UCLG UNITED CITIES AND LOCAL GOVERNMENTS

ASPAC ASIA PACIFIC

TERMS OF REFERENCE

Vacancy No: UCLG ASPAC/012/1V/2021

Post Title: Programme Coordinator for International Talent Education Programme &
International Cooperation (Chinese (mandarin) Speaking)

Division: Bureau of Secretary General

Duty Station: UCLG ASPAC Secretariat

Duration: One-year contract and extendable

Date Posted: 6 April 2021

Closing Date 15 April 2021

Background

United Cities and Local Governments Asia Pacific (UCLG ASPAC) is the biggest regional section of the
United Cities and Local Governments (UCLG) in which its Secretariat is based in Jakarta, Indonesia and
hosted by the Provincial Government of Jakarta. UCLG is a worldwide association of local governments
and the officially recognised voice of local governments by the United Nations. UCLG ASPAC has linkages
to more than 7,000 local governments. It represents well over 3.76 billion people - more than half of the
world population - and incorporates economically fast-developing countries such as China, India, and
Indonesia.

UCLG ASPAC is the key knowledge management hub on local government issues in the Asia-Pacific region.
It promotes democratic local government, supports cooperation between cities, local governments and
their associations, and facilitates programmes, network and partnerships to develop the capacity of local
governments and the associations. Moreover, UCLG ASPAC represents local governments politically
within the international community, and with the United Nations and its agencies. It also promotes
inclusive societies which safeguard equality, social and economic justice, and sustainable community
development. UCLG ASPAC is engaged in all relevant thematic fields for nurturing sustainable
development comprising poverty alleviation, climate change, disaster resiliency, culture, strategic
planning, decentralisation, local finance, gender equality, women leadership and empowerment as well
as good governance.

The Xi'an Municipal People’s Government (XMPG) and UCLG ASPAC have a common consensus to
promote education, cultural exchange and youth programmes, and sustainable development. The Xian
Municipal People’s Government is committed to cooperating with UCLG ASPAC members and partners
worldwide in the areas of education (i.e. scholarship) and capacity building (i.e. civil servants training
program) and could also use this cooperation’s platform to promote its advantages in trade and economy,
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industrial investment, Information, and Communication Technology (ICT), cultural centre, and resource
development to enjoy the fruitful results of cooperation.

Following this cooperation programme and to implement the activities, UCLG ASPAC is inviting
professional and dynamic people to fill in the opened position of Programme Coordinator for International
Talent Education Programme and International Cooperation for one (1) year period.

Objective and Goals:

The Programme Coordinator provides support as it pertains to grants and activities implementation.
Through excellent interpersonal and organisational skills, she/he can expand the overall positive impact
of the Scholarship and Training Programmes.

Scope of Works/Key Duties

Technical & Management Support

e Work closely with the Team Leaders of Talent Education Programme from the XMPG and UCLG
ASPAC’s Team.

e Serve asthe main program coordinator in the International Talent Education programme selection
process by reviewing the application for completeness and accuracy, initiating correspondence to
clarify information and organising notification of awardee’s status.

e Coordinate with the Media and Communication and Knowledge Management team to promote
the International Talent Education Programme and International Cooperation.

e Promote sister cities and/or friendship cities’ relations and develop joint projects or programmes.

Qualifications:

R/

*» Education:
- Bachelor degree or master degree in International Relations, Business Administration and/or
related fields.

¢ Experience:
- Minimum 5 (five) years of professional experience in related fields.
- Demonstrated experience working with local governments, multi-donor agency and/or
development partners and/or related organisations;
- Working experience in international cooperation development projects and/or city to city
cooperation is a plus.
¢ Language:
- Fluency in written and spoken in Chinese and English or Bahasa Indonesia.

R/

% Computer skills:
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Proficiency in MS Office.

«* Others:

Demonstrated attention to detail, following procedures, meeting deadlines and working problem-
solving independently and cooperatively.

Excellent negotiation and representation skills.

Effective verbal and written communication, organisational, prioritisation and Microsoft Office
applications.

Ability to work effectively with an ethnically diverse team.

Demonstrated ability in education programmes and local government cooperation
programmes/projects.

Demonstrated detail orientation, proactive attention to outcomes and expectations, and ability to
understand and effectively use information and data;

Be willing to travel during the project’s implementation when required;

Can work in a team and individual.

Be healthy physically and mentally.

Be honest, optimistic, diligent, innovative, with strong sense of responsibility and team spirit.
Preferable under the age of 40 years old.

Supporting Team
S/he shall be supervised by Secretary General, supported by Project Administrative Assistant.

How to apply

Please submit your application letter, state salary expectation and current CV along with the cover letter
to recruitment@uclg-aspac.org. Fill the email “Subject” Column of the email in the format: <position
applied> - <your name>

Closing date: 30 April 2021 (COB 5.00 PM)
Only the qualified candidate(s) will be contacted.
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