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Review of existing International Hydrographic Organization (IHO) Staff 

Regulations 

(October-November 2013) 

Part I 
 

I.  Introduction 

 

1. The International Hydrographic Organization (IHO) engaged the services of Ms. Marianne 

Brzák-Metzler, retired Chief, Conditions of Service Section, Office for Human Resources 

Management, United Nations, to carry out a review and comparison of the existing IHO Staff 

Regulations with reference to the corresponding conditions applicable in the United Nations and the 

Monaco Public Service, including a site visit and to provide a report and recommendations that 

would address the following tasks. 

 

 

II. Requirements of the Tasks 

 

2. The programme of tasks contained in the Letter of Agreement are as follows: 

 

Phase 1: 

 Review adequacy of job descriptions of the International Hydrographic Bureau 

(IHB) to confirm adequacy for UN/Monaco Public Service comparison purposes: 

 Provide a comparison of the principal benefit levels, by grade between the IHB 

staff, UN and Monaco Civil Service;  

 Provide comments and advice where differences exist; 

 Provide suggestions for a more equitable process for applying grade increments; 

 Provide advice on how to apply social benefits in certain circumstances; 

 Provide advice on options to transition; 

 Provide recommended updates to IHO Staff Regulations; 

 Provide recommended updates to the IHO Staff Regulations to reflect impending new 

structure of Secretary-General (S-G) and subordinate Directors. 

 

Phase 2: 

 Undertake a classification review and evaluation in the IHB and evaluate them 

against the classification standards of the International Civil Service Commission 

(ICSC); 

 Prepare job descriptions for the Directing Committee and evaluate against the 

classification standards of the ICSC; 

 Prepare job descriptions for the Secretary-General and Directors under the new 

IHO structure. 

 

3. The detailed Requirements of the Tasks are provided in Annex 1 to this report. 
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4. In preparation for the consultancy and visit to the IHO in Monaco, the consultant was 

provided, via email of 4 July 2013, with an annotated draft version (June 2013) of the IHO 

Staff Regulations.  These Regulations incorporate amendments proposed by IHB and 

considered and mostly accepted by the Staff Regulations Working Group1 (SRWG1) (shown 

in red), additional/alternative amendments proposed by SRWG1 (shown in yellow) as well as 

June 2013 comments by IHB for consideration by SRWG2 (as in line comments). 

   

5. The consultant undertook an initial review of the documentation provided and traveled to 

Monaco and was at the IHB from 14-18 October 2013. 

 

6. During the visit to Monaco, the consultant met with the President and, the Directors who are 

members of the Directing Committee, the Chief Financial Officer of the United Kingdom 

Hydrographic Office who is Chair of the IHO SRWG, the Manager of Finance and 

Administration and was also introduced to all the staff of the Bureau. 

 

7. A copy of the evaluation study of the IHO Secretariat completed in November 2002 by Global 

Consulting Services (GCS) of the United Nations Development Programme (UNDP) as well 

as a copy of the Finance Committee Circular Letter 5/2003 dated 17 October 2003 containing 

the Report of the Working Group of the Finance Committee on Salary Alignment with the 

United Nations System were also provided to the consultant. 

 

 

III. Methodology and Approach 

 

8. The classification categories of the IHB posts have been determined by the Meeting of the 

States Parties and are set out in the provisions of Chapter II, Definitions, Organization of the 

IHB of the IHO Staff Regulations.  Under paragraph II.2.1 (a)  (Composition of the Staff) of 

section II.2 on the Organization of the IHB, it is specified that, “The Staff of the Bureau shall 

consist of permanent, probationary and temporary Staff Members.  The permanent Staff is 

classified as follows: 

 

Category A – Professional Staff 

Category B – Translators (BT), Technical and Administrative Staff 

Category C – General Service Staff”. 

 

9. The consultant was provided with an organizational chart of the IHB as well job descriptions 

for all the positions found in the IHB.  The grade categories and titles of the job descriptions 

provided were as follows:  Director (current description of duties and future description of 

duties with a draft of a job description for a possible position of Secretary-General of the 

IHO).  In Category A: Assistant Director, Manager Finance and Administration Officer.  In 

Category B:  Registrar, Head of Registry, Administration and Accounting Assistant, 

Cartography and Graphic Arts Assistant, Information Technology Assistant, Website and 

Publications Editor, Personal Assistant to Directing Committee.  In Category BT:  Head 

French Translator, French Translator and Spanish Translator.  In Category C: Bureau Support 

Assistant.  The organigramme and job descriptions are contained in Annex 2. 



 3 

10. A review of the job responsibilities contained in the respective job descriptions of staff of the 

IHB confirmed that the duty statements as set out therein were adequate for use for 

comparison purposes between the Monaco Civil Service and positions in the United Nations. 

 

 

 Comparative review of IHB jobs in Category B and C against the Monaco Civil Service 

 

11. The consultant and the Manager of Finance and Administration met with representatives of 

the Monaco Civil Service on 17 October 2013. The IHB had provided the Monaco Civil 

Service with copies of eight job descriptions covering Category B and Category C staff.  

During the meeting, it was indicated that the Monaco Civil Service currently comprised some 

3,500 staff in three categories: Category A: Cadres; Category B: Administratif et Technique 

and Category C: Personnel d’Execution.  It was indicated that the salary tables for the 

respective staff categories were comprised steps and indices which were adjusted by a 

multiplier consisting of a value of points.  The multiplier is adjusted twice a year in January 

and July taking into account a cost of living index and the rate of inflation. 

 

12. The representatives of the Monaco Civil Service indicated that they were not able to provide 

copies of related job descriptions.   During the review of the job functions, it was possible to 

make comparisons between posts being reviewed in Category B and Category C of the IHB 

with staff in Category B and Category C in the Monaco Civil Service. The representatives of 

the Monaco Civil Service also provided information on minimum required educational and 

experience requirements of the positions.  The job grade comparisons that were made between 

the 8 posts in Category B and Category C of the IHB against positions in Category B and 

Category C in the Monaco Civil Service are as follows: 

 

13. For Category B: 

- Registrar: Attache on Echelle B050; 

- Head of Registry: Archiviste on Echelle B020/B040; 

- Administration and Accounting Assistant:  Chef Comptable on Echelle B030; 

- Cartography and Graphic Arts Assistant: Assistant art graphique on Echelle B030; 

- Information Technology Assistant: Assistant en technologie de l’information on Echelle 

B030; 

- Website and Publications Editor: Editeur Web on Echelle B020; 

- Personal Assistant to Directing Committee: Chef de Bureau on Echelle B020.   

 

For Category C: 

-  Bureau Support Assistant: Commis on Echelle C 5. 

 

 

 

Comparative review of IHB jobs in Category B and C against the United Nations 

 

14. The consultant undertook a review of the job descriptions of the technical, administrative and 

support category staff in the IHB by the application of the New Master Standard for posts in 

the General Service as promulgated by the International Civil Service (ICSC) in 2009. 
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15. Application of the classification standard yielded the following grade comparative 

assessments: 

 

- Bureau Support Assistant: G-3 

- Registrar: G-4; 

- Head of Registry: G-5; 

- Information Technology Assistant: G-6; 

- Website and Publications Editor: G-6; 

- Personal Assistant to Directing Committee: G-6; 

- Administration and Accounting Assistant: G-7; 

- Cartography and Graphic Arts Assistant: G-7. 

 

16. Related summaries of the classification point rating sheets for the above jobs are contained in 

Annex 3. 

 

17. The jobs in Category B and Category C were also reviewed against the benchmark job 

descriptions and classification ratings as contained in the New Master Standard for the 

General Service.  Copies of these benchmark job descriptions including the rationale for the 

classification levels are contained in Annex 4. 

 

 

IV. Findings of Classification Assessment 

 

18. The results of the classification review for the 8 Category B and Category C IHB jobs against 

the Monaco Civil Service confirmed the category equivalencies of the 7 Category B jobs and 

the 1 Category C job in the IHB against Category B Category C jobs in the Monaco Civil 

Service. 

 

19. The results of the classification review for the 8 IHB jobs against the classification standards 

applied in the United Nations Common System provided category and grade equivalencies of 

the Category B and Category C jobs against jobs in the General Service category in the United 

Nations.  The comparative review of the jobs yielded classification levels that confirmed the 

categories and grade levels as determined on the occasion of the 2002 review undertaken by 

the Global Consulting Service (GCS) of the United Nations Development Programme 

(UNDP). 

 

 

V. Summary of Salaries and Allowances 

 

Monaco Civil Service 

 

20. The salaries of Civil Servants in Monaco are set out in tables containing steps, duration at step 

and indices for the respective categories of staff, i.e. Category A (Cadres), Category B 

(Administratif et Technique) and Category C (Personnel d’Execution).  The basic salary is 

calculated by multiplying a fixed index by the value of a point.  Basic salaries are adjusted 

twice a year based on movements in the cost of living as determined by the government of the 
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Principality of Monaco. Salaries are paid in Euro and are paid on a 13-month basis.  A 

Monaco Allowance equivalent to 5% of basic salary is also payable (not sure about category 

A staff). 

 

21. The Government of Monaco provides social security benefits covering health, retirement, 

disability and various family allowances.  The salaries and allowances of the IHB are 

comparable to those found in the Monaco Civil Service.  A summary of these benefits can be 

found in Annex 5 to this report. 

 

 

IHB 

 

22. Chapter IV, of the IHO Staff Regulations contains the provisions of the Salaries and 

Allowances of all the staff of the IHB.  Section IV.I on Salaries specifies as follows.  Para 

IV.I.I provides the general principles governing salaries as follows: “(a) In the case of 

Directors, Category A Staff and Translators (BT) they will be aligned with the appropriate UN 

pay scales on initial appointment (or on re-appointment) following external competition which 

only applies to Directors and Category A Staff Members, in which case they will start on the 

first step of the relevant level and in addition will receive the relevant UN Post Adjustment 

factor for Monaco: 

 

- The alignment of Directors will be with the D-1 UN level; 

- The alignment of Category A Staff will be with the P-4 or other UN level as appropriate; 

- The alignment of Translators (BT) will be with the P-1 UN scale.” 

 

23. Under paragraphs © and (d) of Section IV.I.I of the IHO Staff Regulations, with respect to 

salaries, it is specified that “In the case of Category B (except BT) and C Staff, they will be 

established to be comparable with similar posts in the Monaco Civil Service.” 

 

24. Paragraph (d) of Section IV.I.I of the IHO Staff Regulations specifies that “All salaries will 

follow the cost of living adjustments applied to the basic salary of the permanent Civil 

Servants in Monaco (see IV. 1.2. (a)).  With respect to salary calculations and adjustments, 

paragraph IV.1.2 (a) provides that “The Salary is calculated by multiplying a fixed index i, 

assigned to Directors and Staff Members, by a factor c. The progression of this factor c, 

follows the cost of living adjustments applicable to the basic salary of the permanent 

government Civil Servants in the Principality of Monaco.” 

 

25. A summary of the salary and allowances of the IHB Staff is contained in Annex 6 of the 

report.  
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United Nations 

 

Introduction: 

 

26. The following information has been derived from the Salaries and Allowances Booklet 

published by the ICSC as well as the current Staff Rules and Regulations of the United 

Nations (ST/SGB/2013/3).  

 

27. A common system of salaries, allowances and benefits is applied by the United Nations, its 

affiliated funds and programmes and most of its specialized agencies.  The common system 

applies to approximately 100,000 staff members serving at over 650 locations. 

 

28. The International Civil Service Commission (ICSC) was established by the General Assembly 

of the United Nations in 1974 to regulate and coordinate the conditions of service of the 

United Nations Common System.  The Commission is composed of 15 members appointed by 

the General Assembly in their personal capacity. 

 

29. Many features of the common system apply equally to all staff members.  Recruitment criteria 

and salaries and related allowances, however, differ as between two main groups of staff: the 

Professional and higher categories and the General Service and other locally recruited 

categories. 

 

30. A staff member at the United Nations may be granted a temporary, fixed-term or continuing 

appointments. A temporary appointment shall be granted for a period of less than one year to 

meet seasonal or peak workload and specific short-term requirements, having an expiration 

date specified in the letter of appointment.  A fixed-term appointment may be granted for a 

period of one year or more, up to five years at a time, to persons recruited for service of a 

prescribed duration.  A continuing appointment is an open-ended appointment for which the 

Secretary-General shall prescribe the criteria determining Staff members’ eligibility for 

consideration for continuing appointments. 

 

 

 

Professional and higher categories – Salaries and related allowances 

 

31. Staff members in the Professional and higher categories are recruited internationally and are 

paid on the basis of salary scales applied worldwide and established by the General Assembly 

of the United Nations on the recommendation of ICSC.  A common job classification system 

developed by ICSC in 2004 provides the structure of this salary scale.  The job classification 

standard consists of the Master Standard which employs a point-factor system, and is 

accompanied by grade level descriptors. 

 

32. Salaries: The level of salaries for Professional and higher category staff is determined on the 

basis of the Noblemaire Principle which specifies that the international civil service should be 

able to recruit staff from all its Member States, including the highest paid.  In application of 

the Noblemaire Principle, the salaries of Professional and higher category staff are set by 
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reference to the highest paying civil service.  The ICSC makes a periodic check to identify the 

national civil service of the Member State which has the highest pay levels and which by its 

size and structure lends itself to a significant comparison.  The federal civil service of the 

United States of America has to date been taken as the highest paid national civil service.   

 

33. The salary of staff in the Professional and higher categories is made up of two main elements: 

a base or floor (minimum) salary and post adjustment, both expressed in United States dollars.  

Post adjustment is a cost-of-living adjustment designed to preserve equivalent purchasing 

power for all duty stations.  In the United Nations common system, net remuneration means 

base floor salary plus the post adjustment applicable for a given location.  The base/floor 

salary scale for the Professional and higher categories is expressed as gross and net base 

salaries and is applied worldwide by all organizations of the common system.  The base/floor 

salary is used to calculate the amounts of post adjustment cost-of-living differential.  For each 

1 per cent cost-of-living differential indicated by the post adjustment index, 1 per cent of base 

floor salary is added to the base salary.  

 

34. Staff assessment: Staff assessment is a form of internal tax administered by the organizations.  

Base salary scales are expressed as gross and net amounts.  By deducting staff assessment 

from the gross amount, at either the single or dependent rate, a net base floor salary is 

obtained.  Staff members receive a net salary.  Assessable payments are expressed in brackets 

of US$50,000 per year with assessment rates ranging from 15 to 30 percent.  

 

35. Income taxes: Most Member States have granted United Nations staff exemption from 

national taxation on their United Nations emoluments.  However, a few Member States do tax 

the emoluments of their nationals and in such cases, the organizations reimburse the income 

tax to the staff member.  Organizations have made funding arrangements for these tax 

reimbursements. 

 

36. Salary increments: Within-grade increments are awarded on the basis of satisfactory service.  

Most increments are granted annually, but there is a two-year qualifying period for the top 

level P-2, above step XIII of level P-3, above step XII of level P-4, above step X of level P-5, 

above step IV of the D-1 level and for all steps at the D-2 level. 

 

37. Language incentive: In the United Nations, an increment may be granted at an accelerated 

rate of 10 or 20 months, to staff with an adequate and confirmed knowledge and use of a 

second official language of the Organization. 

 

38. Post Adjustment: The post adjustment system is designed to ensure that Professional and 

higher category salaries have the same purchasing power at all duty stations.  Differences in 

living costs are measured through periodic place-to-place surveys conducted by the ICSC at 

all duty stations.  The surveys measure the cost-of-living of a duty station relative to the cost-

of-living base of the system which is New York.  The results are reflected in a post adjustment 

index for each duty station. 

 

39. Rental Subsidies/Deductions: The rental subsidy/deduction scheme, which is an integral part 

of the post adjustment system, was designed to ensure equal treatment of staff as regards 



 8 

housing costs.  A subsidy may be paid when a staff member’s rent exceeds a so-called 

threshold rental level which is approved and promulgated by the Chairman of ICSC.  At 

headquarters duty stations, the subsidy starts at 80 per cent of the difference between the staff 

member’s actual rent over the rental threshold for the first four years, and is reduced to 60 per 

cent, 40 per cent and 20 per cent, respectively, for the next three years, after which it is 

discontinued.  Staff members are occasionally provided with housing by a government agency 

or organization at rents that are substantially below the average included in the post 

adjustment.  In such cases, a deduction or rental charge may be applicable.  

 

40. Dependency benefits: Dependency benefits are provided in the form of higher net salaries 

and allowances for eligible staff with dependants  (dependency or “D” rate) than for those  

without dependants  (single or “S” rate) and by flat –rate allowances for children and 

secondary dependants.  There is no dependent spouse allowance for Professional staff. 

 

41. Education grant: An education grant is available to internationally recruited staff members 

serving outside their home country to cover a part of the cost of educating children in full-

time attendance at an educational institution.  The grant is payable up to the end of the fourth 

year of post-secondary studies; students are subject to a maximum age limit of 25 years.  The 

amount of the grant is equivalent to 75 per cent of allowable costs, subject to the maximum 

approved amounts. 

 

42. Disabled dependants: Special assistance is available to staff with disabled dependants.  The 

children’s allowance for a disabled child is twice the usual amount. The education grant for 

disabled children is based on 100 per cent of allowable costs, subject to the overall maximum 

approved amounts. 

 

43. Entitlements related to travel, relocation and mobility of staff: The United Nations 

normally pays the travel expenses of a staff member on initial appointment, on change of duty 

station, on separation from service, for travel on official business, for home leave travel 

(usually every 2 years), and on travel to visit family members.  Travel expenses include 

payment of daily subsistence allowance (DSA) and terminal expenses at points of departure 

and arrival. 

 

44. Assignment grant: An assignment grant is paid when a staff member travels at the 

organization’s expense on recruitment or transfer/reassignment for a period of service 

expected to be of at least one year.  The grant comprises 30 days’ DSA for the staff member 

and half that amount for eligible dependent family members dependents and a lump-sum 

portion (either one or two-months salary). 

 

45. Removal and shipment costs: Expenses incurred for the full removal of household effects 

are normally covered.  Maximum weight and volume limits for shipments have been 

established. 

 

46. Leave: Staff members accrue annual leave while in full pay status at a rate of either one and a 

half or two and half working days per month.  The rate of accrual depends on the staff 

member’s appointment. Other special leave benefits include sick leave within certain limits, 
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maternity leave with full pay for a total period of 16 weeks, paternity leave with full pay may 

be granted for a period of up to 4 weeks or in the case of internationally recruited staff 

members serving at a non-family duty station, up to 8 weeks, adoption leave, special leave 

with full or partial pay and official holidays, normally up to 10 a year, are designated for each 

duty station. 

 

47. Separation payments: Commutation of accrued annual leave up to a maximum of 60 days is 

paid to those staff members who upon separation from service have annual leave which they 

have not been able to use up for reasons of service. Repatriation grant is payable on separation 

to staff members whom the organization is obligated to repatriate and who at the time of 

separation are residing, by virtue of their service with the United Nations, outside their home 

country.  Evidence of relocation away from the last duty station must normally be provided. 

 

48. Termination indemnity: A termination indemnity may be payable to a staff member whose 

appointment is terminated by the United Nations for any of the following reasons: abolition of 

post or reduction of staff, health, unsatisfactory service or agreed termination. 

 

49. Death grant: A death grant is paid to the surviving spouse and/or dependent children of a 

staff member who dies in service when he/she held an appointment for one year or had 

completed one year of service. The grant is calculated on a schedule of completed years of 

service and months of base/floor salary. 

 

50. Social security: The United Nations makes available group health insurance to staff and their 

dependants and subsidizes the premiums.  Group life insurance is also available and as 

participation is voluntary, the costs of this insurance scheme is borne fully by the staff 

member. The United Nations also provides for compensation in the case of service-incurred 

death, injury or illness. 

 

51. Pensions: The United Nations Joint Staff Pension Fund (UNJSPF) provides retirement, 

disability and survivor’s benefits for the staff of the United Nations and organizations that are 

members of the Fund.  Staff members who have an appointment of six months or more or who 

complete six months of service without an interruption of more than 30 days become 

participants in the Fund. A worldwide scale of pensionable remuneration, used for 

determining contributions to the Fund and for calculating pension benefits, is applicable to all 

Professional staff.   The current rate of contribution to the Fund is 23.7 per cent of pensionable 

remuneration, with two-thirds paid by the organization and one-third by the staff member. 

 

 

General Service and other locally recruited categories 

 

Salaries and related allowances: 

 

52. General Service staff are recruited locally and paid on a local basis.  The General Service 

category covers such functions as messengers, clerks, typists, secretaries and administrative 

support staff as well as other specialized and technical personnel such as those engaged in 

printing, building maintenance, security or laboratory work.  In 2009, a new global job 
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classification standard was approved for the General Service and related categories.  This new 

global standard has been applied by all organizations of the United Nations Common System 

in all duty stations.  The standard also provides a framework for salary comparisons with the 

external market. 

 

53. Salaries: General Service and related category staff salaries are based on the Flemming 

Principle which specifies that these staff should be compensated in accordance with the best 

prevailing conditions of service in the locality.  Consequently, they are paid according to local 

salary scales established on the basis of salary surveys.  The ICSC has developed a 

methodology for conducting salary surveys which encompasses a wide range of employment 

conditions.  Salary scales are expressed in gross and net terms and are subject to staff 

assessment. 

 

54. There is normally only one General Service salary scale per country.  General Service salary 

scales are expressed in local currency per grade and step and consist of a seven grade –level 

structure.  Longevity steps may be included in the salary scales where local conditions so 

justify.  At other locations, provision is made for one long-service step in addition to the 

regular steps for each grade.  To qualify, staff must have been at the top of their grade for five 

years and have a minimum of 20 years of service. 

 

55. Increments within each salary level are normally awarded annually on the basis of satisfactory 

service. General Service scales are reviewed periodically on the basis of comprehensive 

surveys of best prevailing conditions of employment in the locality.  Procedures have been 

established for adjusting salary scales between surveys.  Salaries are determined by comparing 

the net salaries of United Nations staff with the after-tax salaries of comparable staff 

employed by selected employers in the locality.  United Nations gross salaries are then 

derived from net by the application in reverse of a staff assessment scale based on income tax 

rates at the eight headquarters locations and certain other major duty stations.  The provision 

for reimbursement of income taxes for General Service staff is the same as for staff in the 

Professional category described above.  The gross salary scales of General Service staff also 

serve to establish levels of pensionable remuneration and separation benefits. 

 

56. Language allowance: A language allowance is normally payable to General Service staff 

who are proficient in two official languages and who have passed a language proficiency 

examination in one such official language other than the language in which they are required 

to be proficient by the time of their appointment.  A second official allowance is payable to a 

staff member who is proficient in a second additional official language.  The language 

allowance is pensionable and is established at a flat rate for each duty station.  The second 

language allowance, also pensionable, is half that amount. 

 

57. Non-pensionable component of salary:  If, in the course of a salary survey, it is determined 

that benefits and allowances treated as non-pensionable by outside companies account for a 

significant part of the remuneration package, the establishment of a non-pensionable 

component separate from salary may be considered as the best means of approximating the 

local situation.  The need for a non-pensionable component is reviewed periodically in 

conjunction with comprehensive salary surveys. 
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58. Overtime and night differential: General Service staff required to work overtime may 

receive compensatory time off or additional non-pensionable payments according to 

conditions established by the United Nations.  The amount of overtime compensation is based 

largely on prevailing local practice.  Night differential payments are non-pensionable and may 

be authorized on the basis of prevailing outside practice for General Service staff members 

who are assigned to work at night. 

 

59. Dependency benefits: Dependency benefits are provided in the form of non-pensionable flat 

allowances payable as a social benefit at all duty stations.  For the children’s allowance a 

minimum amount has been set at the equivalent of 2.5 per cent of the local General Service 

salary scale midpoint.  A higher amount is payable where warranted by local practice.  The 

number of children for whom the allowance is payable is restricted to six.  The benefit for a 

disabled child is twice the normal amount.  A dependent spouse allowance is established 

where it is justified by local practice.  A secondary dependant’s allowance may be payable in 

respect of not more than one dependent parent, brother or sister where justified by local 

practice.  This allowance is not paid concurrently with an allowance for a dependent spouse. 

The special measures for staff with disabled dependants described above in the case of 

Professional staff is also applicable to General Service staff. 

 

60. Leave: The provisions on annual leave, sick leave, maternity leave, paternity leave, adoption 

leave, special leave and official holidays described above for staff in the Professional category 

apply equally to General Service staff. 

 

61. Separation payments:  The provisions on commutation of accrued annual leave, termination 

indemnity, death grant apply to General Service staff on the same basis as for Professional 

staff, except that in the case of commutation of accrued annual leave, the payment shall be 

calculated on the basis of gross salary, including language allowance, if any, less staff 

assessment. 

 

62. Social security: The United Nations makes available group health insurance to General 

Service staff and their dependants on the same basis as for staff in the Professional and higher 

category and subsidizes the premiums.  Group life insurance is also available and as 

participation is voluntary, the costs of this insurance scheme is borne fully by the staff 

member. The United Nations also provides for compensation in the case of service-incurred 

death, injury or illness. 

 

63. Pensions: General Service staff are participants in the United Nations Joint Staff Pension 

Fund (UNJSPF) on the same conditions and subject to the same regulations as the 

Professional staff.  The pensionable remuneration of General Service staff members is equal 

to their gross salary plus any pensionable allowances such as language allowances.  The gross 

salary is established in local currency, but the pensionable remuneration and benefits are fixed 

in United States dollars. 
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VI. Findings of review of Salaries and Allowances 

 

Salaries and allowances 

 

Directors and Professional staff  

 

64. The salary and allowance package of the IHB for the Directors, Category A and BT staff 

provides for salaries and allowances that are very closely aligned with the salary and 

allowance package for staff in the Professional and higher categories of the United Nations 

Common System.  The retirement and health insurance benefits for these staff mirror those 

found in the Monaco Civil Service.  The only major difference is the structure of the salary 

scale or salary tables.  As specified in the IHO Staff Regulations, the salaries of the Directors, 

Category A Staff and Translators (BT) these are aligned with the UN pay scales on initial 

appointment (or on re-appointment) of staff following external competition which only 

applies to Directors and Category A Staff Members, in which case they will start on the first 

step of the relevant level and in addition will receive the relevant UN Post Adjustment factor 

for Monaco: 

 

- The alignment of Directors will be with the D-1 UN level; 

- The alignment of Category A Staff will be with the P-4 or other UN level as appropriate; 

- The alignment of Translators (BT) will be with the P-1 UN scale. 

 

65. The salary index table for Category A and BT staff, respectively, contains steps, duration at 

step (number of years normally spent at step) and indices.  The basic monthly salary is 

calculated by multiplying a fixed index by the value of a point.  Basic salaries are adjusted 

twice a year based on movements in the cost of living as determined by the government of the 

Principality of Monaco. 

 

66. The salary index table reflects the salary system of the Monegasque civil service whereby a 

staff member’s length in service is recognized through “Anciennete”.  Salary Index Table I for 

Category A personnel has 15 steps; the duration at steps varies from 2 years at steps 1 and 2, 3 

years at steps 3 through 13 and 4 years at step 14.  On this basis, it would take a staff member 

40 years to go from step 1 to step 15 on this schedule. Salary Index Table II for Category BT 

personnel has 10 steps; the duration at steps varies from 2 years at steps 1 and 2, and 3 years 

at steps 3 through 10.  On this basis, it would take a staff member 28 years to go from step 1 

to step 10.  Examples of current salaries are as follows: A Category A staff member at step 1: 

Index of 1175; Multiplier of 7.89274 per index point would receive 9,273.97 Euro per month 

or 111,287.63 Euro per annum.  A Category A staff member at step 15: Index of 1560; 

Multiplier of 7.89274 per index point would receive 12,312.67 Euro per month or 147,752.07 

Euro per annum.  A Category BT staff member at step 1: Index of 631; Multiplier of 7.89274 

per index point; would be paid 4,980.32 Euro per month or 59,763.84 Euro per annum (paid 

on a 12-month basis).  A Category BT staff member at step 10: Index of 817; Multiplier of 

7.89274 per index point would be paid 6,448.37 Euro per month or 77,380.44 Euro per annum 

(paid on a 12-month basis). 
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67. As mentioned above, the salary of staff in the Professional and higher categories in the United 

Nations is made up of two main elements: a base or floor (minimum) salary and post 

adjustment, both expressed in United States dollars and annual amounts.  The structure of the 

scale provides for 9 grade levels starting at the most junior level, the P-1 level and going up 

through the USG level (Under-Secretary General) and steps. Within-grade increments are 

awarded on the basis of satisfactory service.  Most increments are granted annually, but there 

is a two-year qualifying period for the top level P-2, above step XIII of level P-3, above step 

XII of level P-4, above step X of level P-5, above step IV of the D-1 level and for all steps at 

the D-2 level.  A copy of the current base/floor salary scale effective as from 1 January 2012 

is contained in Annex 7. 

 

68. Progression of staff on the scale within a grade level depends on satisfactory performance and 

a change in grade level can only occur upon the promotion of a staff member which usually 

involves a change in job functions.  A staff member serving in Monaco at the           P-4/Step 1 

level at the dependent rate would receive an annual net base salary of US$72,467 plus a Post 

Adjustment amount of US$52,031.31 (based on a multiplier of 71.8 in effect in October 2103) 

or a total annual net salary of US$124,498.31.  This amount converted into Euro at the UN 

operational exchange rate of 0.737 Euro per US$1.00 in effect in October 2013, yields an 

annual net salary of 90,385.77 Euro.  A staff member at the P-4/Step XV level at the 

dependent rate would receive an annual net base salary of US$94,540 plus a Post Adjustment 

amount of US$67,879.12 (based on a multiplier of 71.8 in effect in October 2013) or a total 

annual net salary of US$162,419.72.  This amount converted into Euro at the UN operational 

exchange rate of 0.737 Euro per US$1.00 yields an annual salary of 119,703.33 Euro.  A staff 

member at the P-1/Step 1 level at the dependent rate would receive an annual net base salary 

of US$39,439 plus a Post Adjustment amount of US$28,317.20 (based on a multiplier of 71.8 

in effect in October 2103) or a total annual net salary of US$67,756.21.  This amount 

converted into Euro at the UN operational exchange rate of 0.737 Euro per US$1.00 in effect 

in October 2013, yields an annual net salary of 49,936.33 Euro.  A staff member at the P-

1/Step X level at the dependent rate would receive an annual net base salary of US$50,728 

plus a Post Adjustment amount of US$36,422.70 (based on a multiplier of 71.8 in effect in 

October 2013) or a total annual net salary of US$87,150.70.  This amount converted into Euro 

at the UN operational exchange rate of 0.737 Euro per US$1.00 yields an annual salary of 

64,230.07 Euro. 

 

Category B and C staff 

 

69. As mentioned above, the salaries and allowances of Category B and C Staff are established to 

be comparable with similar posts in the Monaco Civil Service. The retirement and health 

insurance benefits for these staff also mirror those found in the Monaco Civil Service.   

 

70. The salary index table for Category B and C staff, respectively, contains steps, duration at step 

(number of years normally spent at step) and indices.  The basic monthly salary is calculated 

by multiplying a fixed index by the value of a point.  Basic salaries are adjusted twice a year 

based on movements in the cost of living as determined by the government of the Principality 

of Monaco. 
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71. As per Category A and BT salary tables, these salary index tables also reflect the salary 

system of the Monegasque civil service whereby a staff member’s length in service is 

recognized through “Anciennete”.  Salary Index Table III for Category B personnel has 27 

steps; the duration at steps varies from 3 years at steps 1 through 14 and 2 years at steps 15 

through 26.  On this basis, it would take a staff member 66 years to go from step 1 to step 27 

on this schedule. 

 

72. A Category B staff member at step 1: Index of 305; Multiplier of 7.89274 per index point; 

2,407.29 Euro per month or 28,887.48 Euro per annum, plus an additional month’s salary and 

the Monaco Allowance of 5% of basic salary.  A Category B staff member at step 27: Index of 

649; Multiplier of 7.89274 per index point would be paid 5,122.39 Euro per month or 

61,468.66 Euro per annum, plus an additional month’s salary and the Monaco Allowance of 

5% of basic salary. 

 

73. Salary Index Table III (bis) for Category C personnel has 18 steps; the duration at steps varies 

from 3 years at steps 1 through 11 and 4 years at steps 12 through 18.  On this basis, it would 

take a staff member 57 years to go from step 1 to step 18 on this schedule. 

 

74. A Category C staff member at step 1: Index of 344; Multiplier of 7.89274 per index point; 

2,715.10 Euro per month or 32,581.23 Euro per annum, plus an additional month’s salary and 

the Monaco Allowance of 5% of basic salary.  A Category C staff member at step 18; Index of 

649; Multiplier of 7.89274 per index point would be paid 5,122.39 Euro per month or 

61,468.66 Euro per annum, plus an additional month’s salary and the Monaco Allowance of 

5% of basic salary.  It should be noted that this amount is the same as that at the top step of 

table III applicable to Category B personnel. 

 

75. The representatives of the Monaco Civil Service indicated that they were not able to provide 

copies of their salary tables.  However, they provided information on the monthly net 

remuneration for the positions that they matched against IHB posts as follows: 

 

- Registrar: Echelle B050: 2,092 Euro net; 

- Head of Registry: Echelle B020/B040: 2,777/2,237 Euro net; 

- Administration and Accounting Assistant: Echelle B030: 2,476 Euro net; 

- Cartography and Graphic Arts Assistant: Echelle B030: 2476 Euro net. 

- Information Technology Assistant: Echelle B030 2,476 Euro net; 

- Website and Publications Editor: Echelle B020: 2,777 Euro net; 

- Personal Assistant to Directing Committee: Echelle B020: 2,777 Euro net.  

- Bureau Support Assistant: Echelle C5: 1,898 Euro net. 

 

76. Based on the information provided relating to salary levels of the Monaco Civil Service, it is 

not possible to make any substantive comments or draw any particular conclusions as to how 

these salary rates compare to current salaries of the Category B and C staff of the IHB as there 

is no information on the number of steps and the duration of years spent at each step and the 

level of the applicable indices.  Accordingly, it is impossible to know where these salary 

amounts lie on the salary index tables of the Monaco Civil Service. They seem low which 

would infer that these salaries are those to be found at step 1 of the respective salary tables. 
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77. In 2004, the International Atomic Energy Agency (IAEA) requested the United Nations to 

conduct a salary survey for its local staff serving in Monaco.  The IAEA has its Marine 

Environment Laboratory located in the Principality.  Prior to this survey, the salaries of 

General Service staff in Monaco were linked to the local General Service salary scale. 

Established for Paris, France.  The General Service salary scale for Paris, Revision 101, 

effective 1 January 2004 was used as a basis for comparison with external remuneration data 

collected from seven employers located in Monaco and three employers located in nearby 

cities in France.  It should be noted that, in accordance with the salary survey methodology, in 

addition to the base salary, all employer bonuses, profit sharing, 13 and 14
th

 month salary, 

contributions to social funds for employees, subsidies for meals and /or transportation were 

quantified and included as part of net salary. 

 

78. At that time, the survey results based on the retention of 10 employers indicated that current 

United Nations salaries were higher than the market by an overall average of 4.6 per cent.  In 

view of the negative results, it was decided that the salaries for General Service staff in 

Monaco would remain frozen at their current levels until the gap between the United Nations 

and the market salaries was closed.  The current salary scale for General Service staff in 

Monaco is revision 5, with an effective date of 1 October 2011.  A General Service staff 

member at the G-1/Step1 level would receive an annual net salary of 23,678 Euro and a staff 

member at the G-7/Step XIV would receive an annual salary of 63,676 Euro.  A copy of the 

salary scale is contained in Annex 8 of the report. 

 

 

Salaries and conditions of service: Comments 

 

79. Based on the review above comparing the salaries of staff in the IHB with those of staff in the 

Monaco civil service and the United Nations, it can be concluded that the current salaries of 

staff in the IHB are very competitive. Category B and C staff receive an additional month’s 

salary or 13
th

 month, the 5% Monaco Allowance, and their salaries are adjusted twice a year 

in January and July.  The salaries of Category A and BT staff are aligned to salaries of the 

United Nations at the P-4 or other appropriate UN level and the P-1 level respectively and are 

also adjusted twice a year in January and July as per the practice of the Monaco civil service. 

 

80. The salaries of General Service staff of the United Nations are normally adjusted when there 

is a 5 per cent movement in outside salaries, or particular index or every 12 months whichever 

comes first.  The base/floor salary scale for staff in the Professional and higher categories is 

adjusted periodically by the General Assembly.  The last real increase in the base/floor salary 

scale was made with effect as from 1 March 2003. 

 

81. While the step increments on the IHB salary tables take place on a 2 or 3 year basis, the 

salaries linked to the indices are adjusted twice a year for Category A, B, BT and C staff on 

the basis of the adjustments made to the multiplier determined by the Government of the 

Principality of Monaco.  With respect to the salaries of the Directors, as from July 2004, these 

have been aligned with the salary scale applicable to United Nations staff in the Professional 

and higher categories.  Adjustments to salaries occur every 3 years calculated on the average 
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awards made to those Monaco Civil Service who are classified in the Heads of Service salary 

scale (1
st
 group).  The figure is provided by the Government of the Principality of Monaco. 

 

82. On the basis of the above, adjustment to the salaries of IHB staff follow local practice and are 

adjusted much more frequently than those of staff in the United Nations common system. 

 

83. The IHB is considering implementing revised salary arrangements whereby Category B and C 

staff, recruited after a certain date, would reflect the fact that progression should not be 

dictated by length of service but on performance on the basis that a Staff Member should 

reasonably be expected to meet full requirements of the role within five years, or sooner 

depending on prior knowledge and experience.  At that point they should be paid the Target 

(market) Rate for that role, with increases beyond this Rate restricted to performance above 

that normally expected. (re V.12 Revised Salary Arrangements).  If it is the intention to 

implement these new arrangements, it would be the view of the consultant that they should 

apply only to newly recruited staff who come on board as of a certain date.  There could 

potentially be an issue of staff claiming acquired rights with respect to the level of salary. In 

the United Nations, it is the practice to maintain the salaries of staff who are currently on 

board until they are overtaken by increases in the scales and to implement revised salary 

scales for new staff. 

 

84. As regards modifications to the salaries, while following the Monaco Civil Service system of 

salaries, IHB could give consideration to revising the current salary tables to increase time 

spent at step.  Since the movement of outside salaries do not necessarily follow movements in 

cost-of-living, consideration could be given to granting a percentage of the cost-of-living 

movement versus granting the full amount, i.e. 90%.  This could apply to Category A, BT, B 

and C Staff.  Adjustments to salaries could be made less frequently, perhaps once a year. 

 

85. The family allowances and social security benefits for Category B and C staff are normally in 

conformity with those found in the Monaco Civil Service.  Allowances of Professional staff 

mirror those found in the United Nations common system.  Therefore, it is the consultant’s 

view that there is no need to recommend any changes to any of these allowances and social 

benefits.  The retirement schemes seem well suited to the needs of the IHB. 

 

 

 

VIII.  Recommended updates and comments on IHO Staff Regulations 

 

86. The consultant was requested to provide recommended updates to the IHO Staff Regulations.  

Recommendations/comments are as follows. 

 

 

87. Chapter I - Preamble  

 

Under 1.2 DC Responsibilities:  This paragraph needs to be amended to reflect the 

impending transition from a Directing Committee comprising the President and two 

Directors to a Secretary-General and two subordinate Directors. 
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As the Secretary-General will assume the sole executive responsibilities currently being 

exercised collectively by the Directing Committee through the President, all references in 

the Staff Regulations to the Directing Committee will have to be revised.  

 

 

88. Chapter II – Definitions, Organization of the IHB 
 

Under II.1 Definitions: 

Para. (a): Article X (or is it Article VIII?) of the Convention and Articles 23-31 of the 

General Regulations will have to be amended to reflect the change in structure.  

References to the “President”, “Director” and “Directing Committee” will have to be 

revised to take account of revised top management structure of the IHB secretariat 

consisting of the Secretary-General and two sub-ordinate Directors. 

 

Para. (e): Reference to the Directing Committee should be replaced by reference to 

“…the Secretary-General…..”. 

 

Para. (m): “Recognized Home”: With respect to the definition of Recognized Home, the 

question has been asked should this apply to an internationally recruited Staff Member 

that originally resided in France or Monaco. How does the UN deal with this? 

 

United Nations Staff rule 3.19 on Repatriation grant contains definitions used in 

ascertaining whether the conditions contained in Annex IV of the Rules on Repatriation 

grant are met. Paragraph (b) (i) of Staff rule 3.19 provides the following definitions: 

““Country of nationality” shall mean the country recognized by the Secretary-General.” 

Paragraph (b) (iii) defines ““Home country” shall mean the country of home leave 

entitlement under staff rule 5.2 or such other country as the Secretary-General may 

determine.” Paragraph (b) (iv) on ““Obligation to repatriate” shall mean the obligation to 

return a staff member and his or her spouse and dependent children, upon separation, at 

the expense of the United Nations, to a place outside the country of the last duty station.” 

 

With respect to international recruitment, paragraph (a) of United Nations Staff rule 4.5 on 

Staff in posts subject to international recruitment provides that  “Staff members other than 

those regarded under Staff rule 4.4 as having been locally recruited shall be considered as 

having been internationally recruited.  Depending on their type of appointment, the 

allowances and benefits available to internationally recruited staff members, may include: 

payment of travel expenses upon initial appointment and on separation for themselves and 

their spouses and dependent children; removal of household effects; home leave; 

education grant; and repatriation grant.” 

 

Staff rule 4.5 (b) provides that “Staff recruited locally at a duty station for posts in the 

Professional and higher categories at that specific duty station are considered 

internationally recruited but would generally not be entitled to some or all of the 

allowances and benefits mentioned in paragraph (a) above as determined by the  

Secretary-General.” 
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Para. (p) “Spouse”: With respect to “Spouse” the question has been asked about same-sex 

partnerships?  What about civil partnerships? What about de-facto relationships? How 

does UN and Monaco government service deal with this?  

 

The consistent practice of the United Nations over the years has been to determine the 

family status of its staff member by reference to the law of nationality of each staff 

member. In this manner, the Organization respects the social, religious and cultural 

diversity of the Member States and their nationals. 

 

There has been a growing trend over the past few years in several Member States towards 

recognition of same-sex marriages, or recognition of domestic partnerships which may 

involve partners of the same or different sex.  Secretary-General Bulletin, 

ST/SGB/2004/13 acknowledges this trend and simply extends to these new situations the 

existing practice of accepting as a fact the family status of United Nations staff members, 

as determined by the laws of the country of their nationality. 

 

The United Nations is not able to elaborate universal rules governing validity of marriage 

since national laws on marriage are as diverse as national cultures. The United Nations 

must respect this diversity of culture. This is why it deals with such matters by reference 

to the law of nationality of the staff member: if a marriage is recognized by the law of 

nationality of the staff member, it is accepted by the United Nations. The Secretary-

General has extended this longstanding policy to domestic partnerships or civil unions 

since some Member States have now extended marriage benefits to those unions and 

respect for national diversity required that this be taken into account by the Organization 

in respect of staff from those States. 

 

Staff members who have entered into a same-sex marriage or a domestic partnership 

legally recognized by the law of the country of their nationality will receive for the same-

sex spouse or the domestic partner (of either sex) the same benefit as for a “spouse” who 

is considered as an eligible family member, for instance travel to and from the duty 

station, home leave travel, dependency benefits and health insurance. 

 

As regards the definition of a “dependent spouse,” paragraph (a) (i) of Staff rule 3.6 on 

Dependency allowances defines “A “dependent spouse” is a spouse whose occupational 

earnings, if any, do not exceed the lowest entry level of the United Nations General 

Service gross salary scales in force on 1 January of the year concerned for the duty  

station in the country of the spouse’s place of work.  In the case of staff in the  

Professional and higher categories and in the Field Service category, the entry level 

amount referenced shall not at any duty station be less than the equivalent of the lowest 

entry level salary at the base of the salary system (G-2, step I, for New York.”  Monaco 

does not recognize same-sex unions or marriages, despite its surrounding neighbor  

France recognizing same-sex marriages since 2013. 
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Under Para.II.2  Organization of the IHB 

 

With respect to the Composition of the Staff, under Para. II.2.1, the question has been 

raised as to how the UN deals with internationally and locally recruited personnel and 

whether this is appropriate and workable for the IHB.  How does the UN deal with   

locally recruited translators? 

 

The United Nations has two categories of staff, those in posts subject to local recruitment 

and those in posts subject to international recruitment.  Staff rule 4.4 provides for the 

following: 

 

(a) All staff in the General Service and related categories, except as stipulated in staff 4.5 

(c) below, shall be recruited in the country or within commuting distance of each 

office, irrespective of their nationality and the length of time they have been in the 

country.  The allowances and benefits available to staff members in the General 

Service and related categories shall be published by the Secretary-General for each 

duty station. 

 

(b) National Professional Officers shall be of the nationality of the country where the 

office concerned is located. 

 

(c) A staff member subject to local recruitment under this rule shall not be eligible for the 

allowances or benefits indicated under staff rule 4.5 (a). 

 

Staff rule 4.5 provides for the following: 

 

(a) Staff members other than those regarded under Staff rule 4.4 as having been locally 

recruited shall be considered as having been internationally recruited.  Depending on 

their type of appointment, the allowances and benefits available to internationally 

recruited staff members, may include: payment of travel expenses upon initial 

appointment and on separation for themselves and their spouses and dependent 

children; removal of household effects; home leave; education grant; and repatriation 

grant. 

 

(b)  Staff recruited locally at a duty station for posts in the Professional and higher 

categories at that specific duty station are considered internationally recruited but 

would generally not be entitled to some or all of the allowances and benefits 

mentioned in paragraph (a) above as determined by the Secretary-General. 

 

(c) Under special circumstances and conditions determined by the Secretary-General, staff 

who have been recruited to serve in posts in the General Service and related categories 

may be considered internationally recruited. 

 

(d) A staff member who has changed his or her residential status in such a way that he or 

she may, in the opinion of the Secretary-General, be deemed to be a permanent  
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resident of any country other than that of his or her nationality may lose entitlement   

to home leave, education grant, repatriation grant and payment of travel expenses   

upon separation for the staff member and his or her spouse and dependent children  

and removal of household effects, based upon place of home leave, if the Secretary-

General considers that the continuation of such entitlement would be contrary to the 

purposes for which the allowance or benefit was created.  Conditions governing 

entitlement to benefits for internationally recruited staff in the light of residential 

status shall be set by the Secretary-General as applicable to each duty station. 

 

89. Chapter IV – Salaries and Allowances 

 

Under Para. IV.1.1 Principles. In para. (b) the proposal to have a cap on the salaries of 

Directors and Category A Staff on reappointment is reasonable as this would set a salary 

ceiling and would recognize the fact that there are budgetary limitations to increases in 

salaries for this group of staff.  The salary scales of the United Nations have set numbers 

of steps that cannot be surpassed. 

 

Under Para. IV.I.2 © on Internal tax, the question has been raised as to why education 

grant, rental subsidy and overtime are subject to the 10% internal tax and what is the 

practice of the United Nations. 

 

In the United Nations, education grant, rental subsidy and overtime would not be subject 

to staff assessment however, all salaries and allowances are considered as earnings.  

Paragraph 31 of  Information Circular ST/IC/2013/8 on the Payment of 2012 income taxes 

by staff members who are liable to pay income taxes to United States tax authorities  

on United Nations salaries and emoluments, stipulates that the following types of 

payments made by the United Nations to staff members during the calendar year 2012 are 

included in the statement of taxable earnings for 2012:  

 

  (a) Gross salary (before the deduction of staff assessment);  

(b) Overtime, compensatory time and night differential;  

(c) Post adjustment;  

(d) Dependency allowance; 

(e) Language allowance; 

(f) Mobility and hardship allowance (including hazard pay and/or non-family hardship    

element and/or danger pay, where applicable);  

(g) Representation allowance;  

(h) Education grant;  

(i) Assignment grant;  

(j) Travel on appointment and/or separation;  

(k) Removal of personal household effects and goods; 

(l) Home leave travel;  

(m) Rental subsidy;  

(n) Termination indemnity and compensation in lieu of notice;  

(o) Commutation of accrued annual leave paid at separation;  

  (p) Family visit travel;  



 21 

(q) Repatriation grant;  

(r) Death benefits;  

(s) Education grant travel;  

(t) Travel time;  

(u) Recruitment allowance;  

(v) Relocation grant; and 

(w) Personal Transitional Allowance.  

 

Under Para. IV.2.4.1 on Education Grant under the provisions of para. (a) the question  

has been asked  as to what the UN does for education grant for those personnel recruited 

internationally but originally resident in the same, but different part of the country as   

their UN service. 

 

In the United Nations, nationals recruited in their own country for posts in the  

Professional and higher categories are considered internationally recruited but they would 

generally not be entitled to some or all of the allowances and benefits payable to staff  

who are serving outside of their recognized home country. 

 

Under Para. IV.2.4.2 on Rental Subsidy, the question has been asked as to what is 

considered suitable accommodation by the UN in determining rental subsidies.   

 

In the United Nations, there is a differentiation between rental subsidies at duty stations   

in Europe and North America and duty stations outside Europe and North America.  The 

computation of a rental subsidy at duty stations in Europe and North America is 

determined on the basis of a reasonable rent level.   The reasonable maximum rent level 

shall be set by the Secretary-General for duty stations in Europe and North America, based 

on the family size of the staff member and a survey of rent levels in the local market. 

Levels of reasonable maximum rent for New York are set out in an annex to the 

information circular on rental subsidies and deductions issued by the Assistant Secretary-

General for Human Resources Management. Local circulars are issued at other duty 

stations by the authorized official, setting out the reasonable maximum rent levels 

applicable at the duty station concerned. 

 

For example, effective 1 April 2007, the revised reasonable maximum rent levels for New 

York are as follows taking into consideration family size, number of bedrooms and rent 

level:  

 

- Staff member alone; 1 bedroom; rent: US$ 2,900; 

- Staff member with spouse; 2 bedrooms; rent: US$ 4,727;  

- Staff member with 1 child: 2 bedrooms; rent: US$ 4,727;  

- Staff member with 2 children: 3 bedrooms; rent: US$ 6,500;  

- Staff member with 3 or more children: 4 bedrooms; rent: US$ 7,200. 

 

The Annex of Administrative Instruction ST/AI/2000/6 on Rental subsidies and 

deductions provides for certification criteria for purposes of determining the reasonable 

maximum rent level at duty stations outside Europe and North America. 
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For the purpose of certification, at each duty station dwellings are grouped in three 

categories, as follows: 

 

A. Reasonable 

 

If a dwelling occupied by a staff member is similar in quality and size by reference to 

those occupied by other staff members at the same duty station having similar family 

circumstances and if the rental follows a general pattern of rents for dwellings of similar 

quality and size, then the dwelling in question should be certified as “reasonable”. It must 

be noted, however, that if a staff member has no alternative but to occupy a dwelling that 

is larger or better in quality in relation to those occupied by other staff members with 

similar family circumstances or if the rent is very high in comparison to other dwellings of 

similar size because of unavailability of other suitable accommodations, then the   

dwelling must still be certified as “reasonable”. 

 

B. Above average 

 

If a staff member occupies a dwelling that is substantially larger or better in quality in 

relation to those occupied by other staff members with similar family circumstances, 

resulting in higher rental payments, then the dwelling should be certified as “above 

average”. In this case, the highest rent paid by a staff member from among those with 

similar family circumstances and living in dwellings certified as “reasonable” must be 

used for the calculation of rental subsidies. 

 

C. Substandard 

 

Dwellings provided either free of charge or at a nominal cost which are of poor quality  

fall within this category. Judging from past experience, dwellings of this type lack either 

the minimum acceptable standard of construction and/or one or more of the basic 

amenities. It should be noted that the category “substandard” applies also to dwellings in 

capital or other major cities. 

 

 

90. Chapter V – Appointment and Promotion 

 

Under V.6 © Terms of appointment, the question has been raised as to how the UN ensures 

that revisions to the Staff Regulations can be applied to existing staff members. 

 

Revisions to the Staff Rules and Regulations of the United Nations are approved by the 

General Assembly.  The Secretary-General is responsible for promulgating the revised Staff 

Rules and Regulations.  In those cases where the General Assembly has decided to revise an 

allowance to a lower amount, the practice has been to approve the revised allowances as of a 

certain date and to grandfather the higher allowances for those eligible staff until they are 

overcome by increases or phased out.  Eligible staff coming on board after the specific date 

would be entitled to the revised allowance.   
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Under V.12 Revised Salary Arrangements (only applicable to Category B (excluding BT)   

and Category C Staff) 

 

Given the small number of IHB staff concerned and taking into account the fact that many of 

these staff have been at the IHB for very long periods of time, great care must be given to 

implementing revised salary arrangements whereby Category B and C staff recruited after a 

certain date, would reflect the fact that progression should not be dictated by length of   

service but on performance on the basis that a Staff Member should reasonably be expected  

to meet full requirements of the role within five years, or sooner depending on prior 

knowledge and experience.  At that point they should be paid the Target (market) Rate for  

that role, with increases beyond this Rate restricted to performance above that normally 

expected. (re V.12 Revised Salary Arrangements).  As indicated above, it would be the view 

of the consultant that should it be decided that these arrangements be implemented, they 

should apply only to newly recruited staff.  There could potentially be an issue of staff 

claiming acquired rights with respect to the level of salary. In the United Nations, it is the 

practice to maintain the salaries of staff until they are overtaken by movement in the scales. 

 

 

91. Chapter VI – Leave 

 

Under VI.1 (b) Special Leave, the question has been raised as to what are the arrangements  

for that apply in the UN and Monaco Government with respect to special leave and the 

number of working days allowed for staff in the case of the death of an immediate relative. 

 

Paragraph (a) (iii) (c) of United Nations staff rule 5.3 on Special Leave provides that family 

leave may be granted as special leave without pay for a reasonable period, including  

necessary travel time, upon the death of a member of the immediate family of the staff 

member or in case of serious family emergency.  The Monaco Civil Service grants two days 

of special leave in the case of the death of an immediate relative. 

 

 

92. Chapter VII – Social Security 

 

Under VII.5 Social benefits following Retirement, the question has been raised as to the 

practices of the UN regarding the provision of health insurance coverage to retired staff. 

 

In the United Nations, after-service health insurance coverage is optional for eligible former 

staff members and their dependants. It is available only as a continuation, without  

interruption between active service and retirement status, of previous active-service coverage 

in a contributory health insurance plan of the United Nations. In this context, a contributory 

health insurance plan of the United Nations is defined to include a contributory health 

insurance plan of other organizations in the common system under which staff members may 

be covered by special arrangement between the United Nations and those organizations.  

 

At the time of retirement, a staff member may switch from the insurance plan which he or   

she had on an in-service basis to a health insurance plan which is more appropriate following 
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separation from service, under certain conditions. For example, a staff member who, while in 

active service, participated in a Headquarters health insurance plan, may switch to a non-

United States-based plan if he or she will reside outside the United States following  

separation from service, provided that covered dependants will also reside outside the United 

States.  

 

After-service health insurance participants who change their country of primary residence 

following separation may also transfer from one insurance plan to another if a different plan  

is more appropriate to the new country of residence. In such cases, the change in plan will 

become effective on the first day of the month following receipt of written notification 

regarding the change in country of residence or as soon thereafter as is practicable. With 

respect to health insurance plans available to after-service participants who reside in the 

United States, transfer from one plan to another may be made subject to the condition that  

there must be two years’ coverage under any such plan before a change can be made. (ref 

ST/AI/2007/3). 

 

 

93. Chapter IX– Retirement 

 

Under Para. IX.6 Supplementary Retirement Benefits, the question has been posed as how do 

current UN and Monaco entitlements compare with IHB entitlements. 

 

94. The United Nations does not make provision for supplementary retirement benefits to staff as 

it is a participant in The United Nations Joint Staff Pension Fund (UNJSPF).  The UNJSPF 

provides retirement, disability and survivor’s benefits for the staff of the United Nations and 

organizations that are members of the Fund.  Staff members who have an appointment of six 

months or more or who complete six months of service without an interruption of more than 

30 days become participants in the Fund.  Scales of pensionable remuneration for the 

Professional and higher category staff and the General Service and related category staff, 

respectively, are used for determining contributions to the Fund and for calculating pension 

benefits.   The current rate of contribution to the Fund is 23.7 per cent of pensionable 

remuneration, with two-thirds paid (15.80%) by the organization and one-third (7.90%) by the 

staff member.  The retirement age of staff of the United Nations is 60 years or, if appointed on 

or after 1 January 1990, the retirement age is 62.  The ICSC at its last session proposed that 

the mandatory age of retirement be set at 65 years of age with effect from 1 January 2014.  

However, this proposal was not approved in light of the request of the organizations.  It is 

anticipated that the mandatory retirement age be set at 65 years of age with effect from 

1January 2016.  A retirement benefit shall be payable to a participant whose age on separation 

from service is the normal retirement age or more and whose contributory service was five 

years or longer.  It is a defined-benefit plan.  Details of the pension plan can be found in The 

Regulations, Rules and Pension Adjustment System of the UNJSPF which are available online 

at www.unjspf.org. 

 

 

 

 

http://www.unjspf.org/
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95. Chapter X - Separation From Service 

 

Under Para. X.3 Termination Indemnity, the question has been raised as to how IHB benefits 

compare with Monaco and the UN regarding the fact that the IHB, in addition to termination 

payments, redundant staff are covered for medical for 12 months in Monaco and 24 months in 

France. 

 

In the United Nations, staff whose appointments are terminated for reasons such as abolition 

of posts or reduction of staff, unsatisfactory service, reasons of health or incapacitation for 

further service, or disciplinary reasons are not entitled to maintain health insurance coverage 

under any United Nations health plan.  These staff would only receive a termination 

indemnity according to the termination indemnity schedule contained in Annex II of the Staff 

Rules of the United Nations and in accordance with the type of appointment held and the 

length of service. 

 

In the case of the IHB, Para X.3 (d) of Chapter X provides as follows: “In cases of termination 

of appointment under the provisions of X.1.1 (a), (b) or (c), the reimbursement of costs for 

medical care permitted under these Regulations shall be maintained for a period of one year, 

provided (i) the Staff Member has completed at least two years’ service; (ii) he continues to 

reside in Monaco or France; and (iii) he does not receive such benefits from any other 

sources”.  

 

 

IX. Findings of the review of the IHO Staff Regulations 

 

96. The Staff Regulations need to reflect the impending transition from a Directing Committee 

comprising the President and two Directors to a Secretary-General and two subordinate 

Directors.  As the Secretary-General will assume the sole executive responsibilities currently 

being exercised collectively by the Directing Committee through the President, all references 

in the Staff Regulations to the Directing Committee will have to be revised.  

 

97. The responsibilities of the Secretary-General will have to be explained and the following 

definition is being recommended for inclusion in Chapter I to replace the current language 

under para. 1.2: “Responsibilities of the Secretary-General: The Secretary-General, as the 

chief administrative officer of the Organization and Head of the Secretariat, shall be 

responsible for ensuring that all personnel employed in the Bureau comply with these 

Regulations, which are designed to facilitate the work of the Bureau whilst at the same time 

safeguarding the welfare of the Staff.” 
 

98. The change from a Directing Committee comprising the President and two Directors to a new 

structure comprising the Secretary-General and two sub-ordinate Directors should be 

explained in the Staff Regulations.  This could be done by adding a reference in the 

Introduction to the existing Staff Regulations setting out the decision of the competent 

authority i.e., the Conference in changing the structure. 
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Suggested language:  “Under Article VIII of the Convention of the International 

Hydrographic Organization, the Secretary-General shall be the chief administrative officer 

of the Organization and shall maintain all such records as may be necessary for the 

efficient discharge of the work of the Organization and shall prepare, collect, and circulate 

any documentation that may be required.  Accordingly the Secretary-General shall provide 

and enforce such Staff Regulations.” 

 

99. All references to the Directing Committee in the Staff Regulations will have to be reviewed 

and replaced by reference to “…the Secretary-General...”. 

 

100. The proposed implementation of revised salary arrangements whereby Category B and C staff 

recruited after a certain date, would reflect the fact that progression should not be dictated by 

length of service but on performance on the basis that a Staff Member should reasonably be 

expected to meet full requirements of the role within five years, or sooner depending on prior 

knowledge and experience.  It is proposed that at that point they should be paid the Target 

(market) Rate for that role, with increases beyond this Rate restricted to performance above 

that normally expected. (re V.12 Revised Salary Arrangements).  Should these arrangements 

be implemented, it would seem reasonable that they should apply only to newly recruited staff 

as there could be an issue of acquired rights with respect to the level of salary of affected staff.   

 

101. No other recommendations are being suggested with respect to the contents of the Staff 

Regulations as in the consultant’s opinion the current salaries and allowances as well as the 

social security benefits applicable to the IHB staff are such that they meet the needs of the 

IHB. 

 

 

X. Job descriptions of the IHB 

 

Comparative review of IHB jobs in the Director Category and Category A against the 

United Nations 

 

102. The consultant undertook a review of the current job descriptions of staff in the Professional 

category of the IHB by the application of the New Master Standard for posts in the 

Professional and higher categories promulgated by the ICSC in 2004. 

 

103. Application of the classification standard yielded the following grade comparative 

equivalencies: 

 

- Director: D-2;  

- Assistant Director: P-5;  

- Manager Finance and Administration Officer: P-5; 

- Head French Translator: P-2; 

- French Translator: P-2; 

-  Spanish Translator: P-2. 
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XI. Findings of Classification Assessment under the ICSC Classification standards 

 

104. The results of the classification review for the current 11 Professional IHB jobs against the 

classification standards applied in the United Nations Common System confirmed the 

Director and Category A jobs in the IHB against jobs in the Professional and higher category 

in the United Nations.  The comparative review of the jobs yielded classification levels that 

confirmed the categories and grade levels as determined on the occasion of the 2002 review 

undertaken by the Global Consulting Service (GCS) of the United Nations Development 

Programme (UNDP). The point rating summaries for the 11 jobs are contained in Annex 9 to 

the report. 

 

 

Part II 
 

 

I. Draft job description for the Members of the Directing Committee 

 

105. In response to the request to prepare job descriptions for the Directing Committee and to 

evaluate them under the ICSC classification standards, below is a draft job description for the 

Directors for IHB’s consideration. In addition to responsibilities, the draft job descriptions 

also include the IHO’s mission statement and vision, organizational setting/delegation of 

authority, and in the case of the draft descriptions for the Director position, work 

interactions/relations, results expected and minimum qualifications needed to perform the 

functions.  The IHB may also wish to consider incorporating job competencies in the job 

descriptions in the future.  For information purposes, the competencies developed by the UN 

are summarized in Annex 10 to the report. 

 

 

Draft Job Description 

Director of the IHO 

 

Mission:  

The Mission of the International Hydrographic Organization (IHO) is to create a global 

environment in which States provide adequate and timely hydrographic data, products and 

services and ensure their widest possible use. 

 

Vision: 

The Vision of the IHO is to be the authoritative worldwide hydrographic body which 

actively engages all coastal and interested States to advance maritime safety and efficiency 

and which supports the protection and sustainable use of the marine environment. 

 

Organizational setting/Delegation of authority: 

Article IX of the Convention on the International Hydrographic Organization provides that 

the Bureau shall be composed of the Directing Committee and the technical and 

administrative staff required by the Organization.  Article X further specifies that the 
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Directing Committee shall administer the Bureau in accordance with the provisions of the 

Convention and the Regulations and with directives given by the Conference. 

 

Responsibilities: 

A Director of the IHO will be responsible for the following: 

 

1. As a Member of the Directing Committee of the IHB: 

- Direct and manage the Secretariat of the IHB in accordance with the provisions of 

the Convention and the Staff Regulations of the IHO and with other directives 

agreed by the Member States from time to time; 

- Formulate, prepare and manage the budget approved by the Member States; 

- Oversee the programme of the IHO; 

- Appoint and manage the staff needed for the efficient and effective functioning of 

the Secretariat in accordance with the Staff Regulations and within the budget set 

by the Member States; 

- Represent the IHO in relevant intergovernmental and non-governmental international 

organizations as required; 

- Represent the IHO and liaise with the Government of Monaco and with other diplomatic 

missions as required. 

 

2. As a Director of the IHB: 

- Direct and manage one of the three programmes of the IHO, i.e., Corporate Affairs, 

Hydrographic Services and Standards, Inter-Regional Coordination and Support; 

- Contribute to the formulation of the Bureau’s overall strategies and policies by 

participating in various committees, preparing documents on policy issues, and 

acting, as required in an advisory capacity to the President of the IHB; contribute 

to the overall management of the IHB’s activities and operations;  

- Formulate and implement the substantive work programme of the IHB under 

his/her supervision, determining priorities and allocating resources for the 

completion of outputs and their timely delivery; 

- Act as Secretary of a designated IHO Committee, i.e., Hydrographic Services and 

Standards Committee (HSSC) and Inter-Regional Coordination and Support 

Committee (IRCC) and oversee the associated programme of the IHO. 

 

Work implies frequent interaction with the following: 

President and staff within the Bureau.  Senior staff within specialized agencies such as the 

UN, IMO, WMO.  Representatives of Governments and representatives of non-

governmental organizations.  Chairs and members of intergovernmental bodies. 

 

Results expected: 

Effectively managed and supervised programmes; coherent framework to guide 

programmes; final services/products are integrated in the programmes of the Bureau.  

Proven leadership in the development of innovative programmes with significant impact 

on the overall effectiveness of the IHO.  Intellectual and professional leadership for 

overall strategy, quality, delivery and results. 
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Qualifications: 

Education: Advanced University degree (Master’s degree or equivalent) in hydrography, 

hydrographic surveying, geomatics, hydrogeology, oceanography, marine science, 

engineering or related area.  A first-level university degree in combination with qualifying 

experience may be accepted in lieu of the advanced university degree. 

 

Experience: Over fifteen years of progressively responsible experience in hydrography, 

hydrographic surveying, geomatics, hydrogeology, oceanography, marine science, 

engineering or related field. 

 

Language: Fluency in one of the working languages of the IHB Secretariat, English or 

French, (both oral and written) is required; knowledge of the other is desirable.  

Knowledge of another language is an advantage. 

 

 

106. The classification point-rating summary for the above draft Director post yields a 

classification point rating of 3440 points at the D-2 level.  The classification point-rating 

summary for this post is contained in Annex 11 to the report.  

 

 

II. Draft job description for the Secretary-General and the Directors under the new  

IHO Structure 

 

107. In response to the request to prepare job descriptions for the posts of Secretary-General and 

the Directors under the new IHO structure and to evaluate them under the ICSC classification 

standards, below is a draft job description for the Secretary-General position for IHB’s 

consideration.  Please note that this job description cannot be evaluated against the ICSC 

Master Standard for posts in the Professional and higher categories as, in the United Nations, 

the post of Secretary-General is a political appointment and is considered to be an ungraded 

official. 

 

 

 

 

Draft Job Description 

Secretary-General of the IHO 

 

Mission: 

The Mission of the International Hydrographic Organization (IHO) is to create a global 

environment in which States provide adequate and timely hydrographic data, products and 

services and ensure their widest possible use. 

 

Vision: 
The Vision of the IHO is to be the authoritative worldwide hydrographic body which 

actively engages all coastal and interested States to advance maritime safety and efficiency 

and which supports the protection and sustainable use of the marine environment. 
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Organizational setting/Delegation of authority: 

Article VIII of the Convention on the International Hydrographic Organization provides 

that the Secretariat shall comprise a Secretary-General, Directors and such other personnel 

as the Organization may require.  

 

Responsibilities: 

The Secretary-General of IHO is the Chief Administrative Officer of the Organization and 

Head of the Secretariat responsible for directing and managing the activities and general 

direction of the work of the Secretariat. The Secretary General provides strategic 

leadership and vision to a specialized international staff working in the field of 

hydrography.  The Secretary General is responsible to the Assembly and the Council and, 

following established policies, carries out the duties assigned to him by the Convention, 

and makes periodic reports covering the progress of the Secretariat activities. 

 

As the Chief Administrative Officer of the Organization and Head of the Secretariat, the 

Secretary-General shall be responsible for the following: 

 

- Administer the Secretariat in accordance with the provisions of the Convention and the 

General and Financial Regulations and with directives given by the Assembly and the 

Council; 

- Prepare and submit to the Finance Committee and the Council the financial statements 

for each year and budget estimates on a three-year basis, with the estimates for each 

year shown separately;  

- Act as Secretary of the Finance Committee; 

- Support the Council by providing secretariat support and by preparing proposals 

concerning the overall strategy and the work programme; 

- Support the Assembly by providing Secretariat support; 

- Appoint and manage the staff needed for the efficient and effective functioning of the 

Secretariat in accordance with the Staff Regulations and within the budget set by the 

Member States; 

- Oversee the management of activities undertaken, ensuring that programmed activities 

are carried out in a timely fashion and co-ordinate work in the different areas both 

within the IHB and with other organizations, donors and agencies as appropriate; 

- Represent the IHO in relevant intergovernmental and non-governmental international 

organizations as required; 

- Represent the IHO and liaise with the Government of Monaco and with other 

diplomatic missions as required; 

- Keep Member States informed with respect to the activities of the Organization; 

- Perform such other tasks as may be assigned by the Convention, the Assembly or the 

Council. 
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Draft Job Description 

Director of IHO 

 

Mission: 

The Mission of the International Hydrographic Organization (IHO) is to create a global 

environment in which States provide adequate and timely hydrographic data, products and 

services and ensure their widest possible use. 

 

Vision: 

The Vision of the IHO is to be the authoritative worldwide hydrographic body which 

actively engages all coastal and interested States to advance maritime safety and efficiency 

and which supports the protection and sustainable use of the marine environment. 

 

Organizational setting/Delegation of authority: 

Article VIII of the Convention on the International Hydrographic Organization provides 

that the Secretariat shall comprise a Secretary-General, Directors and such other personnel 

as the 

Organization may require.  

 

Responsibilities: 

In accordance with the duties assigned by the Secretary-General, the Director will be 

responsible for the following. 

 

- Assist the Secretary-General in carrying-out the responsibilities of the position and in 

particular: 

o Contribute to the overall administration and financial management of the 

Secretariat; 

o Contribute to the secretariat support of the Council; 

o Contribute to the secretariat support of the Assembly; 

o Contribute to representing the IHO in relevant intergovernmental and non-

governmental international organizations as required; 

o Contribute to representing the IHO and liaising with the Government of Monaco 

and with other diplomatic missions as required; 

 

- Act in an advisory capacity to the Secretary-General and contribute to the formulation 

of the Bureau’s overall strategies and policies by participating in various committees, 

preparing documents on policy issues, and contribute to the overall management of the 

IHB’s activities and operations;  

- Direct and manage a programme of the IHO, i.e., Regional Coordination Programme,  

Technical Programme; 

- Formulate and implement the substantive work programme of the IHB under his/her 

supervision, determining priorities and allocating resources for the completion of 

outputs and their timely delivery; 

- Act as Secretary of a designated IHO Committee, i.e., Hydrographic Services and 

Standards Committee (HSSC) and Inter-Regional Coordination and Support 

Committee (IRCC) and oversee the associated programme of the IHO; 
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- Replace the Secretary-General if the post falls vacant one year or less before the 

opening day of the next ordinary session of the Assembly; 

- Perform other related duties as requested by the Secretary-General. 

 

Work implies frequent interaction with the following: 

The Secretary-General and staff within the Bureau.  Senior staff within specialized 

agencies.  Representatives of Governments and representatives of non-governmental 

organizations.  Chairs and members of intergovernmental bodies. 

 

Results expected: 

Effectively managed and supervised programmes; coherent framework to guide 

programmes; final services/products are integrated in the programmes of the Bureau.  

Proven leadership in the development of innovative programmes with significant impact 

on the overall effectiveness of the IHO.  Intellectual and professional leadership for 

overall strategy, quality, delivery and results. 

 

Qualifications: 

Education: Advanced University degree (Master’s degree or equivalent) in hydrography, 

hydrographic surveying, geomatics, hydrogeology, oceanography, engineering or related 

area.  A first-level university degree in combination with qualifying experience may be 

accepted in lieu of the advanced university degree. 

 

Experience: Over fifteen years of progressively responsible experience in hydrography, 

hydrographic surveying, hydrogeology, oceanography, marine science, engineering or 

related field. 

 

Language: Fluency in one of the working languages of the IHB Secretariat, English or 

French, (both oral and written) is required; knowledge of the other is desirable.  

Knowledge of another language is an advantage. 

 

 

108. The classification point-rating summary for the above Director post yields a classification 

point rating of 3265 points at the D-2 level.  The classification point-rating summary for this 

post is contained in Annex 12 to the report.  

 

 

 

***** 

 

 

 

 
MBM 15 December 2013 
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Sources 

 

 

-Staff Rules and Regulations of the United Nations (ST/SGB/2013/3); 

-Administrative Instruction ST/AI/2000/6 on Rental subsidies and deductions; 

-Administrative Instruction ST/AI/2007/3 on After-Service Health Insurance; 

-Information Circular ST/IC/2013/8 on Payment of Income Taxes; 

-Secretary General’s Bulletin ST/SGB/2004/13 on Family Status for purposes of United 

Nations entitlements; 

-The Regulations, Rules and Pension Adjustment System of the United Nations Joint Staff 

Pension Fund; 

-Salaries and Allowances Booklet published by the International Civil Service 

Commission; 

-Website of the United States Social Security Administration, Office of Retirement and 

Disability Policy on Social Security Programs throughout the World: Europe 2012. 

 

 

 

 

***** 

 

 



Annex 1 
 

Letter of Agreement dated 19 July 2013 

Consultant: Ms. Marianne Brzak-Metzler 

 

 

1. Summary of the task: 

Carry out a review and comparison of the existing IHO Staff Regulations with reference to the 

corresponding conditions applicable in the United Nations and the Monaco Public Service, including a site 

visit.  Provide a report and recommendations that addresses those tasks described in section 2 below. 

 

 

2. Detailed requirements of the tasks: 

Phase 1: 

 Review adequacy of job descriptions of the International Hydrographic Bureau (IHB) to confirm 

adequacy for UN/Monaco Public Service comparison purposes: 

 Provide a comparison of the principal benefit levels, by grade between the IHB staff, UN and 

Monaco Civil Service;  

 Provide comments and advice where differences exist; 

 Provide suggestions for a more equitable process for applying grade increments; 

 Provide advice on how to apply social benefits in certain circumstances; 

 Provide advice on options to transition; 

 Provide recommended updates to IHO Staff Regulations; 

 Provide recommended updates to the IHO Staff Regulations to reflect impending new structure of 

Secretary-General (S-G) and subordinate Directors. 

 

Phase 2: 

 Undertake a classification review and evaluation in the IHB and evaluate them against the 

classification standards of the International Civil Service Commission (ICSC); 

 Prepare job descriptions for the Directing Committee and evaluate against the classification 

standards of the ICSC; 

 Prepare job descriptions for the Secretary-General and Directors under the new IHO structure. 

 

3. Timetable: 
The following timetable shall apply: 

 

-1 October 2013:  Commence review of existing regulations and job descriptions; 

-14-18 October 2013:  On site visit to IHB in Monaco; 

-2 December 2013:  Draft report of phase 1 to the Chair of the SRWG; 

-16 December 2013:  Draft report of phase 2 to the Chair of the SRWG; 

-31 December 2013:  Final Report to the Chair of the SRWG. 

 

 

4. Value of Contact: 

A total payment of 25,500 Euro shall cover all expenses, outgoings and expenditures related to conducting 

and successfully completing the work described in section 2.  No other payment is envisaged for this work. 

 

Payment schedule: 

25% will be paid within 10 days of this letter being signed by consultant and returned to the IHB. 

75% after the Chair of SRWG submits an acceptance report to the IHB. 
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Job descriptions of the urn Secretariat 
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Position: 

Primary 
Managers: 

JOB DESCRIPTION 

Assistant Director 

The Directing Committee 

RESPONSIDILITIES: 

Under the general supervision of the Directing Conunittee: 

• Assist [he DC in the provision of secretariat support for the programmes of the rHO. 

• Assist the DC in its role as secretariat of the mo. 

• Provide direct secretariat support to YHO bodies, as assigned by the DC. 

2013 

• Monitor the work programmes and activities of the bodies of the IHO, as assigned by the DC. 

• Monitor technical and operational developments in fields as assigned and brief the DC on all 
relevant matters. 

• Provide technical advice and support to bodies of the lHO as assigned. 

• Represent the IHO at Commissions, Tnter-governmental, Inter-Organizational, and other 
bodies, as assigned by the DC. 

• Maintain lHO publications in liaison with WPE, as assigned by the DC. 

• Maintain the contents of assigned pages OD the n-IO website in liaison with WPE. 

President of the Directing Committee Date Staff Member 



2013 

JOB DESCRIPTION 

Position: Manager Finance and Administration (MFA) - Ghislaine FAUCHOIS 

Primary 
Manager: 

Dnties 

President 

Under the general supervision of the President of the Directing Conunittee and other Directors 
as appropriate, the incumbent will be responsible for proactively monitoring and managing the 
finances of the IHO, and the personnel management and administrative support at the IHB. 
In pariicular, the incumbent will: 

Coordinate, collate and prepare annual and longer-tenn budget submissions. 

Proactively monitor, manage and report on budget allocations and expenditure monthly, 
annually and as required. 

Proactively monitor, manage and report on financial investments monthly, annually and as 
required. 

Proactively monitor, manage and report on asset management, financial delegations, fraud 
and risk management, and the observance of due diligence procedures. 

Provide advice on IHB Hwnan Resource Management (HRM) matters, including the 
proactive management of personal allowances, social benefits, pension investments, and 
personal entitlements. 

Prepare for and act as secretary for the Finance Officers' meetings. 

Provide advice on staff training requirements. 

Manage illB administrative and support services and staff, including: 

• building maintenance and domestic services 
• procurement and acquisition management 

Represent IHB corporate business interests on behalf of the Directing Committee as required. 

I Primary Manager I Date I Staff Member 
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JOB DESCRIPTION 

Position: Administration and Accounting Assistant (AAA) - Sandrine BRUNEL 

Primary 
Manager: 

Manager Finance and Administration (MF A) (Fauchois) 

RESPONSIBILITIES: 

JOB DESCRIPTION 

Under the overall coordination of MF A: 

• Process all payments and receipts on behalf of the IHO, including liaison with banks. 

• Recover V A T from tax authorities . 

• Maintain the general and derailed accounts and funds of the lHO, in several currencies . 

• Process travel , telephone, medical expenses. 

• Process pension payments for retired staff members. 

• Process and reimburse claims for personal allowances and travel. 

• Liaise, as required, with local authorities regarding personnel administration. 

• Maintain annual and sick leave records for all staff (excloding Directors). 

• Monitor and report any discrepancies or anomalies in: 

o dedicated funds of the IHO (Capacity Building Fund, Conference Fund, etc). 

o claims and reimbursements for medical and social benefits . 

• Liaise with and support the work of the IHO auditor as required. 

• Prepare financial input to the lHO Work Program and Budget. 

• Prepare and present documents for Finance Officers' meetings. 

• Prepare supporting financial documents as required. 

• Prepare and submit insurance claims and negotiate the renewal of policies. 

• Manage the lHO giitcolleclion and sales 

• Maintain inventory of equipment and physical assets. 

General 

• Carry out general D-lB administration and support tasks as required, including support for 
conferences, meetings and similar lHO events. 

• Undertake relevant continuing professional education and training. 

I PIimary Manager I Date I SlaffMember 
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JOB DESCRJPTION 

Position: Personal Assistant to the Directing Committee (P A) 
- Caroline FONT ANILI 

Primary 
Manager: 

President 

RESPONSIBILITIES: 

Under the general supervision of the Directing Committee: 

• Provide a bilingual (English-French) secretarial service to the Directing Committee and 
Assistant Directors, including the processing of correspondence, the drafting of routine 
replies and the coordination of business diaries. 

• Prepare and draft Circular Letters in liaison with HREG for approval by the DC. 

• 

• 

• 

• 

• 

Translate (French into English) incoming correspondence, MSs comments, reports etc as 
required. 

Research, coordinate and arrange travel for lHB Staff engaged on official duty and for 
iliO sponsored personnel (such as those involved in Capacity Building activities), 
including arranging itineraries, visas, ticketing and accommodation as appropriate .. 

Liaise with the relevant departments of the Government of Monaco and the Palace in 
relation to visits, protocol, and other ad.mjnistrative matters, as appropriate. 

Maintain up to date allocated sections of the IHO website, posting relevant information as 
required. 

Take minutes at designated meetings held at the ll-lB and prepare supporting documents 
for review. 

In absence ofHREG or REG, undertake their key duties and responsibilities as required. 

Undertake Conference duties and responsibilities as allocated including liaison with the 
Monaco Port Authority concerning ship visits and the coordination of the programme of 
social events. 

General 

• Carry out other general 1HB administrative and support tasks as required and as assigned 
by the Directing Committee from time to time. 

• Undertake relevant continuing professional education and training. 

I Primary Manager I Date I Staff Member 



2013 

JOB DESCRIPTION 

Position: 

Primary Manager: 

Head French Translator (HFrTr) - IsabeIJe VANKRINKELEN 

Assistant Director - Surveying and Operations (ADSO) (Wyatt) 

RESPONSIBILITIES: 

Under the overall coordination of ADSO: 

• 

• 

Coordinate and manage the lHB translation programme through liaison and cooperation 
with FrTr (Bouzanquet) and SpTr (Mum). 

Translate texts from English to French. This will include: 

Letters, Circular Letters and general technical, financial and administrative 
correspondence, 

Texts for the iliO website, 

IHO publications, 

IH Bulletin, 

Reports of LH. Conferences and Meetings, 

Proceedings of the LH. Conferences and Special Symposia. 

• Proof-read and verify official translations in French that have been outsourced. 

Maintain up to date allocated sections of the IRO website, posting relevant infonnation 
as required. 

• Draft routine correspondence intended for French-speaking IHO Member States and 
international organizations. 

• Provide ad hoc translations from French to English received from French speaking 
Member States (mails, fax, letters), so as to aid understanding by relevant fHB -staff. 

• Carry out any other duties related to translation work, as required. 

General 

• Cany out general IHB support tasks as required and as assigned by the Directing 
Committee from time to time. 

• Undertake relevant continuing professional education and training. 

I Primary Manager I Dale I SI.ffMember 
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JOB DESCRIPTION 

Position: French Translator (FrTr) - Pascale BOUZANQUET 

Assistant Director - Swveying and Operations (ADSO) (Wyatt) Primary Manager: 

RESPONSIBILITIES: 

Under the overall coordination of ADSO and in cooperation with HFrTr (Vankrikelen)as 
appropriate: 

• Translate texts from English to French. Tills will include: 

• 
• 

• 

• 

• 

Letters, Circular Letters and general technical, financial and administrative 
correspondence, 

Texts for the THO website, 

iliO publications, 

lH Bulletin 

Reports ofLH. Conferences and Meetings, 

Proceedings of the I.H. Conferences and Special Symposia. 

Proof-read and verify official translations in French that have been outsourcecl. 

Maintain up to date allocated sections of the IHO website, posting relevant information 
as required. 

Draft routine conespondence intended for French-speaking IRO Member States and 
international organizations. 

Provide ad hoc translations from French to English received from French speaking 
Member States (mails, fax, letters), so as to aid understanding by relevant IHB staff. 

Carry out any other duties related to translation work, as required . 

General 

• 

• 

Carry out general iliB support tasks as required and as assigned by the Directing 
Committee from time to time. 

Undertake relevant continuing professional education and training. 

I Primary Manager I Staff Member 



2013 

JOB DESCRIPTION 

Position: Spanish Translator (SpTr) - Mary paz MURO 

Primary Manager: Assistant Director - Surveying and Operations (ADSO) (Wyatt) 

RESPONSmtLITIES: 

Under the overall coordination of ADSO and in cooperation with HFrTr (Vankrinkelen) as 
appropriate: 

• Translate texts from English or French to Spanish This will include: 

Letters, Circular Letters and general technical, financial and administrative 
correspondence, 

Texts for the THO website, 

IRO publications, 

IH Bulletin, 

• Proof-read and verify official lTanslations in Spanish that have been outsourced. 

• Maintain up to date allocated sections of the iliO website, posting relevant infonnation 
as required. 

Draft routine correspondence intended for Spanish-speaking IHO Member States and 
international organizations. 

• Provide ad hoc translations from Spanish to English or French received from Spanish 
speaking Member States (mails, fax, letters), so as to aid understanding by relevant n-m 
staff. 

Carry out any other duties related to translation work. as required. 

General 

• Carry out general IHB support tasks as requirerl and as assigned by the Directing 
Committee from time to time. 

• Undertake relevant continuing professional education and training. 

I Primary Manager I Date I Staff Member 



2013 

JOB DESCRIPTION 

Position: Information Technology Officer (ITO) - Dan COSTm 

Primary Manager: Assistant Director Digital Technology (ADDT) (pharaoh) 

RESPONSIBILITIES: 
Under the overall coordination of ADDT: 

• Provide day-ta-day IT hardware and software Helpdesk support to IHB staff, including 
initial fault finding, sofuvare configuration, network integration and assistance and 
advice regarding standard office software and hardware issues. 

• Carry 00l routine network maintenance tasks including dai.ly server backups and routine 
workstation backups. 

• Ensure the provision of network proxy, mail and file server services. 

• Maintain and administer systems security processes. 

• Cany out routine hardware and software maintenance of IT equipment and peripherals 
including installation, clean-up, defrag, updates and modifications/upgrades and loading 
with consumables. 

• Install and configure IT and audio visual equipment required for meetings, conferences, 
and exrubition areas, including the International Hydrograpruc Conferences. 

• Maintain the functioning (but not content) of the lHO website and Intranet servers and 
act as Webmaster. 

• Manage adequate stock levels oOT consumables. 

• Investigate and provide advice on software and hardware options for resolving IT 
related problems or shortcomings within the ll-IB. Can), out negotiations with respect to 
procurement of HW and SW items, and manage their subsequent implementation as 
required. 

• Liaise with external contractors concerning IT related repairs and installations. Schedule 
and supervise all related work activities. 

• Investigate and propose software and hardware solutions for new IT requirements in the 
IHB. 

• Manage the installation, integration and implementation of corporate software 
applications adopted by the IHB. 

• Carry out day-ta-day Administrator activities for the IHO S-63 Data Protection Scheme. 

• Maintain the inventory of IT equipment and supervise the receipt of new equipment and 
the disposal of obsolete equipment. 

• Carry out other IT and administrative support tasks as required by the Directing 
Committee. 

• [Act as rno S-100 Registry as Regisb.y Manager (anticipated V'om la/e 2013).] 

• [Act as S-lOO Register Manager for designated registers (anticipatedfrom late 2011).] 

• Undertake relevant continuing professional education and training. 

I Primary Manager I Date I Staff Member 



2013 

JOB DESCRIPTION 

Position: Head of Registry (HREG) - Barbara WlLLTAMS 

Primary Manager: Assistant Director - Surveying and Operations (ADSO) (Wyatt) 

RESPONsmILITIES: 
Under the general supervision of ADSO: 

Manage the central filing system/archives and the lliB COITespondence system in liaison 
with REO (Mollet). 

• Draft routine Circular Letters for approval by the DC. 

• 

• 

• 

• 

• 

• 

• 

• 

Proof read approved drafts of Circular Letters, Conference documents, articles for the 
I.H. Bulletin and other similar texts, as required ( in English) and pass them for 
translation into other languages (French, Spanish) and manage the subsequent publication 
in English and French, and Spanish as appropriate. 

CoUate replies to Circular Letters, Fjnance Committee Circular Letters, Conference 
Circular Letters, etc. and bring up for action to the DC, as appropriate. 

Coordinate with PA (Fontaniti), REG and WPE (Belmonte) (egarding document 
preparation and associated secretarial work. 

Prepare routine Staff Memos, and others as directed. 

Liaise with the External Relations Department of the Monaco Government concerning 
the status of approval of the Protocol of Amendments to the Convention on the IHO and 
applications for membership of the Organization. 

Maintain up 10 date allocated sections of the IHO website, posting relevant information 
as required, via WPE. 

Provide translations from French into English, as required, of incoming cOlTespondence, 
including Member State comments in response to CLs, Conference Proposals, etc. and to 
aid the understanding of relevant llffi staff. 

In the absence ofPA and/or REG, undertake their key duties and responsibilities. 

Liaise with and assist the precis-writing team at Conferences. 

General 

• Carry out other general n·m adminjstrative and support tasks as required and as assigned 
by the Directing Committee from time to time. 

• Undertake relevant continuing professional education and training. 

I Primary Manager I Staff Member 



JOB DESCRIPTION 

Position: Registrar (REG) - Mireille MOLLET 

Primary Manager: Assistant Director - Surveying and Operations (ADSO) (Wyatt) 

RESPONSIBILITIES: 
Under the overall coordination of ADSO and in coordination with HREG (Williams): 

Registration and Reception 

• 

• 

Provide visitor reception services. 

Register all incoming and outgoing mail. 

Dispatch Circular Letters and pUblications. 

2013 

• Arrange hotel reservations and provlde assistance as required for delegates to !HO 
meetings in Monaco. 

• 
• 

Assist in finalizing word-processed letters, documents and rdated registry tasks. 
Input data in data-bases (as directed by the Directing Committee). 

Maintain correspondence data-bases (addresses on yearbook, mail, etc ... ). 

Maintain up to date aIJocated sections of the lHO website, posting relevant information 
as required, including "Visiting the lliB" and "IHO MS" webpages or data bases. 

Library 

• Organize and maintain the n-rn Reference Library. 

Oversee the acquisition of new publications and subscriptions to pellodicals. 

IHO Publications 

• 

• 

• 

• 

Register and process orders for publications including issuing invoices. 

Operate the credit card payment system. 

Reproduce publications on CD Rom on demand. 

Monitor stock level of publications (in paper form). 

Organize the publication room (storing of new publication, deleting obsolete ones). 

General 

• 

• 

Carry out other general IHE administrative and support tasks as required and as assigned 
by the Directing Committee from time to time. 

Undertake relevant continuing professional education and training. 

I Primal}' Manager I Staff Member 



Position: 

Primary 
Manager: 

JOB DESCRIPTION 

Cartograpby and Graphic Arts Assistant (CGA) - Daniel MENINI 

Assistant Director Charting and Services (ADCS) (Huet) 

RESPONSIBILITIES: 

Under the overall coordination of ADCS: 

2013 

• Maintain the collection of INT charts, digital charts (ENCs & RNCs) and nautical 
publications produced by Member States. 

Maintain S-l I Part B - [HO Catalogue of INT Charts. 

Prepare posters and cartographic displays for IHO Conferences, meetings and 
exhibitions, including Heritage Day and World Hydrography Day. 

Maintain the GEBCO Gazetteer of Undersea Feature Names. 

Print bound and high-volume THO publications and documents. 

Create illustrations for THO publications and presentations. 

Prepare, design as required, and supervise the acquisition of mementos and special 
stationery, such as prizes, engravings, banners, posters, frames, plaques, envelopes, 
business cards, et cetera. 

Fulfil photographic requirements of the [HR 

• Provide support for the preparation ofJHO conferences, meetings and similar events. 

Supervise 'stagiaires' from local schools. 

• Deliver cartography-related presentations as required (for example, in connection with 
Heritage Day or World Hydrography Day). 

General 

• Carry out other general IHB administrative and support tasks as required and as assigned 
by the Directing Co:mmittee from time to time. 

Undertake relevant continuing professional education and training. 

I Primary Manager I Dale I Staff Member 



2013 

JOB DESCRIPTION 

Position: Bureau Support Assistant (RSA) - Areski MAACHE 

Manager Finance and Administration (MF A) Primary Manager: 

RESPONSIBILITIES: 
Under the general supervision ofMFA: 

Housekeeping tasks: 

• 

• 

• 

Monitor and organise the maintenance of the Bureau premises (such as: air conditioning, 
lighting, repairs, cleaning and insurance interventions). 

Organise lHB security and access arrangements. 

Ensure that all public and conunon areas are uncluttered and orderly. 

Set up conference rooms for meetings, conferences, associated social events, and 
exhibition areas including the THC (in conjlUlctioo with ITO (Costin) 

Fly Member States' flags on corresponding national days. 

Vlonitor safety arrangements and report any deficiencies or inegularities 

Logjstics: 

• 

• 

• 

• 

Liaise with local and other relevant administrative authorities (e.g. Relations extelieures, 
car park, the Domaines, the syndic, cartes de sejour, car registration, etc.) concerning the 
day to day operation of the Bureau. 

Liaise with relevant Governmental departments with regard to the maintenance of the 
frIB premises and PresidenCs apartment. 

Provide the DC and intemationally~recruited staff with logistics and local liaison support 
as required. 

Maintain appropriate stock levels of office consumables. 

Prepare annual forecast for replacement furniture and fittings and obtain quotations for 
office furniture as required. 

Maintain the inventory of Bureau property (excluding computers and IT equipment) in 
conjunction with AAO (BruneI) . 

Production tasks: 

• Reproduce stocks of lliO publications, including photocopy reproduction and binding, 
burning and labell.ing of digital media. 

Assist HREG (WilIiarns) and REG (Mollet) wi1h the storage of archived files and library 
books, respectively. 

Carry out other general adrninisu·ative and logistic support tasks as required by the 
Directing Committee. 

• Undertake relevant continuing professional education and training. 

I Primary Manager I Date I SlaffMember 
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General Service Job Evaluation S 

General SeNicc 

Job Evaluation System 
International Civij Service Commission 

Title; POSl NlImb~J''' Grade : 
PcrsoJla! A~istanl 10 the Directin!,- Commince 8 G6 81 ti,e 5:3rd P~=ntile 

Nature of Work Factors: 4/iiild) 
Primary ChorlJeiai.\lia of Work Cnllcol Compelencil!.S orxi BshullJouf')l 

SpoclaJ ixed process execution 

Page 1 of 1 

Post Ra[ing Summary 
Scoring Base : NMS 

Focus: Work IIlvolves delivoring specialis..'<I support IlctiVllic:.<lproces= requiring c~U8tion. inlerprerauon.. adapl:luon aDd sc\e<:li{\" of =m;cs of a'clion from 
many op.!1l al(~rn8IJvo:i. 

Del i vC11Ible: 

Scope: 

Knowledge! 
Skills! 
Expertise: 

Progremme Support 

Ei:her <cope and depth lIlodemle, or scope limited and deplb substantial, or scope 5ubslanIiBJ and depth limiled 

lS!>uc;s require considenlble inlerpretnlion Oflhc subject mallcr. 
Or 
E>o.posure 10 po(cnlially serious pltysicaJlhcallh risks. 

Thomugh applied lmowledgt of all clcmentsolthe field ofworl: aod awareness ofilS rel~tion to lheorganizAtion broadly and/orolhcr "lIiti~ outside 
/lie inuned iJote work unil 

Skill 10 c.any oul work iuvolvmg the operaooo of specialized equipment. iostTwnen~ 10~ls or devices requiring adjustrneJ1l. c:alibrabon or adapllllioo. 

War!;: requirt:s spec.alll.e£l tr.Iining and/or ~lX'ril:J)~ 10 resolve 8 \¥l'de varieLy of iotCITClsled problems. 

anizatiooal Environment 
PNlllary n"Jracleri.<IICS oJ IYor/c CnJlcal Compt:le.ncle> and Bd,ffiJiaun' 

I ndepcnjen! Service Su ppon 

Organizational Organl2Oloonal cotnexl empowers iucwnlJoll with opportunities 10 make proposals afTwlng bOlh lhe design and dtliv~ ofsp(:c.ajis.:d processes;. 
Context: ~ersight COnccnl11!les on result delivery III1d ;nlegrsMgspeC1alised proccs§ suppon wifb plOgramme subsll!flce. 

M anageriaJ 
Guidance 
Received: 

~~eriaJ guidance rccdvcd focuses primarily on rhe meililatioD ofproce:;s deliveJ)' &. process impact 

Teamwork and Relationsb.i s 
Primary C"OrrJc1emllCS of Worlr Cntfcol Comp"'~llClas and Be/lalliollfS 

SpeciaJUed SelVl~ Dellvcry 

Engagement: 

Contacts: 

Languages: 

Seeking mUlaaI wldcrstaoding ofspeciali=] 8C1.vities Or complex issues aru:l enlisting ~ppO" rhrollgh the oxchaoge ofa vancry of information, 
rtlquiring disc1IS5ion, c1orification and discretion. 

A r.mge of clients, assoc.RiCS, and/or Slahholdm in various organi~t.ional units tnclOOlI1g 6C\'crnl outside of me organizllrion. 

Usage of 2 11lIlguagcs 

Factors.' J6/m) 
Prlmtuy C/urroclurisl/cs of W"rk Cr/lical Compeilmoil!.< tmd lJchavlOJtr~ MiJO~ur,,", QfS"CCl!~ 

Impact of 
Aclions: 

Team Roles 

Cf(81cd by . User 

Proce8S Consistency 

AffcCIlhc deli~ry ofseveraJ aspects ofsuppon seJVices. Work direclly influences lhe outpuJ ofoU.er o,!:ani2lltiollsl enlities, impa::ting OD the 
ddivcrnlJlcs of orh~r scf\~ce&. 

PI~ a ICId rok In Ihe provision of specialized setivities which may be performed indepeodendy or may involve leading llI1d/or consolidating wor!;: 
paiotmed by others. 

1117120133:41: 19 PM 

http://icsc. un.org/resources/webapp/JESGS/ surnm2 .asp 11/7/2013 



General Service Job Evaluation S 

Genernl Service 

Job Evaluation System 
international Civil Service Commission 

Tlue: POSt Number: 
'nfol1ll~rion Technology Officer 6 

Nature of Work (Factors.' 4/iiild) 
Primary Charoclui:rflc.s of Work 

Speciali:zod proce<$ exceution 

Grade; 
G6 at !he Uth Pcrccnrilc 

CrlIlCO/ COl1lpctmcies and Behaviour.; 

Page 1 of 1 

Post Rating Summary 
Scoring Base : NMS 

OIJfGrade; 

Fows: WOIT involves dcliverinJ:: specialised suppon acrivitiesiprocesses ~uiring evslualion, inrerprctntion, adaptation 3IId selcclion of counes of acoon from 
mwy opeo alternatives. 

Deliverable: 

Scope: 

Knowledge! 
Skills! 
Expertise: 

Programme Support 

Eirhcr!<COpe 9l\d depth moderate, or sc"!,,, 1I""too and duplh substantial, or $COpe suoollUl.\iallUld depth limited, 

i.ssu"" require COIll>-idarable in~re\.Bllon oftIJc subject maner. 
Or 
'€lo.-P0sllrc to pot~otially serious phy.icallheal.tb nus. 
111Oroug/1 applied Icn(\'\\lledge of all c1C111cnts of the licld of work and awareness of ilS relation 10 tbe org:!nillllion bro:odly and/or olber enlilies outside (bc 
immediate work Wlil 

SkiU 10 carry OUI worl\ involving \lIe operation ofspeclaJized equipmenl, instn"lI01I. (ools or devices requirillg adjustment, calibrotion or-adap\:ltion. 

Worlt rcquorcs Epc:cializl:<l lraining Md/or experience 10 ~IYc a wid~ variety of interrel~led problems. 

anizational Environment 
Primary ChorOl'lCrL.vln'$ oJ Work Cnllcol CoUtjJl!tettdes and BdlOViQllrs Meowre,< oJSUCCl!JS 

Organizatlonal 
OJnleXt~ 

Managerial 
Guidance 
Received: 

Or:awzational cOOlexl empowers iQcumbelll wilh opportunities 10 make proposals affecting bQlb the desigo IUld dolivery of specialised pm=. 
Oversight conC<:OIralcs on result delivery and 100C!18tioS specIalised ~ support wilb progtamme whslanOt: 

MaJUl.>eriaI guidan~ rccc;~ foouses primarily 00 the facilitation orprocess delivery & process iroJl3CI 

Teamwork and Relationshi 
Primary (horac/~n9llcs oJ Work 

COnslst~nt Seovire Dcliv~ry 

Engagement: 

Contacts: 

Languages: 

Sedcing mutus! und<:1'SWlruog of "!"'Cializcd 8.Ctivitics or ~o[JIpleo. issues and enlioting suppon thlOUgll the exc\lange of a variety of information, requiring 
di5JCUSSion, darificatiOll nod discretion. 

Colleagues in the same orgaqi>::3tlonol unil aod assooial~:md immedialely s.,rve<i clieJIts iD other organlz:ltiooal oni", aDdlor outside oftho organizatioo. 

Usage of 2 Jangwges 

Results (Factors.' J6/m 
Primary Cltorocld'lsllcs uf Work Critico/ CAJmpoMICJO:S and Bo!htNloul'S 

Impact of 
Actions: 

Team Roles 

Ocalcd by : User 

Process CoOS\SlCIlCY 

Alfectlbe delivel)' ofs.:veral aspccll or ruppDl1 SC)rV100s. Work. dittttly o.uiIueuc;:s the oulpul of olh~r organ<.::ttioneJ cotities. impacllJlg on the 
deliverablcs of oilier SaMces, 

Plays "lead role in thc prnvi!ioll of slleciu!i.zed activities which may be porformed lodcpcodCllltly 01 may ,nw)vc leading and/or con~l.tdAt:inll worl.: 
pecformcd by olhern. 

111712013 3:24:59 PM 

http://icsc. un. org/resourceslwebapp/ JESGS/ summ2 .asp 11/7/2013 



General Service Job Evaluation S 

Gcncr:aJ SClVico 

Job Eva]uation Systeln 
lnternational Civil Service Commission 

TItie : 
Wcb!'ile and PubliC3tion5 Edilor 

Nature of Work 
Primary Oraroc/l!TislTcs of Work 

Spcciali:zcd process execodon 

GTQdu: 
G6 tilll!.e24lb Pttrentile 

Crit;cnl CDmpelencies and lkhQ1>luul"S 

Page 1 of 1 

Post Rating Summary 
Scoring Base: NMS 

OIdGraJe.' 

Focus: Wcrk involves delivenng specialised suppon .ctivitieslprocc:ssc:s requiring evaluation. inlerp~lIltion, ~dJrpc.lion and selection or courses of action froOl 
OOU1\y oll@D altenlahVe'S. 

Deliverable: 

Scope: 

Knowledge/ 
Skillsl 
Expertise: 

Ptogrmnme Suppon 

£ilber soop.:and depth mad=t", or scope Limited IIJld depth 5Ilbstaouul, CIJ :;cope SUbSIllIdw1llld depih limllG!! . 

ls3acs leqwre considernble >nlerp~llIrian oftlte subject maller. 
Or 
El<JXISIlI"C la polenlially serious pbysicaJlbcallh risks. 

Thorough applied knowledge of oll elem~nts of tho (ield of work and awareness of ils relation to the ocg8lU7.lIIion broodly 8Jld/or other eDtities ouliide UIC 
immediate work uni/. 

SIciU 10 carry oul warl< involving llle operation of specialil.ed equipment, InstrumonL I~Ols Of d~~ <aJoiri4.g adjustmcnl, calibmlllm or adaplation. 

Wcrk requires sp""jaJm:d lrruniDg ond/or expc:nence 10 resolvo ~ wide Vllriety of lllle:ndBtoo probletnS. 

aoizational Envirooment 
Primary ChoraclerislI"-< at Work Cri/ieal CompeulIr;ic5 Olld Be/JoviobI"Y Meo.QJ~ oJSuccess 

IlJ<kpc:ndcnt S"",ico Support 

Organizational 
Context: 

Managerial 
Guidance 
Received: 

OreanillltionaJ CODld~1 empower.! incumbolll with opportunities 10 make propo:12b afI'eaiDg bow Ibe design and delivery of specialised procc;sscs. 
Ovmigbl concenlrnlcs on result delivery and l/Ilcgraling 9]"lCCiwsed proeMS suppon will, programme SubSllllI1!e. 

M8lIagtrial guidunc<: raeivcd Ibcuscs primarily on the fncilillllion of procc:M delivery & process ilnpaCI 

Teamwork and Relationshi s 
PrimaryOIOTI1r;ierjl/ie." a/Work Critical ClJmpe1t:r1cies and BellavlallJ's Mwsllres aJSucca.'1S 

Consistent Service Delivery 

Engagement: 

Contacts: 

Languages: 

Sctlon g m nlu~1 undasl noding of specialized aco,,; u CS or campi ex issues llnd enl isOn g suppon Ihrougll Ill. "",change of a V'.ai~y of informal ion, TeqU i ri ng 
di.cussioo, clariJication aod discrelion. 

Colle::ogucs in the!l;lllJC DrganizaJionaJ unil and associate. lIIld immedi81cly s-crvc1:lll~ents in other org2ll;zolionil units Md/or DuLSide oftl>6 orgaOlzalioD . 

Results (Factors.- J6/m 
Primary C)'''ToctCTi.'IICS q[ Wo,* ermall CampelcnCJe.< and H,.itfI)litnl}'S 

lrnpaclof 
Actions: 

Team Roles 

Crealed by : U5<:r 

Procc:ss ConsiSlency 

AJrea lh~ delivery of several aspects of suppon ~ces. Work direclly innuenccs the outpul of other orgunizatiooal eulilies, impaCliQg 00 lbe 
dallverables of olher services. 

PI~ys a lead role iD Ihe prOVl-!ion of specLaJized aCltvilies which may be perfonn~-d indcpe;nd~ntly or m~y involve leadiag and/or 000",1 ida!l ns WIlrX 
pcrfonned by olhers. 

1117f.l0I3 1:D :39 PM 

http://icsc.un.org/resources/webapp/JESGS/summ2.asp 11/7/2013 



General Service Job Evaluation S 

Gcocml SelVice 

Job Evaluation System 
International Civil Service Commission 

Nature of Work 
PrimtJry Char(J{:lerl.<tics if Work 

Specil\lizcd process c<~IfOD 

Grade: 
4 G7 81 Ihe 220d Percentile 

Cnlicol Competencies and Behm'l£mr.' 

Page 1 of 1 

Post Rating Summary 
Scoring Base: NMS 

Pocus: WoO: iJlvolves delivcrill.B SJl<'cialiscd support aclivitieslproces.se:> requin'ng evaluation, inlerprelBlton, 3dapLlltion and selection of C:lUfSCS of Hction from 
m!UlY open ahe roan ves, 

Deliverable: 

Scope: 

Knowledgel 
Skills! 
Expertise: 

PtognunmcSupport 

Ehher scope broad and dcpth modenuc. 
fr 
Moderate scope Md substantial dcplb. 

lntriCaJC, requiring ~uMtanhal oRDIysi.. W1d treatment oflhe subjcCI malter 

Tbor01lllb applied Icnowlcdgc of all elements of the field of woO: 8I1d ~W1U'eocss of ils relalion 10 the (I'1.'1UIization broadly andIor o<.he-r entities O<Jlsidc 
1I1~ immediale worlc unll 

S~illlO cart)' out work involving !he opeIlltion of Speclll"~ equIpment, instrumeD~ tDOIs or devices requiring adjustm~nl. calibr.olion or adaplarion. 

Work requires specialized lI'!UnJng and/or ~rieo.:" to resolve 8 wide variety of interrelated problems. 

anizatiooal Environment 
Prilllory Characlui&lic.< a/Work. 

Jndep!oodent Servil;(! Support 

Organizational 
Context: 

Managerial 
Guidance 
Received: 

Organizatiohlll eonrCl<1 allows fOf some degree of indc:pcndcm:e and provides oppomlOilics for the incmnOOnl to Idenllfy and rais~ issues affecting 
etIiclco( pro~g delivery. 

Managerial focus i$ primarily OIl fiteilimlioD IlI1d &oorrlination. 

Teamwork and RelatiODshi s 
Prinoary CharaC/f:YISI;c:r of Work Crilleo/ Compelullcies l1J1d 8elllrl'iows 

Specializod St:rvicc Dcllvel)l 

Engagement 

Contacts: 

Laoguages: 

SeeKing mutual undCiSUlDdmg of specialiud aC!ivitieg or complex isslJC:' and enlisting ~upporlthrough the ""change of Q variety of information, 
~uiring discussion, clarification wd discretion. 

A lODge ofGlients, ass<X:liltes, aod/br stakchoMcrs in vnnoU! organizational units includingseverol outSide ofll\e organizntiOIl-

Factors.- 17ln) 
Pmnary ChariiClenS[;(~' o/Work Crllic,l/ Comp"'Cllc,e., onO Behovioora 

Impact of 
Actions: 

Team RoJes 

CrcalL'd by : User 

Affect dt!ivety oral I aspects of the. support servioe> provided by the uort. impacting 00 B broad 1lIlIg0 of clienlS nnd Ihe producrivity nod timely and 
;JI.;£urnl" delivery of activities and op.;:mtioll!l 

Independenfly respon.siblc for product/service quality, iocumhenl may providt on-go in!!, substantive supervision of a (earn with responsibilily 10 
e-a1ua~ work. processes 30d products and their impacl on !ho business or !he work wUL 

IInl2D13 12:51:56 PM 

http://icsc. un .org/resources/we bapp/ JESGS/swnm2. asp 11/7/2013 



General Service Job Evaluation S Page 1 of 1 

GenCl1ll Servi~ 

"ll~ Job Evaluation System Post Rating Summary 
Scoring Base: NMS 

lntemcrtional Civil Service Commission 

I'().</ NUJ1Iber : Grade : OlilGrode : 
3 05 at the 4 <si Perct:oule 

Nature of Work (Factors: 3/iii/c) 
Pflmary ClturoClem/ic., of Work CrulClli Compe/.mde.< uud Bd,w/Our., Mmsures o/sue&ess 

Focus: 

Deliverable: 

Scope: 

Knowledge! 
Skills! 
Expertise: 

Process Spec la liw:! 

WOJk involves deliverioll spo.:illHwd .uppon .trivilieslproces.sc:s n:quHinll evaluation. compos 15 on :lnd chOIce of action trom many diIT"""", 
wl\:Mlat>Ves . 

Srecialized SupPOI1 

Either soopc Bnd depth moderalc, or scope limited :md depth rubs"'nli.ol, or scope subsi;mlia.l und d~pth limiled. 

Issues require considerable inlerprcta!ion of the ~'llbjccl malier 
Or 
E.'CjlOsurc t~ potentially seri.ous physicalJlleaI\h risk!. 

Knowledge orlhe =L"lluol elements of31<:(;h.nical or admlRl!Ilrnuve field of work and orworlr 00\\1 in the organWluonBI uniL 
AND/OR 
Work reqUlrCS buic opelll.lion of complex or specialized equipment. 

Knowledge aUnined tluO\lgt. con5iderable experience, !JtIining or self-study is rcquirod. Ploficiency/e:tpCtIencc in ~pplyjng established elements of 
the discipline. including the-required lools. 

anizationaI Environment 
Pri7llary C'uuactt!rJ'</ICS 0/ Work Cri/ice! CompeteJlciu and BehtNioUTI 

Tarsctted Servicc Support 

OrgW1izational OrgnniutiOnnl oonlexl .!Jow, fOJ some degJec of indcp~ndcDce and provides opportuaities (or the incumbimllo )d~ntify Bnd raires issues affecting 
Context: efficient process delivcry, 

Managerial 
Guidance 
Received: 

S~rvision n:coivod provides developmental &, t!X)h.nicaJ ~uppon & fOcuses OD quality of PTOCeS!' =ulion 

Teamwork and Relationsbi 
PrOtHJJY Charl1cte,,~JICS ofWorA: CrIJICD/ Comp,H8ncie.; and &IIINiours 

Consistent Savioc Dell'Jcry 

Engagement: 

Contacts: 

Languages: 

Impact of 
Actions: 

Team Roles 

Cre:rlCd by : User 

Seek",:; mUlual underslanding o(spcoializcl:l activities or compla-.: issues and enhsting SUPPCJ1Ilhrough lhe exobange ora varidy ofinformaJ.ion. 
requiring discussion, ciarlficwion and discretion. 

Colleagues iD the same organ)l~.aliolllll unit Pnd associal~ and immcdialely served clienL< in OthCT organi:ullional unil5 and/or outside of the 
organU.atiOn. 

U~!le of llanguagcs 

Facwrs : I5/m 
Crl/lca/ Competencies and BdUrliiOldS Ml!AtUrcs qjSvcc .... , 

fOCused Process Impact 

Affect delivery of discrelc suppon oeJVIC~ wilh work intCtTel31ed wilh Ibal of olben in the Satllll Org.llliznlioDolllDrt or occupation and nlrcots the 
timely accUlBle completion of lhe processes or $Cr.-ices provided by othen; inside and oUbide the imrnediale organization:lJ uniL 

PI&ys a lC:!ld role in th~ provisicm of specialized activities which may be perfonned iodependcnlly or may involve leading and/o, ~osolidating walk 
performed by olb.m. 
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Posl Number : 

Nature of Work 
f'rimuryCharClc/erl.llcs of Work 

Genewl Process ori~nted 

Grade : 
04 3t the 761b Percentile 

en/raJl Co",pelcrtci~~ find 8cr.m'iaurs 

Page 1 of 1 

Post Racing Summary 
Scoring Base: NMS 

OldGl'Ode: 

MM.vwes ofSvcus5 

Focus; WoIl< involves complcting ;.1andard support adivitics/proc.:s.ses requiring IranSfonnation &. choice of action from several acccpltod allcmatives 

Deliverable: 

Scope; 

KnowledgeJ 
Skills! 
Expertise: 

Process ExeculioD 

Either scope:md depth moderale, or scope Iimrtcd. and depth substantial, or scope substantial and depth limited, 

Issues require considerable Intcrprct.aooo oflhl: subjc.cl matter, 
(),-

EXposure to poh:ntially serious physicaJ/lu:aJIb nsD. 

Knowledge of oommooly used rules. procedures and/or operations 10 perform 4 variety ofrepetitive tasks: 
AND/OR 
Work requi= frequent appliC>llion of stAndlsrd equipment 01 proficiency in ollioe too(s. 

Work requiICS some related expen'cnce or a-aining, 

anizational Environment 
Primary (:horae/er"'II", u/ Work Cri/ica/ Compo/enclt:.. and B.,hOl'If/urs 

Talgetle.d Se!VIoe Support 

Organizational 
Context.; 

Organizatiooal comcx\ allows for solUe degree of indepcodenee nnd pro~idt::S opporrurutic:s for Ib~ IncumbeDt!O ideutiJY and raises issuf!5 affecting 
efficient process deh,'oIY. 

Managerial 
Guidance 
Received: 

Supervisioo reccivtd provides developmental &. tcchnic:11 suppon &. focus>:s on '1uo.1ity nfproc:cs:s ex-ccution. 

Teamwork and RelatioDsbi 
Primary CharoctUISlICS of Work CrJl/caJ Compel~lIcii!,. ona BeJrovIQIlT.< Meanucs oJ SlJcceJ!< 

Basic S"",ice De livery 

Engagement: 

Contacts : 

Languages: 

PC(lvlding assistance involving Ib~ exchange of rou!lne information and limtted discU5sion. 

Colleagues in the same orgwUzationaJ unit nod lISSociBles and immediately served client.> iD otlu:r orgll1\iz.arion~1 units and/or outside of the 
organization. 

Usage of2 languages 

Factors: 15/k 
Primary Charac/eTlSliCII of Work CrjJ,,~J Compelt.7lci.e::r and BehaVIours M'eosrlres OjSuCces3 

Impact of 
Actions: 

Team Roles 

Creoled by : User 

Conlained Pro~ Impact 

Affecl delivery of discrc:tc support services with worl: interrelated with that of others in the same orK~lionaJ unit or occupallon and a.frects the 
tm1(:ly Bc~urnte complelion of the pr~,!!CS or sewiees provid<XJ by otbers umde and out.<;idc the itnmedlutc otgonizatioosl unit 

Participa~ as a learn membot in a collaborative opvirooment wilbiJJ 3 diverse workfon:e. May explain or demollSD'3te work functioDs or processes 
III other ~mploye:cs who joiD \be \York group for a short period of lime. 

J In12013 12:19.)5 PM 
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Job Evaluation System 
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POSI Numha : 

l'aclors : 41ivlan 
Primary ChorQclermir:s oJ Work 

Specialized process execution 

GrruJe: 
G7 at the 38th Pe=riIe 

Criticol COl/lpel.encles 01.0 BdlUvlall~ 

Page I of 1 

Post Rating Summary 
Scoring Base: NMS 

Focus: Work involves dcliverill8 spcc\ultsed suppon aetiYities/processes requiring ev:lllXllion. illlerprd.al:ion. adaplation and ~lecnon ofcaurses ofaC1ion from 
millly opeD aiternaliv.,,;. 

Delivt:rable; 

Scope: 

Know!cdgcl 
Skills/ 
Expertise: 

PrOgraIUUle Support 

Either &c<lpe brood an~ depth moder:llc, 
Or 
Modeml e scopt and sub>!ant ia! depth. 

TntriCj\\C, requiring subsll\Dhal analyse. BD<llroUmeOI oflhe subjC"1 D\an~ ... , 

Thnrougb npplied knowledge ofall e!ements of the field ofwork nod aw:arcOe:9S of in rclarion 10 ~'C organization broadly ~nd/or olher e:nlirics oU!.ldc 
tile immcdiste work uWl 

Skill to clIlTY out work inyol~ing the opem.!ion ofSJ"'Ciatizcd oqUlpll'lC1lt. instrument. tool$ or devices reqwring adjUSTmtrol, calibration or udaplBtion. 

Work requires spc<.'ialil1:d traiJlIDg md/or experience to resolve a \\;de varielY of inl~rrelwed problems. 

anizatiooal Environment 
Pnmory Churaclcnsllr .. oJWMk 

Specialized S<:rVice Support 

Organizational Organi2Dtlonal eordex1 empowers incumbent with opporruWlif:! ID make proposals affecting bOIh.,he design and de!ivery of!pcCialistd processes. 
Context: Oversigbt conceninll.:s on result delivt:ry and integratins ~p..cjalis.d pTOccSS suppor! \Villi programme sub$Wloe. 

Managerial 
Guidance 
Received: 

MaIlagerial focus is pnmarily on facilitation and coordinnlion, 

Teamwork and ReJationshi s 
PYlmory ChoroclerlJ/i~ afWork MS4JS7D'e! afSuccess 

Speeialb..ed Servioc Dcll very 

Engagement: 

Contacts: 

Languages: 

Scel.~Dg mUI\W ooderslandios of~inlized aelivitiC$ or comple?< issues and enlisting slIppon through the ... "ch.eDge ofa vnricty of informatioo. 
~uiring diacussioo. darilicanon and discretion, 

A range of clicDts.llS5OCinles. andlor shl1:cholde~ 111 vanous O(gaoU::allonal uni~ including several oOISJdc oflbc Drganization. 

USIIgC of2 langull8CS 

Factors: J 71n) 
Primary ChoracJcr/:rtlcr o/Wark Cri/leDr C07llpI!JdnCJI!" and Beh(ll'fO/l1'$ MeaSlJr~s ojSI/Cce<s 

Impact of 
Actions: 

Team Roles 

Cn:atcd by . User 

Service lnlq;r1ty 

Affect delivery of all 3Sp«ls oftht suppon strvii:1!s pro~ided by the unit. impacting on 8 brood range o(cli~nL< and lhe produclivity IlIld timely BDd 
accurate delivery of activities and operations, 

Indtpende:ol\y responsible for product/service quality.lncumbenl mny prO\1de oil-going substulllve supervision of 8.1e!!rn with responsibility 10 
6~lllualc work proc-.'S>CS and produots and Iheir ID\pIICt 011 llie businC:lS of the work unil. 
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POSI NumbQ": 

Primary Choracleri.<lic-s of Work 

Task Oriented 

Grade : 
GJ III the 'JIb PerC£l1Ii1e 

Page 1 of 1 

Post Rating Summary 
Scoring Base: NMS 

OldG1'Ode: 

Meanoes 0fSuc= 

Focus: Work jnvolv~s completing rOllllne lasks!aclivities which may requite verificatioD and some choiceofu.ction :unong well e$IlIblished 
alternutives, 

Deliverable: 

Scope: 

Knowledge! 
Skillsl 
Expertise: 

Task Execulion 

Mode/'8t.e scope or deplh ofl2'ca.tmc.nt requicing-some interprctK1Jon oflhe subject m81\C'r, 
Or 
Work involves modemtc risles or dJscomfon typically requiring special safety prel:autions 

"Knowledge of commonly I&d rules, procedures and/or operaliolU 10 perform:a variety of RpeDlive tasks: 
AND/OR 
Work requires frequeot application of standard equipmenl or proficiency in office lools. 

Work l'e<Jui~ some related experience or training , 

anizational Environment 
PrImary CJlllTQC/~risn'cs of Work CrirflX11 Compelencies and BehQ\'iDurs 

T 3f'glllled Servloo Support 

MeIJS1J1't'S of S"ccC'Ss 

Organizational Orgnnizslional CODtext aUows (or !.Ome degree of todependcnce and pl'ovides opportunities for the inoumb61lt 10 identify.and raises issues 
Context: affecting efficient pro=s delivery. 

ManageriaJ 
Guidance 
Received: 

SUpc1'Iision received provides developmental & technical support & focuses On 'luality of process exccu!1on, 

Teamwork and Relationshi 
Primary CJuuaclerislics afWIJrk Crillco! CO)np.!lencie.J and Behaviours MeaslUY!s ofSJlCctss 

Basic Service Det; very 

Engagement.: 

Contacts: 

Languages: 

Impact of 
Actions: 

Team Roles 

Crested by : Us"r 

Providing asSlsta1\ce involving the exchange of routine informalion :lJld limih.'<I discussion 

Colleagues VI the S8Il'IC orgAllizal1onal unit and assOCJ81es and immt:dislcly se.rvc<I clienl5 in other organiz<luonaJ units and/or outside of the 
org:lJlization. 

USIIgc or2 languages 

Factors: 141k 
erilico! CompiUtmcie3 and Be}utviuurs Measurn ofS"cuu 

service support team me mber 

Affect the deliy.,ry of discrete suppon activities/processes with impact genellllly on incurnbcDl's immediate organizational unit or immediate 
client served. 

Panicipates as a le.3m member in :I. collabornl.ve onvironment within 8 diverse workforce. May explain or dcmonslJ'atc work functiollS or 
processes III other employees who join tne work group for 11 shon period of time, 
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Annex 4 

Sample of Benchmark Job Descriptions from the Master Standard for jobs in the 
General Service category 



Benchmark Grade Profile aligned to new GS Master Standard - 2010 

1. Position: Senior Office Assistant G-6 

2. Nature of the Job Profile 

This job profile represents responsibilities typical of work at this grade level in this 
field of work. 

3. Organizational Context and role 

1 

This position reports to a senior manager with responsibility for the management or 
coordination of work for a broad segment of the Organization (Le. major program, 
sector, or department). The role of this post is to provide administrative and 
secretarial support services to the senior manager, in order to ensure the smooth 
running of the Office and its flow and management of information. This involves 
direct contact with other staff members and contacts with high~ranking officials, both 
within and outside the Organization. The post requires the ability to prioritize tasks 
and to organize work independently based on general direction from the supervisor. 

4. Responsibilities 

L Manages the immediate office with respect to communications, meetings and 
work flow; identifies complex or sensitive subjects, and contacts, for special 
treatment as well as priority issues that need to be brought to the supervisor's 
attention; as appropriate, provides information and guidance to staff at all levels 
within the organizational unit to ensure understanding of intent and deadlines; 

ii Arranges appOintments and maintains supervisor's calendar, receiving high 
ranking visitors, places and screens telephone calls and answers enquiries; 
Organizes high-level meetings including taking responsibility for finalization of the 
agenda, invitations, the production and distribution of documentation, note taking 
and preparation of minutes of meetings; follows-up on required actions. 

Ill. Organizes and facilitates the administrative work of the office including 
establishing internal procedures and tracking systems for correspondence and 
documents; verifies that the work is done in accordance with corporate standards 
and within established deadlines; monitors work progress and cases of priority and 
concern to the supervisor; 

iv. Prepares briefing materials for supervisor with official trips or special 
meetings; drafts responses to written inquiries on a variety of routine and non­
routine questions; communicates sensitive information to senior management and 
coordinates responses to sensitive inquiries on behalf of the supervisor. 

vi Follows up on the preparation by staff of reports, correspondence, briefing 
notes and other documents for the supervisor; reviews these documents and makes 
changes to their format or style, in accordance with standard practices; prepares 
correspondence for the supervisor's signature, and may make informal translations 
into another official language. 

5. Education, Experience and Language Competencies and Skills 
i. IT Skills - Computer literacy and the ability to effectively use standard office software tools and 
other office technology to create documentation, exchange and archive e-mail, and maintain 
electronic filing systems. 



2 

ii. Office Management Skills - Significant office support work experience, including, organizing 
and supervising the whole range of office support and administrative activities. Ability to work with 
minimum of supervision. Ability to extract and format data and to solve operational problems. 
Ability to organize own and others work, set priorities and meet deadlines. Ability to organize 
meetings and events. Ability to handle work quickly and accurately under time constraints 

iii. Service Orientation - Shows a high sense of confidentiality, initiative and good judgement. 
Takes responsibility to respond to internal and external service needs promptly and proactively, 
involves supervisor only on rare occasions. Takes initiative to ensure that deadlines, rules and 
regulations are met. Uses own discretion to address unforeseen situations. 

iv. Interpersonal and Teamwork skills - Proven ability to work collaboratively with colleagues to 
achieve objectives and generate positive results. Motivates and provides guidance to staff 
supervised. Demonstrates courtesy, tact, patience and ability to work effectively with people of 
different national and cultural backgrounds. Contributes significantly to the achievement of team 
goals, initiates cooperation with others and provides ideas to help form decisions or plans. 

v. Education - Secondary School Education. 

vi. Language - Working knowledge of two languages of the Organization is required. 

6. Evaluation under the Master Standard 

The following evaluation ratings under the Master Standard for the General Service 
category, are ratings which would normally be ascribed to a position with these 
responsibilities. 

Overall rating 4/iii/d 8/f 12/j/ii 16/m 586 G-6 

The total points score is 586 which equates to a grade of G6 at the 53rd percentile. 

Factor I Nature of Work 4/iii/d 

Focus Level 4 

A rating of Level 4 is appropriate given the fact that this position provides 
specialized administrative/secretarial support to the manager of a major program. 
There is also an requirement for the incumbent to evaluate the ongoing support 
requirements of the office and adapt service provision to meet changing needs. 

Scope Level Hi 

A rating of Level iii is applied given that the scope of the work is limited to the 
secretarial and administrative support field but the depth of treatment is substantial 
requiring regular interpretation of subject matters on which advice is provided to the 
supervisor. 

Knowledgel Ski IIsl Expertise Leveld 

Level d was allocated as the position requires a thorough knowledge of all elements 
of secretarial and administrative support and a capacity to relate this work to both 
the major organizational entity for which the support is provided but also to other 
major organizational entities throughout the Organization as a whole. A high level of 
skill in the application of office information systems is required involving the 
adaptation of these systems to meet the needs of the immediate organizational unit. 



Factor 11 Organizational Environment 8/f 

Organizational context Level 8 

A rating of Level 8 was given because the supervisor relies on the incumbent to 
provide ongoing advice on Improvements to office systems and processes, on 
administrative procedures and steps that will facilitate team work and the work of 
the office. In addition the incumbent operates with independence and initiative in 
seeking the cooperation of senior staff within the work team in following up the 
manager's decisions and requests. 

Managerial Guidance received Level f 

3 

The incumbent operates with a high degree of independence and Level f is allocated 
given that the supervision received is focused on the broad outcomes of the work 
and on facilitation of any issues arising from the incumbent's work. 

Factor III Teamwork and relationships 12/j/ii 

Engagement Level 12 

Level 12 is appropriate given that the incumbent is constantly involved in enlisting 
the support and cooperation of members of the senior manager's work team as well 
as seeking the support of staff and units outside the supervisor's area of 
responsibility on a wide range of administrative matters. 

Contacts Level j 

Level j is allocated as the rating for this element as the incumbent maintains an 
extensive range of contacts both within the organizational as a whole as well as with 
representatives of other senior managers from external organizations and agencies. 

Languages Level ii 

The incumbent is required to work in more than one official language of the 
organization and therefore Level ii is an appropriate rating. 

Factor IV Results 16/m 

Impact of Actions Level 16 

Level 16 is allocated given that the impact of the work of this position affects the 
delivery of administrative and secretarial services for a major organizational unit or 
program. The work of this position also has a direct impact on the work of the 
supervisor and the work of constituent units within the supervisor's area of 
responsibility affecting the delivery these services. 

Team Roles Level m 

This position plays a lead role in the provision of range of administrative and support 
services to the managers and staff of a major organizational unit and undertakes this 
role with a high degree of independence. 



Benchmark Grade Profile aligned to new GS Master Standard - 2010 

1. Position: Senior Information Technology Support Assistant G-6 

2. Nature of the Job Profile 

This job profile represents responsibilities typical of work at this grade level in this 
field of work. 

3. Organizational Context and role 

1 

This position is located in an Information Technology Service or Unit which is either a 
centralized IT support group providing information technology services to a whole 
organization or is located in a decentralized unit providing IT support to a major 
department or office of the agency. The position reports to a Systems Analyst/IT 
Officer with responsibilities for systems development or to the manager of an IT 
support unit with responsibility for the delivery of user support and help desk 
functions. The role of this post is typically to provide a range of IT support roles, 
including supporting the development of applications, undertaking systems 
administration tasks, and providing support to end users at HQ and/or field offices. 

4. Responsibilities 

i. Supports the development, programming, testing, debugging and 
implementation of new applications and systems; Customizes existing 
applications using standard technologies such as SQL data base, etc; 

ii Maintains the organization's computer system infrastructure at HQ and/or 
decentralized locations including web and data base applications supporting 
websites; 

iii. Provides support to staff on systems applications deployed including 
assistance on technical issues and related user queries; The incumbent may 
also provide IT application support to field or other decentralized offices 
including undertaking short missions to implement new systems; 

iv. Develops technical documentation and manuals; Assesses training needs and 
organizes structured and ad hoc training to users as required. 

v. Assists in the development and maintenance of IT service or help desk 
processes including the development and maintenance of service level 
agreements with user departments; 

vi. Assists in the management of specialized IT projects, particularly in the area 
of development and implementation of new systems and applications. 

vii. Prepares periodic and ad hoc reports. 

5. Education, Experience and Language Competencies and Skills 

i. IT Skills - Computer literacy and the ability to effectively use standard office software tools and 
other office technology to create documentation, exchange and archive e-mail, and maintain 
electronic filing systems. 
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ii. Service Orientation - Shows a high sense of confidentiality, initiative and good judgement. 
Takes responsibility to respond to internal and external service needs promptly and proactively, 
involves supervisor only on rare occasions. Takes initiative to ensure that deadlines, rules and 
regulations are met. Uses own discretion to address unforeseen situations. 

v. Education - Completion of Secondary School Education. 

vi. Language - Working knowledge of one of the languages of the Organization is required. 

6. Evaluation under the Master Standard 

The following evaluation ratings against the Master Standard for the General Service 
category, are ratings which would normally be ascribed to a position with these 
responsibilities. 

Overall rating 4/iil/d 8/f 12/l/ii 16/m 559 G-6 

The total pOints score is 559 which equates to a grade of G6 at the 24th percentile. 

Factor I Nature of Work 4/iii/d 

Focus Level 4 

A rating of Level 4 is appropriate given the fact that this position provides 
specialized technical support processes (Le. IT systems development and 
applications programs) to facilitate the organization's overall IT program. This role 
requires the evaluation of the most appropriate software applications to use in new 
systems development and the selection of the most effective solutions to resolve 
identified IT problems. 

Scope Level iii 

A rating of Level iii is applied given that the work is moderate in scope (i.e confined 
to the technical support of IT software applications but involving substantial depth of 
treatment in the identification and resolution of information technology issues. 

Knowledge/Skills/Expertise Leveld 

Level d was allocated as the position requires a thorough knowledge of all elements 
of standard IT applications and programs deployed within the organization. A high 
level of skill in the application of office information systems is required involving the 
adaptation of these systems to meet the needs of organizational units. 

Factor 11 Organizational Environment 8/f 

Organizational context Level 8 

A rating of Level 8 was given as the key focus of the position is the development of 
new IT applications and systems which directly impact the on the delivery of 
specialized organizational processes. The oversight of the work of the incumbent is 
focused on achievement of results (i.e. completion of new applications, resolution of 
technical problems raised by clients etc) with the supervisor focusing on the 
integration of the incumbent's work into the broader IT program. 
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Managerial Guidance received Level f 

The incumbent operates with a high degree of independence and Level f is allocated 
given that the supervision received is focused on the broad outcomes of the work 
and on facilitation of any issues arising from the incumbent's work. 

Factor III Teamwork and relationships 12/i/ii 

Engagement Level 12 

Level 12 is appropriate given that the Incumbent is constantly involved in enlisting 
the support and cooperation of both colleagues from the immediate IT services unit 
but also client staff from across the organization seeking the deployment of IT 
applications. 

Contacts Level i 

Level i is allocated as the rating for this element as contacts are both with 
colleagues in the IT service unit as well as with a wide range of clients in 
departments across the organization. 

Languages Level ii 

The incumbent is required to work in more than one official language of the 
organization and therefore Level ii is an appropriate rating. 

Factor IV Results 16/m 

Impact of Actions Level 16 

Level 16 is allocated given that the impact of the work of this position affects the 
delivery of information technology services for units across the organization and 
through these IT programs has a direct impact on the work of the programs and 
activities of those organizational units supported by IT programs. 

Team Roles Level m 

This position plays a lead role in the provision of range of specialized IT support 
services to the managers and staff of organizational units and undertakes this role 
with a high degree of independence. 



Benchmark Grade Profile aligned to new GS Master standard - 2010 

1. Position: Documents Management Assistant G-S 

2. Nature of the Job Profile 

This job profile represents responsibilities typical of work at this grade level in this 
field of work. 

3. Organizational Context and role 

1 

This position is one of a number of documents management assistants (with grades 
ranging from G4 to G6) working in a documents control unit and reporting to a 
professional manager of the documents control unit, a unit of the Conference 
Management Service. This Conference service provides conference management and 
document management services for a number of UN agencies which are co-located 
at the same duty station. This positions works under moderate supervision and 
contributes to the efficient and timely processing, issuance and distribution of 
submitted documentation 

Responsibilities 

i. Participates as a member of a team, in the processing of documents, publications 
and formal/official communications (e.g. to ministers of foreign affairs, permanent 
representatives etc) by receiving and verifying submitted documents/texts to ensure 
compliance with relevant submission standards and regulations as well as formal 
protocol and other requirements; 

ii Enters, tracks and updates document information in an electronic documents 
database and management system; informs senior Assistants and professional 
officers of technical problems concerning the submission and registration process and 
assist in resolving these problems; 

iii. Prepares outgoing texts (official communications) for submission to translation 
services and text processing units by checking accuracy of information, reference 
material, style and for adherence to established standards, by verifying resolutions, 
quotations, etc. and by providing basic reference assistance as necessary; 

iv. Assists senior Assistants and Documentation Officers in tracking the workflow, 
processing schedules and monitoring the progress of work and deadlines for 
documents and follow up with the substantive offices as needed; 

vi Transmits corrections made by author departments to texts in progress and 
respond to queries from submitting offices and processing units concerning the 
status of documentation submitted for processing; negotiate new deadlines with 
submitting officers if required; 

vii. Processes final communications by presenting them for approval to the 
submitting office and transmits them to the appropriate addresses through official 
channels of communication; 

viii. Provides reference assistance and maintains reference databases and collections 
of documents and other materials; 

ix. Assists in generating statistical reports on documents processed by the unit 
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5. Education, Experience and Language Competencies and Skills 

i. IT Skills - Computer literacy and the ability to effectively use standard office software tools and 
other office applications, including documents management systems. 

ii. Office Management Skills - Several years of experience in conference services, processing of 
multi-lingual official documentation, preferably in an international organization. Working 
experience with documents management systems. 

iii. Service Orientation - Takes responsibility to respond to internal and external service needs 
promptly and proactively. Takes initiative to ensure that deadlines, rules and regulations are met. 
Uses own discretion to address unforeseen situations. 

iv. Interpersonal and Teamwork skills - Proven ability to work collaboratively with colleagues to 
achieve objectives and generate positive results. Motivates and provides guidance to staff 
supervised. Contributes Significantly to the achievement of team goals, initiates cooperation with 
others and provides ideas to help form decisions or plans. 

v. Education - Completion of Secondary School Education. 

vi. Language - Wor1<ing knowledge of one language of the Organization is required whilst a second 
would be an advantage. 

6. Evaluation under the Master Standard 

The following evaluation ratings under the Master Standard for the General Service 
category, are ratings which would normally be ascribed to a position with these 
responsibilities. 

Overall rating 3/iii/c 7/e 12/i/i 15/L 438 G-5 

The total pOints score is 438 which results in a grade of G5 at the 41st percentile. 

Factor I Nature of Work 3/iii/c 

Focus Level 3 
A rating of Level 3 is appropriate given the fact that this position provides 
specialized documents management support services as part of a broader team 
managing documents control processes. The position is continuously involved in 
evaluating and comparing submitted documents against organizational standards in 
term of both quality and timeliness. 

Scope Level iii 
A rating of Level iii is applied given that the scope of the work is limited to the 
documents management field but the depth of treatment is substantial requiring 
regular interpretation of subject matters on which advice is provided to the 
supervisor and other members of the team. 

Knowledge/Skills/Expertise Level c 
Level d was allocated as the position requires a thorough knowledge of all elements 
of the documents management process, associated systems and work flow for all 
stages of the documents processing cycle. A high level of skill in the application of 
both office information systems as well as specialized documents management 
systems is required. 



3 

Factor 11 Organizational Environment 7/e 

Organizational context Level 7 
A rating of Level 7 was given because the team environment provides incumbent 
with opportunities to contribute ideas and proposals for improvements in the 
efficiency of the documents management processes. In addition supervision is 
concentrated on ensuring that a sound technical approach is followed adhering to 
poliCies and standards, whilst allowing some freedom for delivery of results. 
Problems encountered are escalated for advice to the supervisor or more senior 
members of the team. 

Managerial Guidance received Level e 
The incumbent operates with a moderate degree of independence and Level e is 
allocated given that the supervision received is focused on the quality of process 
execution in particular the meeting of documents management timelines and quality 
standards for submissions. 

Factor III Teamwork and relationships 12/i/i 

Engagement Level 12 
Level 12 is appropriate given that the incumbent is constantly involved in working 
closely with other members of the documents management team and with client 
departments submitting documents. These relationships are important to ensure that 
deadlines are met and that submitted documents adhere to guidelines for the 
submission of documents. 

Contacts Level i 
Level i is allocated as the rating for this element as the incumbent maintains a wide 
range of contacts throughout the organization and with authoring units in other 
organizations for which the conference services department provides services and 
support. 

Languages Level i 
The incumbent is required to work in one official language (normally English) of the 
organization and therefore Level i is the appropriate rating. 

Factor IV Results 15/L 

Impact of Actions Level 15 
Level 15 is allocated given that the impact of the work of this position affects the 
delivery of discrete support services and is closely interrelated with the work of other 
members of the documents management team and affects the timely delivery of 
documents management processes. 

Team Roles Level L 
This position plays a key role, as a member of the team in providing advice both to 
clients departments and to more senior members of the documents management 
team on documents processing procedures and the progress of delivery against 
standards and deadlines. 



Benchmark Grade Profile aligned to new GS Master Standard -2010 

1. Position: Registry Assistant G-4 

2. Nature of the Job Profile 

This job profile represents responsibilities typical of work at this grade level in this 
field of work. 

3. Organizational Context and role 

This position reports to a Registry or Records Management Supervisor and is 
responsible for maintaining the official paper and electronic records of the 
Organization in support of the activities of a HQ department or division. This work 
includes analYSiS, classification, recording into electronic records management 
software, indexing, scanning, researching and retrieval and provision of guidance, 
advice and support to users. The post requires the ability to prioritize tasks and to 
organize work independently based on general direction from the supervisor. 

4. Responsibilities 

i. Coordinate the work of a small registry, or a segment of a large registry, to 
meet the records management needs and priorities of a division or 
department; 

ii Supervise and/or train Registry staff in registry procedures and processes; 

iii. Personally carryout and/or supervise the processing of official records, 
including electronic communications, in accordance with organization policies 
and procedures by: 

• Analyzing, evaluating and classifying records 
• Determining routing of records when required 
• Verifying references and ensuring consistency of classification 
• Verifying completeness and accuracy of files returned to registry 
• Scanning records once they are classified, ensuring that the scanned 

images are properly exported top the server 
• Determining the need for creation of new files, assigning classification 

codes, file titles and index terms 

iv. Ensure prompt service to client departments/divisions and ensure timely 
despatch/delivery of correspondence; 

vi Maintain contact with divisions and departments to provide advice on the 
improvement of filing and reference systems; 

vii. Define and maintain appropriate access to the registry's on line electronic 
system. 

5. Education, Experience and Language Competencies and Skills 

i. IT Skills - Computer literacy and the ability to effectively use standard office software tools as 
well as corporate records management or registry systems to create documentation, exchange 
and archive e-mail, and maintain electronic filing systems. 
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ii. Specialized Skills and Experience - Several years of work experience within a registry, 
records management or archives unit. Completion of a basic registry or records management 
training course, including some training on the use of electronic or digital records management 
systems. 

iii. Service Orientation - Shows a high sense of confidentiality, initiative and good judgment. 
Takes responsibility to respond to intemal and external service needs promptly and proactively, 
involves supervisor only on rare occasions .. 

iv. Interpersonal and Teamwork skills - Proven ability to work collaboratively with colleagues to 
achieve objectives and generate positive results. Demonstrates courtesy, tact, patience and 
ability to work effectively with people of different national and cultural backgrounds. 

v. Education - Completion of Secondary School Education. 

vi. Language - Working knowledge of two languages of the Organization is required. 

6. Evaluation under the Master Standard 

The following evaluation ratings under the Master Standard for the General Service 
category, are ratings which would normally be ascribed to a position with these 
responsibilities. 

Overall ratings: 2/iii/c 7/e ll/i1ii 15/L 338 G-4 

The total points score of 338 equates to a grade of G-4 at the 50th percentile. 

Factor I Nature of Work 2/iii/c 

Focus level 2 

A rating of level 2 is appropriate given the fact that this position is involved in 
completing standard support activities (i.e. standard registry activities including 
records processing). Work transformation includes the claSSification, indexing and 
filing of correspondence and records. 

Scope level ii 
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A rating of level iii is applied given that the scope of the work is limited (to records 
and registry processes) but involves considerable depth of treatment (i.e. classifying, 
indexing, filing searching, recording in digital or electronic records management 
systems etc). 

Knowledge/ Skills/ Expertise levelc 

level c was allocated as the position requires specialized training in records 
management or registry processes and procedures, including in the use of digital or 
electronic records management systems. 

Factor 11 Organizational Environment 7/e 

Organizational context level 7 

A rating of level 7 was given because the incumbent works with a high degree of 
operational independence in undertaking the day to day work of the registry and 
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provision of service to client departments/divisions. Difficult or complex issues (Le. 
access to sensitive or confidential documents or files etc) are referred to the 
supervisor for decision. The incumbent is able to make proposals for improvement of 
operating procedures and processes. 

Managerial Guidance received Levele 

Level e is allocated as the nature of supervision received is focused on the 
successful delivery of client oriented and efficient registry services. The supervisor 
ensures that ongoing support in terms of both on the job training and attendance at 
courses covering matters such as the introduction of new digital records 
management systems is provided to the incumbent. 

Factor III Teamwork and relationships 11/i/ii 

Engagement Level 11 

Level 11 is appropriate given that the incumbent is constantly involved in the 
provision of services, including advice and responding to queries from client work 
units. This engagement involves exchange of a variety of information and limited 
discussion. 

Contacts Level i 

Level i is allocated as the rating for this element as the incumbent has contacts with 
clients at all levels within the department or division for which the registry or records 
management unit is providing services. 

Languages Level ii 

The incumbent is required to work in more than one official language of the 
organization and therefore Level ii is an appropriate rating. 

Factor IV Results 15/L 

Impact of Actions Level 15 

Level 15 is allocated given that the role of the incumbent has a direct impact on the 
efficient and timely delivery of registry and records management services to those 
organizational units for which the incumbent's registry or records management unit 
has responsibility. 

Team Roles LevelL 

This position provides advice to other staff in the registry but also to client staff in 
departments or divisions on registry processes or procedures or on technical records 
management issues ( .e. use of digital or electronic records management systems) 
records procedural, process and technical matters. 



Benchmark Grade Profile aligned to new GS Master Standard- 2010 

1. Position: Office Assistant G-3 

2. Nature of the Job Profile 

This job profile represents responsibilities typical of work at this grade level in this 
field of work. 

3. Organizational Context and role 
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This position works under the supervision of one or more professional staff, or a higher graded 
GS staff member, a variety of office support tasks that contribute to the timely and effective 
accomplishment of correspondence, documentation, document production, workflow, retrieval 
and tracking of information and administrative transaction initiation. 

4. Responsibilities 

Individual activities vary according to the specific job but will include a combination from among 
the following : 

A. Word processing, formatting, drafting and collating of correspondence, publications, tables, 
reports, presentations, and other forms of documentation. 

B. Retrieval and structuring of information and background research from various sources (e.g. 
Intra-lInternet, office files, central documentation services, etc.). 

C. Responding to internal and external inquiries, or referring to appropriate contacts/units; 
screening calls, receives and directing visitors. 

D. Setting up and updating archiving and retrieval systems. Maintaining office supplies and 
coordinating the provision of central services (e.g. translation, printing, building services, 
etc .. ). Assisting in the organization of meetings and events; arranges for meeting facilities 
and equipment, making travel arrangements, preparing correspondence and assembling 
documents for participants. 

Administrative Support Activities 

The Office Assistant may also support an officer through initiating a low volume of transactions in 
relevant administrative systems, including a combination of the following: 

~ create requisitions for purchase orders, Letters of Agreement and contracts; 
~ create local orders; 
~ create purchase orders for author's contracts and for rehiring consultants; 
~ enter travel details for advance request; 
~ create travel authorization; submit TA for approval; run reports. 

5. Education, Experience and Language Competencies and Skills 

A. IT Skills - Intermediate computer literacy and the ability to effectively standard office tools 
and other office technology equipment to create correspondence and documentation, access the 
intralinternet, exchange and archive e-mail, and enter data in administrative/financial information 
systems. 

B. Office Management Skills - Some experience in general office work, including 
experience in the final formatting of official correspondence and documentation. Ability to 
maintain accurate and precise records. Ability to draft correspondence, accuracy in spelling, 



grammar, write and spell correctly and Ability to organize own work, set priorities and meet 
deadlines. 

C. Service Orientation - Acts responsibly and reliable in dealing with internal and external 
queries and requests. Shows initiative, positive attitude, motivation, flexibility, and 
cooperativeness in working with managers, colleagues, consultants, external partners and the 
general public. 
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D. Interpersonal and Teamwork skills - Ability to work collaboratively with colleagues as part 
of a team to achieve common objectives. Prepared to learn from others and contribute own 
thoughts and ideas. 

E. Education - Completion of Secondary School Education 

F. Language - Working knowledge of an official language is required. Limited knowledge of 
another official language is desirable. 

6. Evaluation under the Master Standard 

The following evaluation ratings under the Master Standard for the General Service 
category, are ratings which would normally be ascribed to a position with these 
responsibilities. 

Overall rating 2/ii/b 7/e lllhli l4/k 253 

The total pOints score of 253 equates to a grade of G3 at the 3rd percentile. 

Factor I Nature of Work 2/ii/b 

Focus Level 2 
A rating of Level 2 is appropriate given the fact that this position provides standard 
office support services involving initiating transactions, processing of documents, and 
retrieval of data. 

Scope Level ii 
A rating of Level ii is applied given that the scope of the work is limited to 
administrative support but involves some examination and interpretation of subject 
matter and the initiation of transactions based on this examination. 

Knowledge/Skills/Expertise Level b 
Level b was allocated as the position requires a knowledge of standard office 
processes, rules and procedures involving proficiency in the use of standard office IT 
tools and systems. 

Factor 11 Organizational Environment 7/e 

Organizational context Level 7 
A rating of Level 7 was given because the work environment allows the incumbent 
some degree of independence in providing office services, initiating transactions, 
processing of documents and responding to queries. Oversight is focused on quality 
and timeliness of work execution. 

Managerial Guidance received Level e 
The incumbent operates with some degree of independence and Level e is allocated 
given that the supervision received is focused on the quality of the work and the 
incumbent receives developmental and technical support from the supervisor. 



Factor III Teamwork and relationships 11/h/i 

Engagement Level 11 

Level 11 is appropriate given that the incumbent is constantly involved in providing 
assistance on office services to staff of the unit served which involves exchanging 
information and limited discussions. 

Contacts Level h 

Level h is allocated as the rating for this element as the incumbents are 
overwhelmingly within the immediate unit. There may be some infrequent contacts 
with staff of central administrative units (HR, finance, IT etc) but this would be 
limited and relate to the exchange of routine Information. 

Languages Level i 

The incumbent is required to work in more than one official language of the 
organization and therefore Level i is an appropriate rating. 

Factor IV Results 14/k 

Impact of Actions Level 14 

Level 14 is allocated given that the impact of the work of this position relates to 
discrete office support functions and normally does not go beyond the individual 
work assignment affecting the work of the immediate unit. 

Team Roles Level k 
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This position participates as part of a team in the provision of range of administrative 
and support services to the staff of the immediate organizational unit. 



Annex 5 
 

Monaco Social Benefits 

 

This information comes from the website of the United States Social Security Administration, Office of 

Retirement and Disability Policy on Social Security Programs throughout the World: Europe 2012. The 

exchange rate used is US$1.00 = 0.77 euros. 

Old Age, Disability, and Survivors 

Regulatory Framework 

First laws: 1944 (workers) and 1958 (self-employed). 

Current laws: 1944 (disability), 1947 (old age), 1948 (old age), 1949 (disability), 1962 (old age), 1971 

(disability), and 2002 (old age). 

Type of program: Social insurance system. 

Coverage 

Employed persons, including state and local government contractors. 

Special systems for self-employed persons, civil servants, and hospital personnel. 

Source of Funds 

Insured person: 6.15% of covered earnings (old-age and survivor benefits, spouse's supplement and 

death allowance). For disability benefits, see source of funds under Sickness and Maternity. 

The maximum monthly earnings used to calculate contributions are €4,274. 

Self-employed person: Not applicable. 

Employer: 6.15% of covered payroll (old-age and survivor benefits, spouse's supplement and death 

allowance) and 0.92% of covered payroll (adjusted annually) finances contributions for periods during 

which workers paid no contributions but received paid sick or maternity leave, disability benefits, or 

unemployment benefits. 

For disability benefits, see source of funds under Sickness and Maternity. 

The maximum monthly earnings used to calculate contributions are €4,274. 

Government: None. 

 

Qualifying Conditions 

Old-age pension: Age 65 with at least 10 calendar years of employment, including at least 151 to 173 

hours of work a year (depending on the year of employment) and at least 60 months of coverage 

(including periods of paid sick or maternity, paternity or adoption leave and periods of disability or 

unemployment). 

Employment may continue. 

Early pension: Age 60 and retired from all active work or employment; age 55 for a woman who has 

raised three children for at least eight years before the children reach age 16. The insured must not 

receive sickness, work injury, or unemployment benefits. 

Deferred pension: The pension can be deferred after age 65. 



Spouse's allowance: Paid if the insured has at least 60 pension points. The spouse must live with the 

retiree and total household income (including the spouse's allowance) must not exceed 24 times the 

reference salary. 

The number of points acquired during any one-year period is obtained by dividing the insured's monthly 

declared earnings by the monthly reference salary, up to four pension points a month. 

The monthly reference salary is €1,068.50 (October 2011) and is fixed by ministerial decree. 

 

Disability pension: The insured must be younger than age 60 and assessed with a loss of 100% of 

working capacity (total disability) or the loss of 66.7% of working capacity (partial disability). The 

insured must have at least 12 months of coverage in the previous 15 months and at least 800 hours of 

employment in the previous 12 months, including 200 hours in the previous three months. 

 

Survivor pension: The deceased was a pensioner or had at least 10 calendar years of employment at the 

time of death, including at least 151 hours to 173 hours of work a year (depending on the year of 

employment) and at least 60 months of coverage (including periods of paid sick or maternity, paternity 

or adoption leave and periods of disability or unemployment).  Eligible survivors are a widow aged 50 

or older (any age if caring for a child) or a widower with at least one dependent child; a divorced or 

separated widow(er) receiving alimony at the time of the insured's death; and orphans younger than 

age 18 (age 21 if a student or an apprentice).  If the widower ceases to care for at least one dependent 

child, the pension is suspended until the widower reaches age 65 (age 60 if incapable of gainful 

activity).  The widow(er)'s pension ceases on remarriage or cohabitation. 

 

Death allowance: Paid to the surviving spouse of an old-age pensioner. The surviving spouse must not 

have been divorced or separated from the deceased. If there is no eligible surviving spouse, the 

allowance is paid to eligible orphans. 

 

Death grant: The deceased was a disability pensioner or had worked at least 120 hours in the month (or 

200 hours in the quarter) before death. The benefits are paid (in order of priority) to the deceased's 

surviving spouse, orphans, or parents. 

Old-Age Benefits 

Old-age pension: The pension is calculated according to the number of pension points acquired over the 

total working life multiplied by the value of a point. The number of points acquired during anyone-

year period is obtained by dividing the insured's monthly declared earnings by the monthly reference 

salary, up to four pension points a month. 

The value of a pension point is €17.81. 

The monthly reference salary is €1,068.50 (October 2011) and is set by ministerial decree. 

Early pension: The pension is calculated in the same way as the old-age pension. 

Deferred pension: The pension is increased by 1.5% for each quarter of coverage after age 65, up to 

30%. 

The maximum monthly pension is six times the reference salary (€6,411 as of October 2011). 

Spouse's supplement: The full supplement is paid if the insured had at least 360 pension points; a 

reduced amount is paid according to the total number of pension points less than 360. The benefit is paid 

annually in the last quarter of the year. 

Old-age benefits are payable abroad. 

Schedule of payments: Pensions are paid monthly in Monaco, France, and Italy and quarterly in other 

countries. 



Benefit adjustment: Benefits are adjusted annually according to changes in the value of the pension 

point. 

Permanent Disability Benefits 

Disability pension: The pension is 50% of the insured's average monthly covered earnings in the 

60 months before the disability began for a total disability or 30% for a partial disability. 

The minimum and maximum monthly pensions depend on the insured's age and whether the insured 

receives any pension income from another source. 

Constant-attendance supplement: 40% of the disability pension. 

Disability benefits are payable abroad. 

Benefit adjustment: Benefits are adjusted annually in January by ministerial decree. 

Survivor Benefits 

Survivor pension: The widow(er) receives 60% of the pension the deceased received or was eligible to 

receive. The pension for a divorced or separated spouse is calculated according to the number of pension 

points acquired by the deceased while he or she lived with the surviving spouse. 

The survivor's pension ceases on remarriage or cohabitation. 

 

Orphan's pension: Each half orphan receives 25% of the pension the deceased received or was eligible 

to receive. Each full orphan receives 50% of the deceased's pension (50% of the highest pension if both 

parents were pensioners). 

All orphans' benefits combined must not exceed 100% of the deceased's pension. 

Survivor pensions are payable abroad. 

Benefit adjustment: Benefits are adjusted annually according to changes in the value of the pension 

point. 

 

Death allowance: A lump sum of 25% of the deceased's annual pension is paid, up to 150% of the 

reference salary in force at the time of death. 

The monthly reference salary is €1,068.50 (October 2011) and is set by ministerial decree. 

 

Death grant: A lump sum of 90 times the deceased's average daily earnings in the last 12 months before 

death is paid; in the last 60 months before the disability began if the deceased received a disability 

pension. 

The minimum grant is €390. 

The maximum grant is €23,400. 

Administrative Organization 

Independent Employees' Pension Fund (http://www.caisses-sociales.mc), with representatives of 

government, employers, and employees, administers the employees' old-age insurance program. 

Compensation Fund for Social Services (http://www.caisses-sociales.mc), with representatives of 

government, employers, and employees, administers the employees' disability insurance program. 

 

http://www.caisses-sociales.mc/
http://www.caisses-sociales.mc/


Sickness and Maternity 

Regulatory Framework 

First and current laws: 1944, 1949, 1971 (employees), and 1982 (self-employed persons). 

Type of program: Social insurance system. 

Coverage 

Employed persons. 

Special systems for self-employed persons and civil servants. 

Source of Funds 

Insured person: None. 

Self-employed person: Not applicable. 

Employer: 15.70% of covered payroll. The contribution also finances disability, family, and certain 

social benefits. 

The maximum monthly earnings used to calculate contributions are €7,800. 

Government: None. 

Qualifying Conditions 

Cash sickness benefits: For an incapacity of up to six months, the insured must have at least 120 hours 

of effective or deemed employment in the last month or 200 hours in the previous quarter; for an 

incapacity lasting six months or more, the insured must have at least 12 months of contributions in the 

previous 15 months with at least 800 hours of work in the previous 12 months, including 200 hours in 

the last three months. 

 

Cash maternity benefits: The insured must have at least one month of coverage in the quarter before 

the date of conception with at least 85 hours of employment for each month of coverage from the date of 

conception until the medical confirmation of pregnancy. 

 

Paternity leave benefit: The insured must have at least 120 hours of effective or deemed employment 

in the last month or 200 hours in the previous three months. The leave period must begin within four 

months after the date of childbirth. 

Medical benefits: The insured must have at least 120 hours of employment in the last month or 

200 hours of work or deemed work in the last three months. 

Sickness and Maternity Benefits 

Sickness benefit: The benefit is 50% of the insured's average daily earnings in the last 12 months 

(66.6% from the 31st day if the insured has three or more dependent children), up to €130. The benefit is 

paid after a three-day waiting period for up to 360 days; may be extended for three or four years for 

chronic or recurring illness. 

The benefit may be reduced during periods of hospitalization according to the insured's income and 

number of dependent children. 

Benefit adjustment: If the sick leave period is longer than six months, benefits are adjusted automatically 

twice a year (in January and in July) according to a coefficient set by law. 

 

Maternity benefit: The benefit is 90% of the insured's average daily earnings in the last 12 months, up 

to €234. The benefit for the first and second child is paid for eight weeks before and eight weeks after 

childbirth; for the third and subsequent children, eight weeks before and 18 weeks after childbirth; for 



twins with no other children in the household, 12 weeks before and 22 weeks after childbirth; and for 

other multiple births, 24 weeks before and 22 weeks after childbirth. 

 

Paternity leave benefit: The benefit is 90% of the father's average daily earnings in the 12 months 

before the date of birth, up to €234. The benefit is paid for up to 12 days, including Sundays and public 

holidays; 19 days for multiple births or in households with at least two other dependent children. 

Workers' Medical Benefits 

Reimbursements for medical costs include primary and specialist treatment, hospitalization, laboratory 

services, pharmaceuticals, dental and eye care, prostheses, and transportation. Medical practitioners and 

auxiliary medical services charge rates based on income and family size. 

The benefit is 80% of the cost of medical services, up to a ceiling. This rate is increased to 100% for 

pregnancy or certain lengthy and costly treatments. 

Dependents' Medical Benefits 

Medical benefits for dependents: Medical benefits for dependents are the same as those for the 

insured. 

Administrative Organization 

Social Services Compensation Fund (http://www.caisses-sociales.mc), with government, employer, and 

employee representatives, administers the program. 

Work Injury 

Regulatory Framework 

First law: 1930. 

Current law: 1958. 

Type of program: Mandatory private insurance system. 

Coverage 

Employed persons. 

Exceptions: Self-employed persons. 

Source of Funds 

Insured person: None. 

Self-employed person: Not applicable. 

Employer: The total cost. The cost of premiums varies according to the reported risk rate. An additional 

24% of the premiums is paid to the Complementary Compensation Fund. 

Government: None. 

Qualifying Conditions 

Work injury benefit: There is no minimum qualifying period. Accidents that occur while commuting 

to and from work are covered. 

Temporary Disability Benefits 

http://www.caisses-sociales.mc/


The daily benefit is 50% (66.6% from the 29th day after the accident) of the insured's average daily 

earnings in the month before the accident. The benefit is paid from the day after the accident (the 

employer must pay the insured's full salary for the day the accident occurred) until recovery or 

certification of permanent disability. 

The maximum daily earnings used to calculate benefits are 0.32% of 15 times the legal annual minimum 

wage. 

Schedule of payments: Benefits are paid at least every 16 days. 

Permanent Disability Benefits 

Permanent disability pension: The annual pension is 100% of the insured's annual earnings in the 

12 months before the accident occurred or the occupational disease began. 

The minimum annual earnings used to calculate benefits are the legal annual minimum salary. 

The maximum annual earnings used to calculate benefits are 15 times the legal annual minimum salary. 

Constant-attendance supplement: 40% of the pension is paid if the insured requires the constant 

attendance of others to perform daily functions. 

Partial disability pension: The annual benefit is 100% of reference earnings multiplied by 0.5 times the 

assessed degree of disability from 10% to 50% and by 1.5 for a disability greater than 50%. 

The monthly reference salary is €1,068.50 (October 2011) and is set by ministerial decree. 

The degree of disability is assessed by a commission. 

If the assessed degree of disability is less than 10%, a lump sum is paid according to a schedule in law. 

Schedule of payments: Benefits are paid quarterly in arrears. 

The permanent disability pension can be replaced in full or in part by a lump sum after five years. 

Benefit adjustment: Pensions are adjusted according to a coefficient set by law. 

Workers' Medical Benefits 

Medical benefits include medical, hospital, surgical, and pharmaceutical treatment; rehabilitation; 

prostheses; and transportation costs. 

The employer or the insurer pays all medical costs. 

Survivor Benefits 

Survivor pension: The pension is 30% of the deceased's annual earnings; 50% if the survivor is aged 55 

or older or with a disability. 

The benefit is paid to a surviving spouse who was married to, living with, or divorced from the deceased 

and receiving alimony at the time of the insured's death. The pension for a divorced spouse is reduced by 

the amount of any alimony paid. The date of marriage must have been before the date of the accident 

that resulted in the insured's death or at least two years before the date of the insured's death; conditions 

are waived if the couple had at least one child. 

The pension ceases on remarriage if there are no children receiving a survivor benefit and a lump sum of 

three times the value of the annual pension is paid. 

 



Orphan's pension: The pension is 15% of the deceased's annual earnings for one child; 30% for two 

children; 40% for three children; plus an additional 10% for the fourth and each subsequent child. Each 

full orphan receives 20% of the deceased's annual earnings. The child must be eligible for family 

allowances. 

 

Other eligible survivors: Each dependent parent and grandparent receives 10% of the deceased's 

annual earnings, up to 30%. 

All survivor benefits combined must not exceed 85% of the deceased's annual earnings. 

Benefit adjustment: Pensions are adjusted according to a coefficient set by law. 

 

Funeral allowance: Funeral costs are reimbursed, up to a maximum. 

Administrative Organization 

Licensed private insurance companies administer the program. 

Complementary Compensation Fund (http://www.caisses-sociales.mc) guarantees benefit payments in 

case of the insolvency of the employer or insurance company. 

Unemployment 

Regulatory Framework 

Coverage is provided through France's program for unemployment insurance. 

Family Allowances 

Regulatory Framework 

First law: 1938. 

Current law: 1954 (family benefits). 

Type of program: Employment-related system. 

Coverage 

Employed persons and persons receiving unemployment benefits. 

Exceptions: Self-employed persons. 

Source of Funds 

Insured person: None. 

Self-employed person: Not applicable. 

Employer: See source of funds for Sickness and Maternity. 

Government: None. 

Qualifying Conditions 

Family allowance: The benefit is paid for children younger than age 16; 17 if looking for a first job; 21 

if a student, an apprentice, or disabled. The earnings of a working child must not exceed €823.18 a 

month. The head of the household must be insured and have at least 77 hours of work in the relevant 

month. If both parents are eligible for family allowances, the benefit is paid only once (normally to the 

head of the household). 

 

http://www.caisses-sociales.mc/


Prenatal allowance: The head of the household must be insured and have at least 77 hours of work or 

deemed work in the relevant month. The mother must undergo a medical examination and provide a 

formal declaration of pregnancy during the first three months following the date of conception. The 

mother must also undergo medical examination at the third, sixth, and eighth month of pregnancy and 

after childbirth. The benefit is paid to an insured woman or the wife of an insured man. If both parents 

are eligible for family allowances, the benefit is paid only once (normally to the head of the household). 

 

Education grant: The insured must have received family allowances for at least seven months in the 

previous calendar year, including at least one month in the last four months of the previous year. 

 

New school year allowance (means-tested): The child must be eligible for family allowances and have 

received family allowances in July of the relevant year. Household income in the year before the 

application for benefits must not exceed an amount that varies according to the number of dependents. 

 

End-of-year grant (means-tested): The insured must have received family allowances for at least 

seven months in the previous calendar year, including at least one month in the last three months of the 

previous year. Household income in the year before the application for benefits must not exceed an 

amount that varies according to t 

the number of dependents. 

 

Housing allowance (means-tested): The benefit is paid to family allowance beneficiaries and to certain 

other categories of person residing in Monaco, according to the number of people in the household and 

household income. 

 

Other benefits: Child care services and other forms of individual and family support may be provided. 

Family Allowance Benefits 

Family allowance: With 145 hours of covered work, the allowance is €135.80 a month for each child 

younger than age 3, €203.70 for each child aged 3 to 5, €244.50 for each child aged 6 to 10, and €285.20 

for each child aged 11 or older. The allowance is paid in proportion to the hours worked from 77 to 

144 hours and is paid monthly to the head of the household or the child's mother or guardian. 

 

Prenatal allowance: With 145 hours of covered work, the allowance is €135.80 a month for up to nine 

months. The allowance is paid in proportion to the hours worked from 77 to 144 hours. The allowance is 

paid in three equal parts (two months of benefits in the third month of pregnancy, four months of 

benefits in the sixth month of pregnancy, and three months of benefits after childbirth). 

 

Education grant: The amount varies according to the level of the studies and whether the child attends 

school in Monaco (from €64 to €403) or France (from €34 to €403). The grant is paid in October to the 

head of the household or the child's mother or guardian. 

 

New school year allowance (means-tested): The benefit is €122 for a child younger than age 3, €183 

for a child aged 3 to 5, €218 for a child aged 6 to 10, and €257 for a child aged 11 to 21. The benefit is 

paid in August to the head of the household or the child's mother or guardian. 

 

End-of-year grant (means-tested): €124 is paid in December. 

 

Housing allowance (means-tested): A monthly benefit is paid. 

 

Other benefits: A contribution toward the cost of child care for children up to age 6. Other forms of 

individual and family support may be provided. 

 

 

 



Annex 6 

 

Summary of salaries and allowances of staff of the IHB 
 

1. Directors: 

Recruitment Election at the Conference for a 5 year mandate 

which is renewable. 

Salaries 

  

 

 

 

 

Gross salary 

 

Internal tax 

 

 

Net salary 

Alignment from July 2004 with salary scale 

applicable to United Nation Staff in the Professional 

and higher category. No differentiation on account 

of marital status ( IV.1.2 (I). 

 

Gross salary equals the basic salary. 

 

Internal tax levied at the rate of 10% of the gross 

salary. 

 

Net salary is equal to the gross salary minus the 

internal tax and contributions to all retirement 

schemes (IRF, PPP and the AMRR). 

Adjustments to salaries Every 3 years calculated on the average awards 

made to those Monaco Civil Service who are 

classified in the Heads of Service salary scale (1
st
 

group). Figure provided by the Government of the 

Principality of Monaco. 

Annual bonus Not applicable. 

Monaco Allowance 5% of basic salary Not applicable. 

Dependency allowances Generally follow UN Common System of salaries, 

allowances and benefits. No differentiation in salary 

on account of marital status ( IV.1.2 (I). Children’s 

allowances in the form of a flat allowance per child 

are available to all eligible Directors. To qualify, a 

child must be under the age of 18, or, in full-time 

attendance at a school or university, be under 21 

years of age. The children’s allowance for a 

disabled child is twice the usual amount. A 

secondary dependent allowance equivalent to 35% 

of the children’s allowance may be payable where 

there is no recognized primary dependent. 

Language allowances Not applicable. 

Education allowance Education grant paid to eligible staff. Grant is based 

on Education Grant scheme applicable in the UN. 

Rental Subsidy  Yes. Based on Rental Subsidy scheme applicable in 

the UN. 

Home leave Yes. For eligible staff and dependents. Every 2 

years. 

Leave Annual leave granted at the rate of 2 ½  working 

days for each calendar month. Leave must be taken 

during the calendar year in which it is earned or, at 

least prior to 31 January of the following year. 

Leave outstanding after that date shall be forfeited. 

Work week 37.5 hours per week. 

Overtime Not applicable. 

Special leave May be granted on a discretionary basis by 

Directing Committee (marriage or death). Sick 



leave, Maternity leave, Adoption leave and 

Paternity leave (up to 4 weeks granted) in 

accordance with UN rules.  

Removal expenses On appointment and separation. Amounts based on 

UN Common System of salaries and allowances. 

Retirement - Pensions 

 

IHB Internal Retirement Fund (IRF) for staff prior 

to 1 September 1987; 

Staff are covered by personalized retirement plans, 

based upon “money purchased” principles under the 

control of an independent well established insurance 

company or any other financial institution, unless 

they exercise the option to maintain a former 

national pension plan instead of, or in addition to 

the Bureau or Personal Pension Plans.  The IHB 

contributes 15% of pensionable salary (basic salary 

minus internal tax).  Supplementary Retirement 

Benefits: Categories A, B and C Staff are affiliated 

to a supplementary pension scheme operated by the 

“Association Monegasque de Retraites par 

Repartition (AMRR). 

Retirement age is 65 years of age with a minimum 

qualifying service of ten years. 

 

Health Insurance Yes. Follow scheme of permanent  government 

Civil Servants of the principality of Monaco. 

 

 

2. Category A Staff:   

Recruitment Internationally and locally recruited.  Currently 3 

Category A staff  have permanent contracts while 2 

Category A staff have the 2+2+5 contract. 

Salaries 

  

 

 

 

 

Gross salary 

 

Internal tax 

 

 

Net salary 

Alignment from July 2004 with salary scale 

applicable to United Nation Staff in the Professional 

and higher category. No differentiation on account 

of marital status ( IV.1.2 (I). 

 

Gross salary equals the basic salary. 

 

Internal tax levied at the rate of 10% of the gross 

salary. 

 

Net salary is equal to the gross salary minus the 

internal tax and contributions to all retirement 

schemes (IRF, PPP and the AMRR). 

Adjustments to salaries Based on Monaco Civil Service practice – about 1% 

is awarded twice a year (January and July) for all 

staff. 

Annual bonus Not applicable. 

Monaco Allowance 5% of basic salary Not applicable. 

Dependency allowances Generally follow UN Common System of salaries, 

allowances and benefits. No differentiation in salary 

on account of marital status ( IV.1.2 (I). Children’s 

allowances in the form of a flat allowance per child 

are available to all eligible Category A Staff.  To 

qualify, a child must be under the age of 18, or, in 



full-time attendance at a school or university, be 

under 21 years of age. The children’s allowance for 

a disabled child is twice the usual amount. A 

secondary dependent allowance equivalent to 35% 

of the children’s allowance may be payable where 

there is no recognized primary dependent. 

Language allowances Not applicable. 

Education allowance Education grant paid to eligible staff. Grant is based 

on Education Grant scheme applicable in the UN. 

Rental Subsidy  Yes. Based on Rental Subsidy scheme applicable in 

the UN. 

Home leave Yes. For eligible staff and dependents. Every 2 

years. 

Leave Annual leave granted at the rate of 2 ½  working 

days for each calendar month. Leave must be taken 

during the calendar year in which it is earned or, at 

least prior to 31 January of the following year. 

Leave outstanding after that date shall be forfeited. 

Work week 37.5 hours per week. 

Overtime Not applicable. 

Special leave May be granted on a discretionary basis by 

Directing Committee (marriage or death). Sick 

leave, Maternity leave, Adoption leave and 

Paternity leave (up to 4 weeks granted) in 

accordance with UN rules.  

Removal expenses On appointment and separation for eligible staff. 

Amounts based on UN Common System of salaries 

and allowances. 

Retirement - Pensions 

 

IHB Internal Retirement Fund (IRF) for staff prior 

to 1 September 1987; 

Staff are covered by personalized retirement plans, 

based upon “money purchased” principles under the 

control of an independent well established insurance 

company or any other financial institution, unless 

they exercise the option to maintain a former 

national pension plan instead of, or in addition to 

the Bureau or Personal Pension Plans.  The IHB 

contributes 15% of pensionable salary (basic salary 

minus internal tax).  Supplementary Retirement 

Benefits: Categories A, B and C Staff are affiliated 

to a supplementary pension scheme operated by the 

“Association Monegasque de Retraites par 

Repartition (AMRR). 

Retirement is 65 years of age with a minimum 

qualifying service of ten years. 

 

Health Insurance Yes. Follow scheme of permanent government Civil 

Servants of the principality of Monaco. 

 

 

 

 

3. Category B , BT and C Staff 

Recruitment Locally recruited.  Become permanent staff 

members of the IHO. 



Salaries 

  

 

 

 

Gross salary 

 

Internal tax 

 

 

Net salary 

Salaries of Category B (except BT) and C Staff are 

established to be comparable with similar posts in 

the Monaco Civil Service (IV.I.I ©. 

 

Gross salary equals the basic salary. 

 

Internal tax levied at the rate of 10% of the gross 

salary. 

 

Net salary is equal to the gross salary minus the 

internal tax and contributions to all retirement 

schemes (IRF, PPP and the AMRR). 

Adjustments to salaries Based on Monaco Civil Service practice – about 1% 

is awarded twice a year (January and July) for all 

staff. 

Annual bonus Paid to Category B and C Staff. 1 month basic 

salary in conformity with the bonus paid to Civil 

Servants in Monaco. 35% paid in July and 65% pay 

in December. 

Monaco Allowance 5% of basic salary Paid to Category B and C Staff. 

Dependency allowances Family Allowance and School Grant. All eligible 

Category B and C Staff with dependent children 

receive family benefits, in conformity with the 

current rates in force at the C.C.S.S. (Caisse de 

Compensation des Service Sociaux).  Personnel not 

receiving and Education Grant for children in full-

time education shall receive, where eligible, a 

School Grant payable once yearly.  Family 

Allowance and the School Grant are not to be 

considered as being part of salary.  Creche and 

Playschool Allowance. The payment of a Creche 

Allowance and/or a Playschool Allowance shall be 

made to Staff Members who satisfy the general 

requirements laid down by the C.C.S.S. 

Language allowances Payable to Category B and C Staff who show 

proficiency and competence in a second official 

language, and who are regularly employed using 

this second official language. There are 3 levels of 

language allowance. 

Education allowance Family Allowance, School Grant and Creche or 

Playschool Allowances as per above. 

Rental Subsidy  Not applicable. 

Home leave Not applicable 

Leave Annual leave granted at the rate of 2 ½  working 

days for each calendar month. Leave must be taken 

during the calendar year in which it is earned or, at 

least prior to 31 January of the following year. 

Leave outstanding after that date shall be forfeited. 

Work week 37.5 hours per week. 

Overtime Yes. According to Table V of Staff Regulations. 

Special leave May be granted on a discretionary basis by 

Directing Committee (marriage or death). Sick 

leave, Maternity leave, Adoption leave and 

Paternity leave (up to 4 weeks granted) in 

accordance with UN rules.  



Removal expenses Not applicable. 

Retirement - Pensions 

 

IHB Internal Retirement Fund (IRF) for staff prior 

to 1 September 1987; 

Staff are covered by personalized retirement plans, 

based upon “money purchased” principles under the 

control of an independent well established insurance 

company or any other financial institution, unless 

they exercise the option to maintain a former 

national pension plan instead of, or in addition to 

the Bureau or Personal Pension Plans.  The IHB 

contributes 15% of pensionable salary (basic salary 

minus internal tax).  Supplementary Retirement 

Benefits: Categories A, B and C Staff are affiliated 

to a supplementary pension scheme  operated by the 

“Association Monegasque de Retraites par 

Repartition (AMRR). 

Retirement age is 65 years of age with a minimum 

qualifying service of ten years. 

 

Health Insurance Yes. Follow scheme of permanent  government 

Civil Servants of the principality of Monaco. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Annex 7 

Salary scale for the Professional and higher categories showing 
Annual gross salaries and net remuneration after application of staff assessment 

(in United States dollars) 

Effective 1 January 2102 
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Annex 8 

Monaco 

General Service Category - Annual Salaries and Allowances 
(in Euro) 

Effective 1 October 2011 
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Annex 9 

Point Rating Summaries of Professional Posts in the IHB under the Master 
Standard for Professional and higher categories 



Job Classification System - Post Rating Summary Page 1 of2 

lob Classification System 
International Civil Service Commission 

Post Rating Summary 

Primary Characteristic of Critical Competencies and Measures of Success 
rr Rph;tviOtJrt<; 

Cross 
Nature of Work Programme 

Cohesion 

c: Focus 0 
:j:j Delivering world class expert and authoritative 
::::l contributions in the profession OR planning, .0 .;: coordinating and directing Directors in diverse .. professions and organizational entities. c: 
0 
\.J -III Deliverable 
::::l 

Advancing the organization - speaking authoritatively 'C 

:~ on behalf of the organization / Directing diverse 
'C professions 
c: .... 

Enabling Environment Enabling 

Organizational Context 

Organizational structure is flat with high degree of 
operational and policy delegation for substantive areas. 

Decision making on programme priorities and policy 
initiatives is shared. 

Mana erial Focus 

Managerial focus is on resource faCilitation and programme 
representation . 

Partnership 

Engagement 

Leadership 
Networking 

Committing the Organization to programmes of action 
involving significant resources or the prestige of the 

Organization. 

Results 
Organizational 
POSition within 
the Community 

Affect delivery of organization's fundamental mission / 
mandate and the quality of Organization's overall 
reputation. Actions inspire corporate standards. 

Organizational Masterful 
Reputation 

Scope 

Scope very broad and depth considerable. High intricacy, 
pace and variety . Competitive and conflicting demands and 

roles challenged. 

Context 

Calls for political prescience, agendas conflicting requiring 
anticipation and leveraging position. 

Mission 
Alignment 

Prescient 

Exposure/Risk 

Exposure/risk is shared by the team on quality of design, 
delivery of service and policy direction. Team management 

focus is advocacy and representation. 

Organizational 
Traction 

Communities of Interest 

Trust 

Organizational stewards, governing bodies, major donors 
and other leaders of influence. 

Visionary 
Management 

Leadership Roles 

Organizational Steward 

OR 

World Class Expert 

Success 

Actions are any emanating product or service and can include (list of examples): 
decisions; recommendations; advice given; positions taken; steps taken; poliCies, programmesor procedures developed; 

inventions; principles, theories or concepts elaborated; agreementsreached; research conducted; problems resolved; 
experiments conducted etc. 

I 

http://icsc. un.org/resources/webapp/jde/print.asp 11/8/2013 



Job Classiiication System - Post Rating Summary Page 2 of2 

Additionally actions include the conduct of the individual in carrying out work in the context of serving as a role model for 
colleagues and clients. 

Points CCOG Post Number Title Grade Old Grade 
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lob Classification System 
International Civil Service Commission 

Post Rating Summary 

Primary Characteristic of Critical Competencies and Measures of Succe ... 
Work Rf'lhaviouI"§ 

Nature of Work 
I 

Integral 

c Focus c .. Developing new approaches, techniques or policies 
:::I and establishing important guidelines OR planning, .Q 
'i: integrating and coordinating professional work. ... 
c 
c 
u -~ Deliverable :::I 
"Cl Ordering, clarifying and adapting the profession/ 
:~ Managing facets of the profession. 
"Cl 
c .... 

Enabling Environment Catalytic 

Or anizational Context 

Organizational context provides for a high degree of 
operational freedom. Programme design and delivery are 

carried out under defined delegations. Oversight is focused 
on policy guidance and integration with other programme 

areas. 

Managertal Focus 

Managerial focus is primarily concentrated on facilitation 
and coordination . 

Partnership 
Programme 

Representation 

Building consensus/ agreement and inspiring others to form 
alliances for concerted actions. 

Results 

Impact of Actions 

Cross­
Programme 

Inter-Service 

Affect overall execution of programmes or service / 
functional areas and the reputation and success of teams. 

Actions build corporate standards. 

I 
Cohesion I 

Comprehensive 
Sophisticated 

S_c~ 

Scope broad and depth considerable. Substantial intricacy. 
High pace and variety . Competitive and conflicting 

demands. 

Context 

Calls for political astuteness, agendas competing, requiring 
empathy and insight into alternate perspectives. 

Bridgebuilding 
Seizes 

Opportunity 

Exposure/risk is shared for both design and delivery. Team 
management retains authority for policy direction. 

Networking 

C 

Relevant 
AntiCipatory 

Clients/ stakeholders widely within the organization, 
competitors and antagonists outside the organization and 

large constituencies or major media. 

Programme 
Integrity 

Leadership Roles 

Programme 
Competence 

Large/Multiple Team leader/Facilitator 

OR 

Expert 

Actions are any emanating product or service and can include (list of examples): 
decisions; recommendations; advice given; positions taken; steps taken; policies, programmesor procedures developed; 

inventions; principles, theories or concepts elaborated; agreementsreached; research conducted; problems resolved; 
experiments conducted etc. 

J 

http://icsc.un.org/resources/webapp/jde/print.asp 11/7/2013 



Job Classification System - Post Rating Summary Page 2 of2 

Additionally actions include the conduct of the individual in carrying out work in the context of serving as a role model for 
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Job Classification System 
International Civil Service Commission 

Post Rating Summary 

Primary Characteristic of Critical Competencies and Measures of Succes 
Wnrk vinllr!'; 

Nature of Work I Integral 

c Fo~ 0 
;j:j Developing new approaches, techniques or policies 
:3 and establishing important guidelines OR planning, .c 
'i: integrating and coordinating professional work. .... 
c 
0 
u -II:i Deliverable :3 
't:I Ordering, clarifying and adapting the profession/ 
:i!: Managing facets of the profession. 
't:I 
c ... 
Enabling Environment Catalytic 

Q.r:ru!nizational Context 

Organizational context provides for a high degree of 
operational freedom . Programme design and delivery are 

carried out under defined delegations. Oversight is focused 
on policy guidance and integration with other programme 

areas. 

Man 

Managerial focus is primarily concentrated on facilitation 
and coordination. 

Partnership 
Programme 

Representation 

Building consensus/ agreement and inspiring others to form 
alliances for concerted actions. 

Results 

Impact of Actions 

Cross­
Programme 

Inter-Service 

Affect overall execution of programmes or service / 
functional areas and the reputation and success of teams. 

Actions build corporate standards. 

I Cohesion I 
Comprehensive 
Sophisticated 

S~~ 

Scope broad and depth considerable. Substantial intricacy. 
High pace and variety. Competitive and conflicting 

demands. 

Context 

Calls for political astuteness, agendas competing, requiring 
empathy and insight into alternate perspectives. 

Bridgebuilding 
Seizes 

Opportunity 

Exposure/risk is shared for both design and delivery. Team 
management retains authority for policy direction. 

Networking 
Relevant 

Anticipatory 

f Interes,t 

Cllents/ stakeholders widely within the organization, 
competitors and antagonists outside the organization and 

large constituencies or major media . 

Programme 
Integrity 

Leadership Role~ 

Programme 
Competence 

Large/Multiple Team leader/Facilitator 

OR 

Expert 

Actions are any emanating product or service and can include (list of examples): 
decisions; recommendations; advice given; positions taken; steps taken; policies, programmesor procedures developed; 

inventions; principles, theories or concepts elaborated; agreementsreached; research conducted; problems resolved; 
experiments conducted etc. 

I 
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Additionally actions include the conduct of the individual in carrying out work in the context of serving as a role model for 
colleagues and clients. 
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Job Classification System 
International Civil Service Commission 

Post Rating Summary 

Primary Characteristic of Critical Competencies and Measures of Success nrk R",h;tvinllr .. 

Nature of Work 
I 

Analytical 
I 

Professional Rigorous 
Foundation 

c Focus Scope Q 
:;::; Analyzing, interpreting, Indentifying problems, 
:I drawing conclusions and making recommendations . .Q Either scope broad and depth restricted or scope restricted .;: ... and depth considerable. Substantial intricacy. High pace c and variety. Multiple and frequently changing demands. Q 
u 
iii Context 
:I Deliverable 
'Cl Quality professional input. 
:~ Calls for political sensitivity, agendas complex and not 
'Cl clearly aligned c .... 

Enabling Environment 
I 

Collaborative 
I 

Professional 
Dynamic 

Development 

Organizational Context ~ure/Risk 

Organizational context is layered with both substantive, Exposure/risk is shared in the substantive design; delivery 
policy and process review characteristic of the controls and policy direction authority is still centralized in team 

provided. management. 

Managerial Focus 

Managerial focus provides for both substantive oversight 
and programme facilitation. 

Information 
Primary 

Partnership 
Acquisition 

Responsive Responsive 
Capacity 

f.!Jgagement Communities of Interest 

Persuading and influencing in a generally non-contentious Colleagues and collaborators broadly in the same field of 
setting. work or immediately served clients. 

I I 
Baseline Timely 

Results ProfeSSional Standard ConSistent 
Service Appropriate 

Impact of Actions Leadership Roles 

Affect performance of systems, processes and team(s) . Team Member 
Actions model corporate standards. 

OR 

Substantive Contributor 

Actions are any emanating product or service and can include (list of examples): 
decisions; recommendations; advice given; positions taken; steps taken; policies, programmesor procedures developed; 

inventions; prinCiples, theories or concepts elaborated; agreementsreached; research conducted; problems resolved; 
experiments conducted etc. 

I 

I 

I 
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lob Classification System 
International Civil Service Commission 

Post Rating Summary 

Primary Characteristic of Critical Competencies and Measures of Success Work Rp ~\l1 U., 

Nature of Work I Analytical I 
Professional 

Rigorous 
Foundation 

1: Eocus ScQP~ Cl 
;j:i Analyzing, interpreting, Indentifying problems, 
:::I drawing conclusions and making recommendations . .c Either scope broad and depth restricted or scope restricted .;: .... and depth considerable. Substantial intricacy. High pace 
1: and variety. Multiple and frequently changing demands. Cl 
u - Q>ntext IQ 
:::I Deliverable 

1:1 Quality professional input. 
::iE Calls for political sensitivity, agendas complex and not 
1:1 clearly aligned 
1: .... 

Enabling Environment I Collaborative 
I 

Professional 

I Dynamic 
Development 

Q[ganizational Context .Elw~Ris.k 

Organizational context is layered with both substantive, Exposure/risk is shared in the substantive design; delivery 
policy and process review characteristic of the controls and policy direction authority is still centralized in team 

provided. management. 

M.anaaerial Focus 

Managerial focus provides for both substantive oversight 
and programme facilitation. 

Information 
Primary 

Partnership 
Acquisition 

Responsive Responsive 
Capacity 

~.fl..gement Communities of Interest 

Persuading and influencing in a generally non-contentious Colleagues and collaborators broadly in the same field of 
setting. work or immediately served clients. 

I 
I 

Baseline Timely 
Results ProfeSSional Standard Consistent 

Service Appropriate 

Imoact Qf Actions Lead..ershio Roles 

Affect performance of systems, processes and team(s). Team Member 
Actions model corporate standards. 

OR 

Substantive Contributor 

Actions are any emanating product or service and can include (list of examples): 
decisions; recommendations; advice given; positions taken; steps taken; policies, programmesor procedures developed; 

inventions; principles, theories or concepts elaborated; agreementsreached; research conducted; problems resolved; 
experiments conducted etc. 

I 

I 

I 
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Annex 10 

UN Competencies 

Core Values and Core and Managerial Competencies 

In the context of the Secretary-General’s overall human resource management reform 

efforts, a participatory process was undertaken to define organizational core values and 

core and managerial competencies. Organizational core values are the shared principles 

and beliefs that underpin the work of an organization and guide the actions and behaviour 

of its staff. Core competencies refer to the combination of skills, attributes and behaviour 

required of all staff, regardless of their level or function. Managerial competencies are the 

additional skills, attributes and behaviours required of those who manage other staff. 

The UN competencies were defined using a participatory process involving interviews 

and focus groups with a cross-section of staff at all levels throughout the Secretariat, 

including the Deputy Secretary-General, all heads of Departments and Offices, and 

several hundred staff in Offices away from Headquarters. Information drawn from the 

process resulted in the following competency model, which contains three core values, 

eight core competencies and six managerial competencies. 

Core Values 

Integrity 

Professionalism 

Respect for Diversity 

 

Core Competencies 

Communication 

Teamwork 

Planning and Organizing 

Accountability 

Creativity 

Client Orientation 

Commitment to Continuous Learning 

Technological Awareness 

 

Managerial Competencies 

Leadership 

Vision 

Empowering Others 

Building Trust 

Managing Performance 

Judgement/Decision-making 

The Secretary-General communicated this model to all staff in ST/SGB/1999/15 of 13 

October 1999. He noted that the value of competencies will come from their application 



and integration into other aspects of human resources management. Competencies are 

now fully integrated into all learning and development activities, the performance 

management and the staff selection system. 

The competencies are elaborated in the booklet entitled United Nations Competencies for 

the Future which can be found online at the following address: 

https://careers.un.org/lbw/attachments/competencies_booklet_en.pdf .

 

 

***** 

 



Annex 11 

The classification point-rating summary for the first draft Director post yields a 
classification point rating of 3440 points at the D-2 level as per classification point-rating 
summary. 
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Job Classification System 
I nternational Civil Service Commission 

Post Rating Summary 

I 
Cross 

Nature of Work Programme 
Cohesion 

c Focus 0 
:jj Delivering world class expert and authoritative 
:5 contributions in the profession OR planning, .Q 
'i: coordinating and directing Directors in diverse .... 

professions and organizational entities. c 
0 
u -IQ Deliverable 
:5 

Advancing the organization - speaking authoritatively 'Cl 

~ on behalf of the organization / Directing diverse 
'Cl professions 
c ... 
Enabling Environment Enabling 

Organizational Context 

Organizational structure is flat with high degree of 
operational and policy delegation for substantive areas. 

Decision making on programme priorities and policy 
initiatives is shared. 

Managerial Focus 

Managerial focus is on resource faCilitation and programme 
representation. 

Partnership 
Leadership 
Networking 

.Engagement 

Committing the Organization to programmes of action 
involving significant resources or the prestige of the 

Organization. 

Organizational 
Results Position within 

the Community 

Impact of Actions 

Affect delivery of organization's fundamental mission / 
mandate and the quality of Organization's overall 
reputation. Actions inspire corporate standards. 

Organizational 
Masterful 

Reputation 

Scope 

Scope very broad and depth considerable. High intricacy, 
pace and variety. Competitive and conflicting demands and 

roles challenged. 

Context 

Calls for political prescience, agendas conflicting requiring 
anticipation and leveraging position. 

Mission 
Alignment 

Prescient 

Exposure/Risk 

Exposure/risk is shared by the team on quality of design, 
delivery of service and policy direction. Team management 

focus is advocacy and representation. 

~ \_11 

·v 
Organizational 

Trust 
Traction 

Communities of Interest 

Organizational stewards, governing bodies, major donors 
and other leaders of influence. 

Visionary 
Success 

Management 

Leadership Roles 

Organizational Steward 

OR 

World Class Expert 

Actions are any emanating product or service and can include (list of examples): 
decisions; recommendations; advice given; pOSitions taken; steps taken; policies, programmesor procedures developed; 

inventions; principles, theories or concepts elaborated; agreementsreached; research conducted; problems resolved; 
experiments conducted etc. 

I 

I 

I 

http://icsc. un. org/resources/webapp/jde/print.asp 12/9/2013 



Job Classification System - Post Rating Summary Page 2 of2 
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Annex 12 

The classification point-rating summary for the second draft Director post yields a 
classificationpoint rating of 3265 points at the D-2level as per classification point-rating 
summary. 

15 December 2013 
MBM 

***** 
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lob Classification System 
I nternational Civil Service Commission 

Post Rating Summary 

Cross 
Nature of Work Programme 

Cohesion 

c Focus Q 

+' Delivering world class expert and authoritative 
:::s contributions in the profession OR planning, .Q 
.;: coordinating and directing Directors in diverse .... professions and organizational entities. c 
Q 
u -IQ Deliverable :::s 

Advancing the organization - speaking authoritatively "Cl 

:~ on behalf of the organization / Directing diverse 
"Cl professions c ... 
Enabling Environment Empowering 

Organizational Context 

Organizational structure is flat with high degree of 
operational and policy delegation for substantive areas. 

DeCision making on programme priorities and policy 
initiatives is shared. 

Managerial Focys 

Managerial focus is on resource faCilitation and programme 
representation. 

Partnership 
Leadership 
Networking 

Engagement 

Committing the Organization to programmes of action 
involving significant resources or the prestige of the 

Organization. 

Organizational 
Results Position within 

the Community 

Impact of Actions 

Affect delivery of organization's fundamental mission / 
mandate and the quality of Organization's overall 
reputation. Actions inspire corporate standards. 

Organizational 
Masterful 

Reputation 

Scope 

Scope broad and depth considerable. Substantial intricacy . 
High pace and variety. Competitive and conflicting 

demands. 

Context 

Calls for political astuteness, agendas competing, requiring 
empathy and insight into alternate perspectives. 

Effective 
Stewardship 

Exposure/Risk 

Wise 

Exposure/risk is shared for both design and delivery. Team 
management retains authority for policy direction. 

CB 
Organizational 

Trust Traction 

Communities of Interest 

Organizational stewards, governing bodies, major donors 
and other leaders of influence. 

Visionary 
Success Management 

Leadership Roles 

Organizational Steward 

OR 

World Class Expert 

Actions are any emanating product or service and can include (list of examples): 
decisions; recommendations; advice given; positions taken; steps taken; poliCies, programmesor procedures developed; 

inventions; principles, theories or concepts elaborated; agreementsreached; research conducted; problems resolved; 
experiments conducted etc. 

I 

I 

I 
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