations	on	violations	identified	by	the	African	Union	and	international	
community,	host	state	authorities	and	civil	society	actors	committed	against	the	civilian	popula-
tion.
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• Provide	timely	inputs	to	relevant	periodical	reports	and	ensure	timely	delivery	of	a	variety	of	re-
ports,	briefings	and	other	type	of	communications	in	compliance	with	the	mission	mandate	and	
in	line	with	relevant	AU	Peace	and	Security	Council	Communiques	and	UN	Security	Council	reso-
lutions. 

• Assist	in	the	design	and	delivery	of	training	on	protection	issues	to	military,	police	and	civilian	staff	
of	the	mission.	

• Liaise	with	appropriate	national	authorities,	civil	society,	UN	actors,	local	NGOs,	the	host	govern-
ment,	and	relevant	coordination	mechanisms	in	ensuring	adequate	response	to	violations	commit-
ted	against	the	civilian	population.

• Ensure	up-to-date	information	regarding	substantive	matters	in	the	field	of	protection	of	civilians.

• Performs	other	related	work	as	required.

4. REQUIRED COMPETENCIES 

Professionalism

Thorough	knowledge	of	and	significant	practical	experience	with	issues	related	to	protection	and	rights	
of	women	and	children	affected	by	armed	conflict.	Understanding	of	International	Humanitarian	and	
Human	Rights	Law.	Strong	analytical	skills	and	excellent	skills	in	drafting	a	broad	range	of	documents	
including	speeches	and	reports.	Ability	to	influence	others	to	reach	agreement;	ability	to	review	and	
edit	 the	work	of	 others;	 conscientious	 and	efficient	 in	meeting	 commitments,	 observing	deadlines	
and	achieving	results.	Excellent	interpersonal	skills	and	ability	to	collaborate	with	counterparts	across	
both	inter	office	and	organizational	boundaries.	Ability	to	work	in	support	of,	and	in	cooperation	with,	
others.	Ability	to	plan,	coordinate	and	monitor	own	work	plan	and	those	under	his/her	supervision.	
Demonstrates	professional	competence	and	mastery	of	subject	matter.	Takes	responsibility	for	incor-
porating	gender	perspectives	and	ensuring	the	equal	participation	of	women	and	men	in	all	areas	of	
work.

Communication

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.
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Planning & Organizing

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.

Stakeholder	Engagement

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 QUALIFICATIONS

A	 first-level	 university	 degree	 in	 law,	 human	 rights,	 political	 science,	 international	 relations,	 social	
sciences or in a related area. 

6. EXPERIENCE

A	minimum	of	three	years	of	progressively	responsible	experience	in	protection,	human	rights,	child	
protection,	gender	or	related	field.	

7. LANGUAGE REQUIREMENT

Fluency	in	one	of	the	official	languages	of	the	African	Union

8. GENDER MAINSTREAMING:

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply. 

  6   African Standby Capacity (ASC) Generic job Descriptions
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1. POST

Job Title:	 Public	Information	Officer
Grade:	 	 P2
Section:	 Public	Information
Duty Station: Field Mission

2. JOB PURPOSE

To	assist	in	the	development	and	implementation	of	an	effective	public	information	campaign	in	order	
to	raise	awareness	of	the	general	public,	mission	staff	and	various	stakeholders	on	developments	in	
support	of	the	peace	process	and	the	role	and	activities	of	the	mission.	Also	to	assist	in	the	develop-
ment	of	a	media	strategy	and	mission	public	information	guidelines,	including	the	conduct	of	regular	
press briefings and dissemination of mission information.

3. MAIN DUTIES AND RESPONSIBILITIES 

Within	delegated	authority	and	depending	on	location,	the	Public	Information	Officer	may	be	respon-
sible	for	the	following	duties:			(These	duties	are	generic,	and	may	not	be	performed	by	all	Public	In-
formation	Officers.)

• Tracks,	researches	and	analyzes	information	on	assigned	topics/issues;	gathers	information	from	
diverse	sources	and	helps	to	assess	news	value	and	other	potential	impact,	as	well	as	to	evaluate	
the	effectiveness	of	information	campaigns.

• Drafts/compiles	a	specific	 type	or	types	 (e.g.	print,	broadcast,	etc.),	of	 information	communica-
tions	products	 for	 target	 audiences,	 to	 include	press	 releases,	media	packets	 and	 reports,	 bro-
chures,	briefings,	video	clips,	newsletters,	websites,	etc.	

• Organizes	the	clearance,	production	and	distribution	of	information	material;	conducts	photo	and	
graphic	research.

• Prepares,	on	 the	basis	of	official	 documentation	and	other	 sources,	 initials	drafts	of	 articles	or	
chapters	for	inclusion	in	newsletters,	periodicals,	reports	and	books.
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• In	consultation	with	others,	identifies	and	proposes	information	opportunities,	activities	and	ap-
proaches,	taking	into	account	the	situation/topic	and	target	audience.	

• Identifies	 key	 contacts/constituencies	 and	 opportunities	 for	 strategic	 partnerships	 to	 facilitate	
communication	efforts	and	maintains	working	relationships	with	the	same.

• Organizes	or	participates	in	the	organization	of	conferences,	seminars,	press	briefings,	interviews,	
etc.;	prepares	briefing	materials	for	senior	officials	prior	to	their	participation	in	such	events.

• Responds	 to	 a	 variety	of	 inquiries	 and	 information	 requests	 internally	 and	externally;	 prepares	
related correspondence.

• Assists	in	the	updating	and	maintenance	of	mission	website.

• Performs	other	duties	as	assigned.

4. REQUIRED COMPETENCIES

Professionalism

Ability	to	plan,	execute	and	monitor	public	communication	campaigns,	e.g.	campaign	management,	
market	research,	message	targeting,	impact	evaluation.	Ability	to	research	and	analyze	issues	and	top-
ics related to current events. Ability to draft and compile a variety of written communication products 
in	a	clear,	concise	style.	Ability	to	interact	with	the	public	to	build	and	maintain	effective	business	con-
nections.	Demonstrates	professional	competence	and	mastery	of	subject	matter.	Takes	responsibility	
for	incorporating	gender	perspectives	and	ensuring	the	equal	participation	of	women	and	men	in	all	
areas	of	work.

Communication

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.
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Planning & Organizing

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.

Stakeholder	Engagement

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 EDUCATION

A	first-level	university	degree	in	communication,	journalism,	international	relations,	public	administra-
tion,	public	relations	or	related	field.	

6. EXPERIENCE 

A	minimum	of	three	years	of	progressively	responsible	experience	in	public	information,	journalism,	
international	relations,	public	administration	or	related	area.		

7. LANGUAGES

Fluency	in	one	of	the	official	languages	of	the	African	Union.			

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.
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1. POST

Job Title: Security Officer
Grade:	 	 P2
Section: Safety and Security
Duty Station: Field Mission

2. JOB PURPOSE

To	assist	in	the	design,	provision	and	implementation	of	all	safety	and	security	services	to	protect	mis-
sion staff and assets.

3. MAIN DUTIES AND RESPONSIBILITIES

Within	delegated	authority,	the	Security	Officer	may	be	responsible	for	the	following	duties:	(These	
duties	are	generic	and	may	not	be	performed	by	all	Security	Officers.)

• Assists	in	preparing	draft	security	plans	for	a	specific	area	within	the	overall	mission	area	of	oper-
ations. 

• Performs	routine	investigations	or	security	assessments	to	ensure	the	safety	of	field	staff	to	enter	
or	return	to	a	location	where	actual	or	suspected	problems	exist.

• Ensures	that	all	staff	members	are	kept	fully	informed	on	matters	affecting	their	security.

• Conducts routine security surveys of office and residential areas and premises.

• Investigates	and	prepares	reports	on	minor	cases	of	theft,	illegal	entry,	assault,	or	other	incidents	
when	the	extent	of	the	infraction	is	readily	determinable.

• Assists	higher	grade	Security	Officers	 in	establishing	policies	and	procedures	for	reviewing	crisis	
situations and preparing contingency plans for emergencies.

• Assists	in	the	recruitment,	training	and	supervision	of	local	security	guards.
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• Assists	in	identifying	and	recording	African	Union	assets	and	number	of	staff	to	be	protected,	and	
estimates	number	of	guards	required.				

• Liaises	with	local	authorities	to	discuss	potential	problems	and	plans	possible	methods	of	resolu-
tion.

• Serves	as	member	of	interdisciplinary	team	on	matters	of	non-routine	nature,	such	as	mine	remov-
al,	evacuations,	medical	emergency	or	hostilities	that	threaten	the	safety	of	staff	and	dependents.

• Draft	periodic	and	incidental	reports	and	developments.

• Performs	other	duties	as	assigned.

4. REQUIRED COMPETENCIES

Professionalism

Good	basic	 skills	 in	 security	 specialization	 to	 be	 able	 to	 recognize	 and	 evaluate	 the	 seriousness	 of	
threats	and	potential	dangers.	 	Well-developed	analytical	skills.	Ability	to	appraise	and	evaluate	the	
security-related	 implications	 of	 economic,	 political,	 cultural	 and	 historical	 variables	 in	 the	 country.		
Demonstrates	professional	competence	and	mastery	of	subject	matter.	Takes	responsibility	for	incor-
porating	gender	perspectives	and	ensuring	the	equal	participation	of	women	and	men	in	all	areas	of	
work.

Communication

Speaks	and	writes	clearly	and	effectively;	listens	to	others,	correctly	interprets	messages	from	others	
and	responds	appropriately;	asks	questions	 to	clarify,	and	exhibits	 interest	 in	having	 two-way	com-
munication;	 tailors	 language,	 tone,	 style	and	 format	 to	match	audience;	demonstrates	openness	 in	
sharing	information	and	keeping	people	informed.

Planning & Organizing

Develops	clear	goals	that	are	consistent	with	agreed	strategies;	identifies	priority	activities	and	assign-
ments;	adjusts	priorities	as	required;	allocates	appropriate	amount	of	time	and	resources	for	complet-
ing	work;	foresees	risks	and	allows	for	contingencies	when	planning;	monitors	and	adjusts	plans	and	
actions	as	necessary;	uses	time	efficiently.
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Stakeholder	Engagement

Considers	all	those	to	whom	services	are	provided	to	be	“stakeholders”	and	seeks	to	see	things	from	
stakeholders’	 point	 of	 view;	 establishes	 and	 maintains	 productive	 partnerships	 with	 stakeholders	
by	gaining	 their	 trust	and	respect;	 identifies	stakeholders’	needs	and	matches	 them	to	appropriate	
solutions;	monitors	ongoing	developments	inside	and	outside	the	stakeholders’	environment	to	keep	
informed	and	anticipate	problems;	keeps	stakeholders	informed	of	progress	or	setbacks	in	projects;	
meets	timeline	for	delivery	of	products	or	services	to	stakeholder.

5.	 EDUCATION

A	first-level	university	degree	in	business	administration,	political/social	science,	psychology,	interna-
tional	relations,	military	science,	law	or	a	related	field.	

6. EXPERIENCE 

A	minimum	of	three	years	of	progressively	responsible	experience	in	the	military,	police,	or	security	
management	preferably	in	the	police	or	military	context	or	related	area.		

7. LANGUAGE

Fluency	in	one	of	the	official	languages	of	the	African	Union.	

8. GENDER MAINSTREAMING

The	AU	Commission	is	an	equal	opportunity	employer	and	qualified	women	are	strongly	encouraged	
to apply.

  6   African Standby Capacity (ASC) Generic job Descriptions
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1. CIVIL AFFAIRS OFFICER

• Compiles	and	analyzes	the	data	necessary	for	the	preparation	of	political	analysis	and	other	assessments	on	
the	impact	of	the	political,	economic	and	social	environment	on	mandate	implementation.

• Drafts	sections	of	mission	documents	and	reports.
• Verifies,	 calculates	 and	 presents	 information	 obtained	 from	a	 variety	 of	 sources	 in	 a	 logical	 and	 orderly	

manner.
• Monitors specific aspects of mandate implementation.  Identifies problems and proposes corrective action.
• Assists	in	the	identification	of	local	experts.
• Assists	in	identifying	external	training	opportunities	for	national	counterparts.		
• Develops	and	maintains	close	contact	with	local	government	officials,	community-based	organizations,	and	

other	central	agencies,	etc.
• Assists	in	the	coordination	of	mandate	implementation	with	other	international	agencies.
• Assist	in	the	provision	of	preliminary	assessment	of	capacity	building	needs	of	local	institutions.	
• Assists	 in	 the	 coordination	 of	 actions	 relative	 to	 obtaining	 technical	 assistance/funding	 support	 from	

multilateral	and	bilateral	donors	with	respect	to	capacity	building	projects.
• Coordinates	 (across	 disciplines	 and	 components)	 with	 other	 team	members	 to	 achieve	 consistency	 and	

synergy.
• Performs	other	related	work	as	required.	

Within the overall context of civil affairs:

1. Compilation	and	analyses	of	data/information	related	to	political,	economic	and/or	social	environment
2. Draft	sections	of	documents	and	reports
3. Development	of	contacts/network	with	government	officials,	community	based	organizations	and	similar
4. Assist	in	assessment	of	capacity	building	needs	of	local/national	institutions.
5. Assist	in	coordination	of	actions	related	to	technical	assistance/funding	related	to	capacity	building	projects/

initiatives	

Sample Question Related to Key Responsibility Number 3: 

What	types	of	external	stakeholders	[e.g.	government	officials,	etc]	you	have	worked	with	in	the	past?	On	what	
sorts	of	issues	have	you	had	to	work	with	them?		Thinking	of	one	example	where	you	worked	with	an	external	
stakeholder,	what	was	the	specific	situation	or	initiative	you	worked	on?	What	was	the	outcome?	From	your	
perspective,	what	could	have	gone	better?		What	would	you	do	differently	next	time?	

7. Key Areas of Responsibility  
     for Each ASC Generic Profile (P2)
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2. FINANCE OFFICER

• Prepares	allotments,	including	redeployment	of	funds	when	necessary,	ensuring	appropriate	expenditures.
• Reviews	requisitions	for	goods	and	services	to	ensure	(a)	correct	objects	of	expenditure	have	been	charged,	

and	(b)	availability	of	funds.
• Administers	 and	 monitors	 extra-budgetary	 resources,	 including	 review	 of	 agreements	 and	 cost	 plans,	

ensuring	compliance	with	regulations	and	rules	and	established	policies	and	procedures.
• Assists	in	the	preparation	of	budget	performance	submissions.
• Reviews	and	assists	 in	finalization	of	budget	performance	reports,	analyzing	variances	between	approved	

budgets	and	actual	expenditures.
• Monitors budget implementation and recommends reallocation of funds as necessary.
• Monitors	expenditures	to	ensure	that	they	remain	within	authorized	levels.
• Reviews,	analyses	and	assists	in	the	finalization	of	cost	estimates	and	budget	proposals,
• Assists	managers	in	the	elaboration	of	resource	requirements	for	budget	submissions.	
• Keeps	up-to-date	on	documents/reports/guidelines	that	have	a	bearing	on	matters	related	to	programme	

and/or	peacekeeping	budgets,	ensuring	compliance	with	intergovernmental	recommendations	and	decisions	
as	well	as	with	United	Nations	policies	and	procedures;

• Performs	other	related	duties,	as	assigned.

Within the overall context of finance and budgets:

1. Administers and monitors budgets
2. Monitors	expenditures	and	availability	of	funds	to	ensure	expenditures	remain	within	authorized	levels
3. Analyzes	variance	between	approved	budgets	and	actual	expenditures
4. Assists	managers	with	budget	submissions
5. Ensures	budgets	and	processing	of	expenses	are	within	organizational	rules	and	regulations

Sample Question Related to Key Responsibility Number 1: 

What	size	budgets	have	you	worked	with	in	the	past?	What	was	your	role	in	administering	and	monitoring	the	
budget	compared	to	the	role	of	your	manager?	What	do	you	find	are	the	keys	to	effectively	administering	and	
monitoring	a	budget?	What	have	you	found	to	be	particularly	challenging?	What	steps	did	you	take	to	address	
those	challenges?

  7   Key Areas of Responsibility for Each ASC Generic Profile (P2)
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3. HUMAN RESOURCES OFFICER

• Administers	and	provides	advice	on	salary	and	related	benefits,	travel,	and	social	security	entitlements.
• Assist	 in	 the	 assessment	 of	 relevant	 personnel	 actions	 including	 recruitment,	 seperations,	 transfers,	

assignments and promotions
• Develop	acute	understanding	of	the	Staff	Rules	and	other	administrative	instructions
• Provides	advice	on	interpretation	and	application	of	policies,	regulations	and	rules.	Reviews	and	provides	

advice	on	exceptions	to	policies,	regulations	and	rules.
• Provides	guidance	to	programme	managers	on	the	application	of	classification	policies	and	procedures	and	

by	undertaking	whole	office	review.
• Identifies and analyzes staff development and career support needs and designs programmes to meet 

identified needs.
• Provides	induction	orientation	and	briefing	to	new	staff	members.
• Supervises	the	maintenance	of	the	human	resources	filing	system.
• Provides	advice	and	support	to	managers	and	staff	on	human	resources	related	matters.	
• Keeps	abreast	of	developments	in	various	areas	of	human	resources.

Within the overall context of human resources:

1. Administers	salary	and	benefits
2. Assists	in	staff	actions	such	as	recruitment	and		separations
3. Application	and	interpretation	of	staff	rules	and	regulations
4. Identifies	staff	development	needs
5. Provides	advice	and	support	to	managers	and	staff	on	human	resources	matters

Sample	Question	Related	to	Key	Responsibility	Number	5:	

Tell	me	about	a	time	when	you	had	to	provide	advice	to	a	manager	or	staff	member	on	a	human	resources	issue.	
What	was	the	issue?	What	did	you	take	into	consideration	when	providing	advice	on	that	particular	issue?		What	
was	the	outcome	of	the	situation?		Looking	back,	is	there	anything	you	would	do	differently?
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4. HUMAN RIGHTS OFFICER

• Researches	and	collects	information	pertaining	to	human	rights	matters,	including	their	gender	dimensions	
from	a	 variety	 of	 data	 sources	 (e.g.	 communications,	 publications,	 the	press)	 to	 keep	 abreast	 of	 issues/
events	and	provide	up-to-date	information;	assists	in	the	analysis	of	information,	to	include	the	impact	on	
the	countries	and	thematic	mandates	on	the	human	rights	situation	in	assigned	area.

• Drafts	a	variety	of	reports	and	correspondence	relating	to	human	rights	matters.
• Participates	in	hearings	and	consultations;	prepare	summaries	of	results.
• Maintains	awareness	of	current	human	rights	issues,	to	include	relevant	political	and	legal	developments	in	

the	country(ies)	concerned.
• Participates	 in	human	 rights	 training	programmes	 for	national	 law	enforcement	officials,	 representatives	

of	the	civil	society	and	human	rights	non-governmental	organizations	(NGOs)	in	order	to	promote	national	
capacity building.

• Reviews	human	rights	issues,	including	their	gender	dimensions,	and	participates	in	discussions	with	other	
Human	Rights	Officers	(HROs)	on	the	integration	of	these	issues	into	political,	humanitarian	and	economic	
efforts and programmes.

• Assists	 in	 promoting	 efforts	 for	 community	 mobilisation	 and	 those	 that	 focus	 on	 exercise	 of	 rights	 of	
population.

• Participates	with	other	HROs	in	discussions	with	relevant	authorities	and	other	influential	actors	with	the	
aim	of	stopping	or	preventing	human	rights	violations	or	seeks	other	remedial	action	by	the	authorities	to	
prevent	similar	violations	occurring	in	the	future.

• Liaises	with	government,	NGOs,	Civil	Society	organizations,	UN	agencies	and	other	partners	to	create	baseline	
data	on	the	human	rights	situation,	with	special	attention	to	vulnerable	groups.

• Designs	and	maintains	database	to	track	project	progress.
• Performs	other	related	duties	as	required.

Within the overall context of human rights:

1. Researches,	collects	and	analyzes	information	related	to	human	rights	matters
2. Drafts	reports	or	other	similar	documents	(e.g	briefing	notes,	etc)
3. Participates	in	the	delivery	of	human	rights	training	programmes	for	individuals	such	as	national	law	enforce-

ment	officials/civil	society/NGOs/others
4. Participates	in	discussions	and	consultations	with	relevant	stakeholders	with	a	focus	on	preventing	human	

rights	violations
5. Maintains	awareness	of	human	rights	issues	in	assigned	countries

Sample Question Related to Key Responsibility Number 3: 

Tell	me	about	a	time	when	you	participated	in	the	delivery	of	a	human	rights	training	programme.	Who	was	the	
target	audience?	How	did	you	go	about	preparing	for	the	training?	How	did	you	ensure	the	audience	understood	
the	training?	What	was	the	most	rewarding	part	of	the	training	for	you?	What	was	most	difficult?	Looking	back,	
what	are	the	things	you	would	do	the	same?	What	would	you	do	differently?

  7   Key Areas of Responsibility for Each ASC Generic Profile (P2)
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5.	 HUMANITARIAN LIAISON OFFICER

• In	consultation	with	a	senior	Humanitarian	Liaison	Officer,	assists	in	the	design	and	preparation	of	studies	on	
humanitarian,	disaster,	emergency	relief	and	related	issues	and	in	various	follow-up	activities.

• Researches,	analyzes	and	presents	information	gathered	from	diverse	sources	on	assigned	topics/issues.
• Contributes	 to	 the	preparation	of	various	written	documents,	e.g.	drafts	 sections	of	 studies,	background	

papers,	policy	guidelines,	parliamentary	documents	etc.	
• Develops	and	maintains	reference/resource	information	on	specific	topics	or	policy-related	issues;	responds	

to	various	inquiries	and	information	requests	internally	and	externally.	
• Assists	in	the	production	of	appeals	for	international	assistance;	
• Assists	 in	 the	organization	of	meetings,	seminars,	conferences,	work	shops,	etc.	with	other	agencies	and	

partners	to	facilitate	exchanges	of	professional	expertise	and	views	on	specific	humanitarian-related	sub-
jects/issues;	serves	as	reporter	to	such	events.	

• Maintains	awareness	of	current	humanitarian	affairs	and	related	issues,	to	include	relevant	political,	policy,	
gender	considerations	or	other	developments	in	specific	subject	area,	country	or	region	concerned.

• Participates	in	technical	assistance,	disaster	assessment	or	other	missions.
• Participates	in	project/programme	formulation	and	mobilization	of	relevant	resources.	
• Performs	other	duties	as	required.

Within the overall context of humanitarian affairs: 

1. Assists	in	study	of	humanitarian	issues/needs	and	follow-up	activities
2. Research	and	analyze	information
3. Contribute	to	preparation	of	documents	such	as	studies,	reports,	and	similar
4. Assists	in	organizing/participating	in	meetings,	seminars,	and/or	similar	with	other	organizations	with	a	hu-

manitarian focus
5. Maintains	awareness	of	humanitarian	affairs	needs	in	assigned	countries

Sample Question Related to Key Responsibility Number 1: 

Tell	me	about	a	time	when	you	had	to	assist	in	the	study	of	humanitarian	issues/needs	in	an	assigned	country.	
How	did	you	go	about	collecting	the	relevant	information?	What	specific	issues	did	you	identify	as	key	issues/
needs?	How	did	you	determine	that	those	were	the	key	 issues/needs?	What	sorts	of	 follow-up	activities	did	
you	propose/conduct?	To	whom	was	the	study	presented?	What	was	the	outcome?	Looking	back	on	the	entire	
process,	what	are	you	particularly	proud	of?	What	would	you	change?
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6. INFORMATION, COMMUNICATIONS AND TECHNOLOGY OFFICER

• Participates	in	preparing	user	requirements	and	other	technical	specifications.	
• Assists	in	the	design,	development	and	installation	of	information	systems.
• Undertakes	analysis	of	well-defined	modules	within	the	system,	develop	enhancements	and	new	features	to	

existing	systems;	may	design	and	implement	systems	as	needed.	
• Undertakes	rigorous	testing	and	proving	of	applications	software.
• Maintains	assigned	portions	of	systems,	providing	operational	support	for	system’s	applications,	analyzing	

and	implementing	system	changes/upgrades,	etc.	
• Ensures	data	security	and	integrity.
• Participates	in	developing	disaster	recovery	plans.
• Prepares,	updates	and	maintains	system’s	documentation	and	related	technical/procedural	manuals.
• Assists	 in	 procurements,	 including	 conducting	 needs	 assessments	 and	 benchmarks,	 preparing	 technical	

specifications and evaluation criteria.
• Assists	in	the	set-up	and	monitoring	of	software	performance	measures.
• Drafts	training	materials	and	conducts	training	sessions	and	demonstrations	of	systems	for	users.
• Participates	with	senior	staff	in	assessing	and	testing	new	technology.
• Performs	ad	hoc	duties	as	required.
• May	provide	guidance	to	new/junior	staff.

Within the overall context of ICT:

1. Participates	in	preparing	user	requirements	and/or	technical	specifications
2. Assists	in	installation	of	information	systems
3. Maintains	systems	and	implementing	system	changes/upgrades
4. Undertakes	system	testing
5. Conducts	training	and	demonstrations	of	systems	for	users

Sample Question Related to Key Responsibility Number 1: 

Tell	me	about	a	time	when	you	had	to	prepare	user	requirements	or	technical	specifications.	What	was	the	sit-
uation?	Who	was	the	user	with	whom	you	were	working?	How	did	you	ensure	that	you	clearly	understood	the	
user’s	requirements?	What	was	the	outcome?	What	did	you	find	particularly	challenging?

  7   Key Areas of Responsibility for Each ASC Generic Profile (P2)
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7. LEGAL OFFICER

• Conducts	legal	research	on	a	diverse	range	of	assigned	issues	in	international	law	and	other	area(s)	of	spe-
cialization	using	multiple	research	sources;	selects	relevant	material,	analyzes	information	and	presents	find-
ings for internal review.

• Assists	Legal	Officers	in	the	review	of	legal	documents,	instruments,	or	other	material;	identifies	important	
issues,	similarities	and	inconsistencies,	etc.	

• Assists	in	the	preparation	of	drafts	of	background	papers,	studies,	reports,	etc.
• Assists	in	the	preparation	of	legal	opinions/advice	on	a	wide	range	of	international	public	and	private	law	

issues,	,	issues	relating	to	privileges	and	immunities,	SOFA,	SOMA,	procurement	matters,	the	legal	arrange-
ments	of	Government	owned	premises	provided	to	the	mission,	third	party	claims	against	the	mission’s	op-
erations	as	well	as	legal	questions	relating	to	interpretation	of	African	Union	regulations	and	rules.	Assesses	
the	relevance	or	admissibility	of	evidence	gathered	by	investigators.

• Assists	in	the	preparation	of	agreements	and	contracts	with	governments,	NGOs	and	other	public	and	pri-
vate	entities,	as	well	as	claims	and	disputes.

• Assists	in	representing	the	Organization	before	arbitral	and	other	tribunals	or	administrative	proceedings,	
including disciplinary cases.

• Assists	in	providing	legal	advice	on	human	resources	matters	and	assists	in	reviewing	administrative	deci-
sions.

• Assists	in	administering	programmes	of	legal	technical	assistance.
• Assists	Legal	Officers	in	servicing	diplomatic	conferences,	commissions,	committees,	task	forces	and	other	

bodies,	including	preparation	of	background	materials,	summaries	of	issues	and	views	of	delegations,	etc.,	
• Performs	other	duties	as	assigned

Within the overall context of legal affairs within an international context: 

1. Conducts	legal	research,	analyzes	information,	presents	findings
2. Reviews	legal	documents	or	other	material	and	identifies	key	issues
3. Assists	in	preparation	of	background	papers,	reports,	other	similar	documents
4. Assists	in	preparation	of	legal	opinions/advice
5. Assists	in	preparation	of	agreements	and	contracts

Sample	Question	Related	to	Key	Responsibility	Number	5:	

Tell	me	about	a	time	when	you	had	to	assist	in	the	preparation	of	an	agreement	or	contract.	What	was	the	situ-
ation?	Who	were	the	stakeholders	involved?	What	sorts	of	issues	did	you	need	to	take	into	consideration	during	
the	process?	What	was	the	outcome?	What	types	of	challenges	or	difficulties	did	you	face	during	the	process?	
What	approach	did	you	take	to	address	those	challenges?	Is	there	anything	you	would	do	differently	next	time?
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8. LOGISTICS OFFICER

• Logistics	 support	 for	new	and	ongoing	missions	 includes:	 	 supply	chain	management,	materials	manage-
ment,	 transportation,	 maintenance,	 contracts	 and	 services	 management,	 communications,	 information	
technology,	engineering	and	medical	services.	Incumbents	at	this	level	typically:

• Provides	logistics	support	to	ongoing	air,	land,	sea,	or	rail	operations	in	the	area;
• Identifies,	mobilises	resources,	implements	and	reports	on	special	logistics	operations.
• Prepares	reports	based	on	logistics	movements	and	distributes	them	according	to	requirements.
• Liaises	with	other	units	on	 logistic	matters,	 such	as	 transportation,	communications,	air	movements	and	

procurement.
• Supports	logistics	staff	in	other	offices.
• Ensures	that	accurate	and	complete	accounting,	reporting	and	internal	control	systems	are	functioning	and	

that	all	relevant	records	are	maintained.
• Performs	other	related	duties	as	required.

Within the overall context of logistics with a peace support operation:

1. Provides	logistics	support	to	resource	(materials	and	people)	mobilization	by	air,	land,	sea,	and/or	rail
2. Assists	with	reporting	and	internal	control	systems
3. Preparation	of	reports/documents	related	to	logistics/materials	movements
4. Liaison	with	other	units	on	logistics	matters,	such	as	transportation,	procurement,	and	others
5. Assists	with	implementation	of	contracts	and	services	management	to	ensure	stipulated	delivery	of	materi-

als/goods/services

Sample Question Related to Key Responsibility Number 2: 

Tell	me	about	the	types	of	reporting	and	internal	control	systems	you’ve	worked	with	in	the	past	[e.g.	fuel	usage	
monitoring	systems].	What	has	been	your	role	in	the	reporting	and	internal	control	systems?	What	has	made	
the	 internal	control	systems	particularly	effective?	What	have	you	found	to	be	the	biggest	challenges?	What	
have	you	done	to	address	those	challenges	(or	what	would	you	propose	be	done	to	address	those	challenges)?

  7   Key Areas of Responsibility for Each ASC Generic Profile (P2)
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9. POLITICAL AFFAIRS OFFICER

• Analyses	 information	 contained	 in	 communications	 and	publications	 received	 from	different	 sources,	 in-
cluding	the	press;	maintains	up-to-date	knowledge	of	events	relating	to	political	issues	in	a	specified	area	or	
subject	matter;

• Assists	senior	officials	with	briefing	notes,	background	papers	and	talking	points.
• Identify	and	provide	early	warning	briefs	on	potential	challenges
• Prepares	summaries	of	articles	from	a	wide	variety	of	sources	and	draft	a	variety	of	correspondence,	and	

sections of reports.
• Monitors	political,	socio-economic,	and	other	politically	relevant	developments	in	an	assigned	area.	
• Provides	input	into	political,	humanitarian	and	economic	efforts	and	programmes.
• Creates	databases	that	track	project	progress	and	provides	other	information	relevant	to	assigned	area.
• Performs	other	related	duties	as	required.

Within the overall context of political affairs: 

1. Analysis	of	information	from	different	sources	(e.g.	publications,	medial,	etc)
2. Monitors	political,	socio-economic	and/or	other	politically	relevant	developments	in	assigned	country
3. Identification	of	potential	political	challenges
4. Assists	in	the	development	of	briefing	notes,	background	papers,	talking	points,	or	similar
5. Provides	relevant	input	into	programmes/initiatives	(e.g.	political,	humanitarian	or	other	initiatives)

Sample Question Related to Key Responsibility Number 2: 

Tell	me	about	a	time	when	you	needed	to	monitor	the	political,	socio-economic	or	other	politically	relevant	de-
velopments	in	a	country.	What	was	the	situation?	How	did	you	monitor	the	situation?	What	information	did	you	
draw	on?	How	did	you	go	about	validating	that	information?	What	were	the	key	issues	you	identified?	To	whom	
was	the	 information	presented?	What	was	the	outcome?	What	went	particularly	well	 in	 the	entire	process?	
What	would	you	do	differently	next	time?
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10.   PROCUREMENT OFFICER

• Plans	procurement	actions	for	assigned	projects,	which	typically	involve	the	procurement	of	a	select	group	
of	technically	complex	commodities	or	services,	or	for	a	variety	of	goods	and	services	of	a	general	nature.

• Reviews	and	analyzes	technical	specifications	to	ensure	completeness,	accuracy	and	competitive	qualities,	
and identifies optional courses of action.

• Assists	staff	in	matters	regarding	procurement	policies	and	procedures,	technical	specifications,	pricing	and	
product/service	availability,	as	well	as	appropriate	substitutes	or	alternative	options	to	reduce	costs.	

• Develops	vendor	pre-qualifying	criteria,	 identifies	product	 sources	and	evaluates	vendor	performance	as	
regards	quality,	prices,	delivery,	equipment,	etc.

• Solicits	and	evaluates	bids/proposals/quotations	to	ensure	overall	competitiveness,	quality,	and	conformity	
to	specified	requirements.

• Compiles	and	presents	procurement	data;	prepares	all	 relevant	 supporting	documents	and	 recommends	
approval	of	the	contract	or	purchase	order;	may	authorize	purchases	in	line	with	delegated	authority,	and,	
in	cases	where	the	amount	exceeds	authorized	signature	authority,	prepares	submissions	to	the	contracts	
committee	for	review	and	subsequent	approval	by	the	authorized	official.	

• Coordinates timely delivery of goods and services.
• Participates	in	the	market	and	supplier	research.
• Prepares	a	variety	of	reports,	correspondence,	and	documents	(e.g.	purchase	orders,	contracts	and	amend-

ments)	on	procurement-related	matters.
• Performs	other	duties	as	assigned

Within the overall context of procurement: 

1. Review	and	analysis	of	technical	specifications	prior	to	procurement
2. Assist	staff	and	managers	to	understand	procurement	policies	and	procedures
3. Development/population	of	 procurement	 documentation	 for	 release	 to	 bidding	 vendors	 (e.g.	 request	 for	

proposal,	etc)
4. Evaluation	of	bids/proposals/quotations
5. Preparation	of	reports,	correspondence,	documents	(e.g.	purchase	orders,	contracts,	etc)	related	to	procure-

ment 

Sample Question Related to Key Responsibility Number 4: 

Tell	me	about	a	time	when	you	needed	to	evaluate	a	bid,	proposal	or	quotation.	What	was	the	situation?	How	
did	you	go	about	making	the	evaluation?	Who	else	was	involved	in	the	process	and	what	role	did	they	play?	
What	was	the	outcome?	What	was	challenging	about	the	process?	 	How	did	you	go	about	addressing	those	
challenges	(or	what	would	you	do	differently	next	time)?

  7   Key Areas of Responsibility for Each ASC Generic Profile (P2)
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11.  PUBLIC INFORMATION OFFICER

• Tracks,	 researches	 and	 analyzes	 information	on	 assigned	 topics/issues;	 gathers	 information	 from	diverse	
sources	and	helps	to	assess	news	value	and	other	potential	impact,	as	well	as	to	evaluate	the	effectiveness	
of information campaigns.

• Drafts/compiles	a	specific	type	or	types	(e.g.	print,	broadcast,	etc.),	of	information	communications	products	
for	target	audiences,	to	include	press	releases,	media	packets	and	reports,	brochures,	briefings,	video	clips,	
newsletters,	websites,	etc.	

• Organizes	the	clearance,	production	and	distribution	of	information	material;	conducts	photo	and	graphic	
research.

• Prepares,	on	the	basis	of	official	documentation	and	other	sources,	initials	drafts	of	articles	or	chapters	for	
inclusion	in	newsletters,	periodicals,	reports	and	books.

• In	consultation	with	others	 identifies	and	proposes	 information	opportunities,	activities	and	approaches,	
taking	into	account	the	situation/topic	and	target	audience.	

• Identifies	key	contacts/constituencies	and	opportunities	for	strategic	partnerships	to	facilitate	communica-
tion	efforts	and	maintains	working	relationships	with	the	same.

• Organizes	or	participates	in	the	organization	of	conferences,	seminar,	press	briefings,	interviews,	etc.;	pre-
pares	briefing	materials	for	senior	officials	prior	to	their	participation	in	such	events.

• Responds	to	a	variety	of	inquires	and	information	requests	internally	and	externally;	prepares	related	cor-
respondence.

• Assist	in	the	updating	and	maintenance	of	mission	website.
• Performs	other	duties	as	assigned

Within the overall context of public information: 

1. Gathers	information	from	variety	of	sources	and	assesses	potential	impact	on	organization/mission
2. Drafts	specific	types	of	information	for	target	audience	(e.g.	press	releases,	brochures,	newsletters,	informa-

tion	for	web	site	etc)
3. Identifies	and	proposes	information	opportunities	and	activities
4. Organizes	or	participates	in	organization	of	conferences,	press	briefings,	interviews,	etc
5. Responds	to	inquiries	and	requests	for	information

Sample Question Related to Key Responsibility Number 2: 

Tell	me	about	the	types	of	public	information	materials	you	have	developed.	What	do	you	take	into	considera-
tion	when	developing	such	materials?	Thinking	about	one	particular	piece	of	material	you	developed,	what	was	
the	situation	[i.e.	why	did	you	develop	the	materials]?	Who	was	the	target	audience?	What	did	you	develop?	
What	process	did	you	go	through	in	developing	the	material?	What	was	particularly	challenging?	What	went	
really	well?	What	was	the	outcome?



139

12.  SECURITY OFFICER

• Prepares	a	draft	security	plan	for	a	specific	area	within	the	overall	mission	area	of	operations.	
• Performs	routine	investigations	or	security	assessments	to	ensure	the	safety	of	field	staff	to	enter	or	return	

to	a	location	where	actual	or	suspected	problems	exist.
• Ensures	that	all	staff	members	are	kept	fully	informed	on	matters	affecting	their	security.
• Conducts routine security surveys of office and residential areas and premises.
• Investigates	and	prepares	reports	on	minor	cases	of	theft,	illegal	entry,	assault,	or	other	incidents	when	the	

extent	of	the	infraction	is	readily	determinable.
• Assists	higher	grade	Security	Officers	in	establishing	policies	and	procedures	for	reviewing	crisis	situations	

and preparing contingency plans for emergencies.
• Assists	in	the	recruitment,	training	and	supervision	of	local	security	guards.
• Assists	in	identifying	and	recording	African	Union	assets	and	number	of	staff	to	be	protected,	and	estimates	

number	of	guards	required.				
• Liaises	with	local	authorities	to	discuss	potential	problems	and	plans	possible	methods	of	resolution.
• Serves	as	member	of	interdisciplinary	team	on	matters	of	non-routine	nature,	such	as	mine	removal,	evacu-

ations,	medical	emergency	or	hostilities	that	threaten	the	safety	of	staff	and	dependents.
• Draft	periodic	and	incidental	reports	and	developments
• Performs	other	duties	as	assigned.

Within the overall context of security, particularly within a PSO: 

1. Participates	in	preparation	of	security	plan
2. Performs	security	assessments	of	office/mission	area/residential	areas
3. Investigates	and	prepares	reports	on	minor/major	security	issues/incidents
4. Assists	in	establishing	policies	and	procedures	related	to	security	and	contingency	plans
5. Ensure	staff	informed	on	security	matters

Sample Question Related to Key Responsibility Number 4: 

Tell	me	about	a	time	when	you	needed	to	assist	in	establishing	policies	and	procedures	related	to	security.	What	
was	the	situation?	What	did	you	need	to	take	into	consideration	when	developing	such	policies	and	procedures?	
Who	else	was	involved?	How	did	you	ensure	that	the	appropriate	people	understood	the	policies	and	proce-
dures?	What	did	you	find	worked	really	well	during	the	process?	What	didn’t	go	as	well	as	planned?	What	would	
you	do	differently	next	time?

  7   Key Areas of Responsibility for Each ASC Generic Profile (P2)
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13.  CONDUCT AND DISCIPLINE OFFICER

• Carries	out	basic	quantitative	and	qualitative	research	on	conduct	and	discipline	issues,	e.g.	reviews	relevant	
documents,	 reports	 and	other	material;	 collects,	 analyzes	 and	presents	 statistical	 and	other	 information	
gathered	from	diverse	sources;	identifies	problems	and	issues	and	proposes	corrective	actions;	liaises	with	
relevant	organizations	on	such	issues.

• Keeps	current	on	developments	and	trends	 in	the	field	of	conduct	and	discipline	and	supports	efforts	 to	
raise	awareness,	about	AU	standards	of	conduct,	and	to	prevent	instances	of	personnel	misconduct,	through	
inputs	to	internal	and	external	communications	and	campaigns.

• Drafts	or	provides	 inputs	 to	a	variety	of	written	outputs	 (e.g.	background	briefs,	analytical	notes,	 talking	
points,	presentations,	reports,	standards	and	procedures,	etc.)	for	mission	management,	legislative	bodies	
and	other	offices.		

• Performs	data	mining	and	data	analysis	to	produce	narrative	and	statistical	reports	on	all	aspects	of	person-
nel conduct. 

• Assists in maintaining and monitoring a data management system for all categories of personnel misconduct.
• Assist	with	reviews	of	alleged	misconduct	by	AU/mission	peacekeeping	personnel;	receives	and	documents	

complaints	and	assists	with	ensuring	appropriate	follow-up.	
• Provides	administrative	and	substantive	support	to	consultative	and	other	meetings,	conferences,	etc.,	to	

include	proposing	agenda	topics,	identifying	participants,	preparation	of	background	documents	and	pres-
entations,	handling	logistics,	etc.

• Assist	in	the	development	and	implementation	of	public	information	and	community	outreach	measures	on	
conduct and discipline issues

• Performs	other	duties	as	required.

Within the overall conduct and discipline, particularly within a PSO: 

1. Collection	and	analysis	of	relevant	statistical	information
2. Identifies	problems	and	proposes	corrective	action
3. Supports	efforts	to	raise	awareness	on	standards	of	conduct
4. Drafts	or	provides	input	into	written	materials	(e.g.	background	briefs,	talking	points,	etc)
5. Assists	with	review	of	alleged	misconduct	by	personnel

Sample	Question	Related	to	Key	Responsibility	Number	5:	

Tell	me	about	a	time	you	have	needed	to	assist	with	the	review	of	alleged	misconduct	by	personnel.	What	was	
the	situation?	What	role	did	you	play	in	the	review?	How	did	you	go	about	conducting	the	review/assisting	with	
the	review?	What	was	the	outcome?	What	did	you	find	to	be	the	most	difficult	part	of	the	review	process?	What	
did	you	learn	that	you	will	apply	to	future	situations	or	to	the	conduct	and	discipline	programme?	
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14.  GENDER AFFAIRS OFFICER

• Conducting	research	to	develop	a	knowledge	base	providing	key	resources	on	gender	and	women’s	issues,
• Assist	in	the	provision	of	support	on	gender	policy	and	operational	issues
• Support	the	AU	and	UN’s	Policy	Directive	on	Gender	Equality	in	Peacekeeping	and	UN	Security	Council	Res-

olution	1325	on	women,	peace	and	security
• Assist	 in	the	provision	of	substantive	to	 inform	development	of	gender	sensitive	policies	and	operational	

tools	for	different	Sections	with	in	the	mission
• Contribute	to	the	consolidation	and	documentation	of	good	practises	on	gender	and	peacekeeping	and	en-

sure	their	integration	into	policy	development	and	review	process
• Maintain	an	online	knowledge	base	on	women	and	gender	 issues	 in	the	mission	(tools,	 resources,	docu-

ments,	NGO	database,	contacts,	web	links)	
• A	database	on	indicators	and	statistics	on	women	and	gender	issues	in	the	country	and	in	liaison	with	gov-

ernment,	local	and	international	NGO’s	operating	in	the	country;
• Supporting	the	identification	of	training	needs,	development	of	training	materials	and	tools	and	in	partici-

pating	in	the	delivery	of	training	in	gender	issues	for	mission	personnel	and	wider	audience,	such	as	Govern-
ment	Officials,	NGO’s	and	local	groups;

• Assisting	in	developing	and	updating	advocacy	materials	and	Information,	Education	and	Communications	
tools	through	networking	with	National	Women’s	Machinery	to	ensure	adequate	coverage	of	national	level	
(i.e.	International	Women’s	Day)	as	well	as	visibility	of	women’s	issues	in	other	events;

• Liaising	with	mission	Units	and	Government	Information	channels	to	assist	in	the	development	of	materials	
on	gender	at	national	level;

• Assisting	in	and	undertaking	public	advocacy	and	outreach	activities	in	the	country
• Perform	any	other	duties	as	directed

Within the overall gender affairs function, particularly within a PSO: 

1. Assist	in	providing	support	to	development	and	implementation	of	gender	and/or	gender	sensitive	policies
2. Assist	with	development	of	indicators/statistics/information	on	women	and	gender	issues	in	assigned	country
3. Support	identification	of	training	needs	and	development	of	training	materials
4. Liaison	with	government	officials,	NGOs,	local	groups	on	similar
5. Assist	with	development	of	advocacy/outreach	

Sample Question Related to Key Responsibility Number 2: 

Tell	me	about	a	time	when	you	had	to	assist	with	the	development	of	indicators,	statistics	or	information	on	
women	and	gender	issues	 in	an	assigned	country.	What	sort	of	 indicators	or	statistics	were	developed?	How	
did	 you	go	about	developing	and	validating	 those	 indicators/statistics?	What	were	 the	key	outcomes	of	 the	
indicators	[in	other	words,	what	did	they	tell	you]?	How	were	the	indicators/statistics	utilized	by	you	or	others?	
What	did	you	find	to	be	particularly	challenging?	How	did	you	address	those	challenges	(or	would	you	propose	
addressing	the	challenges)?

  7   Key Areas of Responsibility for Each ASC Generic Profile (P2)



142

African Standby Capacity (ASC) Selection Guidelines Manual. 

15.	 DDR OFFICER

• Assists	in	the	development,	implementation	and	evaluation	of	DDR	activities	in	assigned	region	in	accord-
ance	with	system-wide	principles	and	guidance,	and	the	mandate	of	the	Mission	in	particular.

• Carries	out	basic	 research	and	analysis	on	selected	aspects	of	 the	DDR	programme,	 including	operations	
and	other	related	subjects	and	activities,	e.g.	 reviews	relevant	documents	and	reports;	collects,	analyzes	
and	presents	statistical	data	and	other	information	gathered	from	diverse	sources;	identifies	problems	and	
issues	to	be	addressed	and	recommends	corrective	actions;	liaises	with	relevant	parties;	identifies	and	tracks	
follow-up actions.

• Contributes	to	the	monitoring	of	DDR	activities,	undertakes	periodic	reviews	of	DDR	operations	to	assess	
effectiveness	and	efficiency,	achievement	of	results	and	procedural	compliance.

• Maintains	awareness	of	current	DDR	issues,	including	relevant	political,	policy	and	gender	considerations;	
monitors	and	assesses	the	political	situation	in	assigned	area	of	responsibility	as	required.

• Participates	in	discussions	with	the	Mission’s	civilian,	military	and	other	components,	as	well	as	with	inter-
national	and	national	partners	on	DDR	activities.

• Contributes	to	the	preparation	of	various	written	outputs,	e.g.	draft	background	papers,	analytical	notes,	
sections	of	reports	and	studies,	manuals	on	standards	and	procedures,	inputs	to	publications,	etc.

• Provides	administrative	and	substantive	support	to	consultative	and	other	meetings,	conferences,	including	
the	preparation	of	background	documents	and	presentations,	handling	logistics,	etc.

• Undertakes	outreach	activities;	participates	in	the	development	and	delivery	of	training	workshops,	semi-
nars,	and	induction	courses	on	assigned	topics/activities.

• Organizes	field	visits	for	high-level	AU	officials;	participates	in	field	visits	to	review	implementation	of	various	
DDR	programmes/activities,	including	provision	of	substantive	and	administrative	support.

• Performs	other	related	duties	as	required.

Within the overall DDR function:

1. Assists	in	development,	implementation,	monitoring	and	evaluation	of	DDR	activities
2. Basic	research	and	analysis	on	DDR	such	as	review	of	relevant	documentation,	analysis	of	statistical	data,	etc
3. Identification	of	issues	and	recommendation	of	corrective	actions
4. Liaison	with	internal/external	partners	(e.g.	military,	international	partners,	national	partners,	etc)
5. Contributes	to	preparation	of	written	outputs	such	as	background	papers,	sections	of	reports,	etc

Sample Question Related to Key Responsibility Number 1: 

Tell	me	about	the	type	of	DDR	activities	you	have	assisted	in	developing.	What	was	the	situation?	What	sorts	of	
activities	were	developed	and	implemented?	How	did	you	go	about	monitoring	and	evaluating	the	activities?		
What	did	you	find	to	be	some	of	the	key	challenges	in	implementing	or	monitoring	the	activities?	How	did	you	
address	those	challenges?		Which	activities	were	particularly	successful?
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16.   PROTECTION OFFICER 

• Assist	 in	mainstreaming	 Protection	of	 Civilians	 (PoC)	 considerations	 into	 all	 areas	 of	 the	mission’s	work,	
including	police,	military	 components,	Political	 and	Civil	Affairs	 Section,	Humanitarian	 Liaison	and	Public	
Information.

• Assist	 in	the	mission	developing	PoC	strategies,	establishing	PoC	coordination	structures	and	undertaking	
planning	in	support	of	PoC	initiatives

• Assist	in	the	design	and	implementation	of	strategies	and	programmes	to	support	the	host	state	authorities	
to	implement	their	primary	responsibility	to	protect	the	civilian	population;	

• Assist	in	the	implementation	of	the	mission’s	protection	of	civilians	strategy;
• Assist	in	the	collection	of	reliable	and	accurate	and	timely	data	on	protection	issues;
• Assist	in	conducting	investigations	on	violations	identified	by	the	African	Union	and	international	communi-

ty,	host	state	authorities	and	civil	society	actors	committed	against	the	civilian	population;
• Provide	timely	inputs	to	relevant	periodical	reports	and	ensure	timely	delivery	of	a	variety	of	reports,	brief-

ings	and	other	type	of	communications	in	compliance	with	the	mission	mandate	and	in	line	with	relevant	
Security Council resolutions

• Assist	in	the	design	and	delivery	of	training	on	protection	issues	to	military,	police	and	civilian	staff	of	the	
mission;	

• Liaise	with	appropriate	national	authorities,	civil	society,	UN	actors,	local	NGOs	the	host	government,	and	
relevant	coordination	mechanisms	in	ensuring	adequate	response	to	violations	committed	against	the	civil-
ian	population;

• Ensure	up-to-date	information	regarding	substantive	matters	in	the	field	of	protection	of	civilians;	and
• Perform	any	other	duties	as	directed	by	supervisor(s).

Within the overall protection of civilian function:

1. Assist	with	development	of	PoC	strategies	and	initiatives
2. Assist	in	collection	of	data	on	protection	issues
3. Provision	of	inputs	to	reports	and	other	similar	written	documents
4. Assist	in	design	and/or	delivery	of	training
5. Liaison	with	national	authorities,	civil	society,	NGOs	and	similar

Sample Question Related to Key Responsibility Number 4: 

Tell	me	about	a	time	when	you	participated	in	the	delivery	of	a	protection	of	civilians	training	programme.	Who	
was	the	target	audience?	How	did	you	go	about	preparing	for	the	training?	How	did	you	ensure	the	audience	
understood	the	training?	What	was	the	most	rewarding	part	of	the	training	for	you?	What	was	most	difficult?	
Looking	back,	what	are	the	things	you	would	do	the	same?	What	would	you	do	differently?

  7   Key Areas of Responsibility for Each ASC Generic Profile (P2)
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1. What	does	it	mean	to	have	a	commitment	to	gender	diversity	[working	with	both	men	and	women]	and	how	
have	you	demonstrated	that	in	your	past	work?

2. What	 strategies	 have	 you	 used	 to	 address	 gender	 diversity/mainstreaming/inclusiveness	 challenges?	What	
were	the	positives	and	negatives?	

3. The	principle	of	gender	diversity/mainstreaming/inclusiveness	is	 important	to	this	region	and	peace	support	
operations.	How	has	your	experience	and	background	prepared	you	to	be	effective	in	this	regard?

4. How	would	your	vision	for	this	type	of	position/function	[e.g.	humanitarian	liaison,	human	rights,	etc]	be	aligned	
with	the	organization’s	commitment	to	gender	diversity/mainstreaming/inclusiveness?

5. Explain	how	gender	diversity/mainstreaming/inclusiveness	has	played	a	role	in	your	career.

6. What	role	to	do	you	see	for	gender	diversity/mainstreaming/inclusiveness	as	it	relates	to	your	profession,	par-
ticularly	when	working	in	a	peacekeeping,	peace	support,	or	conflict	area.	

7. If	you	are	successful	in	being	rostered	and	deployed	into	a	peace	support	operation,	what	types	of	measures	
do	you	think	you	might	take	within	your	functional	area	to	create	an	environment	that	is	welcoming	to	gender	
diversity/mainstreaming/inclusiveness?

8. In	what	ways	have	you	demonstrated	demonstrate	support	for	gender	diversity/mainstreaming/inclusiveness	
in	your	current/post	role?

9. What	do	you	see	as	the	most	challenging	aspect	of	a	working	environment	that	is	gender	diverse/inclusive?		
What	steps	have	you	taken	to	meet	this	challenge?

10. How	have	you	handled	situations	where	a	colleague,	subordinate,	or	client	was	not	accepting	of	gender	diversi-
ty/inclusiveness/diversity?	What	was	the	result?

11. Please	describe	the	strategies	you	have	used	to	address	gender	diversity	challenges.	 In	what	ways	were	the	
strategies	successful?	In	retrospect,	would	you	change	anything	about	your	strategy?

12. Please	describe	the	ways	you	have	promoted	a	gender	diversity/inclusiveness	in	your	current	or	previous	posi-
tion(s).

13. In	your	opinion,	what	is	the	most	important	trait/skill	required	to	foster	a	receptive	climate	to	gender	diversity/
inclusiveness	in	a	work	context?

14. What	specific	things	have	you	done	to	promote	gender	diversity/inclusiveness	in	your	workplace	or	within	the	
community?

15. What	specific	efforts	have	you	engaged	to	reduce	bias	and	champion	gender	diversity/mainstreaming/inclu-
siveness?

8. Gender Diversity/Mainstreaming/ 
     Inclusiveness Interview Questions
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  8   Gender Diversity/Mainstreaming/Inclusiveness Interview Questions
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The African Standby Capacity (ASC) Selection Guidelines Manual (SGM) has been devel-
oped primarily for the personnel that have been tasked with operating the ASC on a daily 
basis, but also for those Training Centres of Excellence (TCEs), training service providers, 
and partners that support the work of the ASC in various ways. The procedures and stand-
ards outlined herein are aligned with state of the art human resources management 
and selection processes currently used and applied by some of the largest international 
organisations, which deploy field operations. The substantive content and the mentioned 
selection criteria and standards reflect the results of the collaborative development of 
rostering standards and criteria by all involved stakeholders of the ASC (AU Commission, 
EASF, ECCAS, ECOWAS, NARC, and SADC), which has taken place at various instances over 
the course of the previous years.
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