NATO UNCLASSIFIED

NOTIFICATION OF A VACANCY
AT JOINT FORCE COMMAND, POST-BOX 270, NL- 6440 AG BRUNSSUM

DUTY LOCATION: BRUNSSUM, NL

JOB TITLE: Civilian Human Resources Manager (Operations)
Civilian Human Resources Section — Human Resources Branch
Resources Directorate - JFC HQ Brunssum

GRADE: A-2 POST NUMBER: OJN RHH 0110
CLOSING DATE: 5 March 2010

Post Context

JFC HQ Brunssum is the Headquarters at NATO's operational level of command that
is capable of commanding one Major and two Small Joint Operations
simultaneously. The Resources Directorate provides subject matter expertise and
services in support of the JFC HQ and its operations. Human Resources Branch
identifies implements and manages human resources requirements and
organisational structures. The Civilian Human Resources Section delivers to
assigned operations, JFC and designated NATO bodies, a civilian Human
Resources management service, including developing, implementing and executing
policies and procedures for the recruitment, employment life-cycle management,
remuneration and separation of civilian manpower. The incumbent is responsible for
the oversight of the utilisation of civilian personnel involved in assigned operations,
as well as for the monitoring and support of the civilian personnel management.

Reports to
Section Head (Civilian Human Resources Section)

Duties
- Develops, maintains and revises civilian personnel policy for out-of-area
operations under the operational control of JFC, including oversight of civilian
personnel management and administration at NATO forward headquarters in
the theatre(s) of operations.
- Provides input for JFC level Operations Plan of the deployment of NATO
International Civilians (NIC), including driving the development of input from
other Branches.
- Plans and implements pre-deployment measures; supervises training and
acquisition of required supplies.
- Acquisition of equipment for civilian deployment: market study and
specifications and develops policy and regulations to govern the acquisition,
assignment, storage and restitution of purchased equipment.
- Ensures an accurate civilian deployment database.
- Acquisition and archiving of policy documents related to civilian deployment:
current theatre risk assessment, entitlements
- Coordinates with sending and receiving headquarters: orders, security, travel,
visas, point of contact (POC), personnel administration form (PAF), etc.
- Conducts or directs manning surveys
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- Provides guidance and reach-back support to forward Civilian Personnel
Officers (CPOs) in operational theatres.

- Keeps track and surveys the utilisation of civilians hired directly by the NATO
Council Approved Operations (NCAQ) entity.

- Maintains and reviews Civilian Personnel Policy (CPP) for the operational
HQs to include salary reviews.

- Maintains contact with CPOs in theatre.

- Maintains familiarity with NCAO host nation labour legislation and practices,
as well as international agreements, which could effect the employment and
administration of civilians at forward HQs.

- Monitors the acquisition, administration and life-cycle management of civilians
in support of Peace Support Operations (PSOs) and Crisis Response
Operations (CROs), assisting theatre CPOs with recruitment and
administration, as required.

- Supervises the work of one B-4, Assistant CRO,

- When assisting the CPO and acting on his behalf in supervising the NCAO
CPO's, he/she is supervising two or more Civilian Personnel Officers and their
respective staff (up to 10).

Manpower functions related to civilians in CROs and PSOs:

- Assists in effecting deployment of NATO international civilians.

- Participates in Crisis Establishments (CE) changes relative to the civilian
component in theatre.

- Participates in the Crisis Resource Coordination Board (CRCB) for civilian
requirements.

- Works as a partner in coordination with the Manpower Branch on all
operational organizational issues,

- Monitors Support Senior Representatives (on a par with Senior National
Representatives) for all JFC HQ PSO and CRO's. In this regard, the Civilian
Personnel Office performs the functions of an International Civilian Support
Element for all civilian personnel (on a par with National Military Support
elements).

- Develops and delivers briefs up to flag-officer level on civilian personnel
management issues.

- Must be ready to support new missions to setup Civilian HRM to include the
creation of the Civilian Personnel Policy and salary scales. To this effect, meets
and negotiates with national authorities, representatives of international
organisations, interested parties and stakeholders.

- If required, heads a deployable CPO team and may be deployed as Civilian
Personnel Officer in theatre. During initial phase of the mission, incumbent is
directly responsible for recruitment, selection and appointment of civilians
supporting the mission.

-The employee may be required to perform a similar range of duties elsewhere
within the organisation at the same grade without there being any change to the
contract

-The incumbent may be required to undertake operation deployments and/or
TDY assignments both within and without NATO's boundaries.
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