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Annex III

Disaster	Preparedness	
and	Prevention	Initiative

for	South	Eastern	Europe	(DPPI	SEE)

Terms	of	Reference	
for	the	DPPI	SEE	Head	of	the	Secretariat

Under the supervision of the DPPI SEE Chair-in-Office, 
the Head of the DPPI SEE Secretariat performs the following 
tasks and duties:

– Assist the DPPI SEE Chair-in-Office in conducting poli-
cy, planning and operations of the Initiative;

– Support and monitor Project Proposal facilitation and 
fund raising, prepare information updates and overviews in line 
with EC/International Standards;

– Organise and coordinate the work of DPPI SEE Project 
Working Groups;

– Coordinate implementation of DPPI SEE Projects;
– Attend meetings on behalf of the DPPI SEE Chair-in-

Office;
– Ensure day-to-day (on a daily basis) contacts, corre-

spondence and exchange of information in the field of disaster 
preparedness, prevention and response with DPPI SEE part-
ners involved in project facilitation and implementation;

– Travel in the region in support of DPPI SEE activities 
as required;

– Maintain and update the DPPI SEE web page.

More specifically, the incumbent performs the following 
tasks:

– He/she reports the results of the work to the DPPI SEE 
Chair-in-Office and communicates information about the work 
accomplished and planned, and various achievements;

– Plan and prepare the DPPI SEE budget;
– Travel in the region in support of DPPI SEE activities 

as required;
– Provide general support to the DPPI SEE Chair-in-

Office and to regional countries as required;
– Participate in DPPI SEE related seminars, meetings and 

workshops as required;
– Cooperate closely with the IOM, which administers 

DPPI SEE finances.

Professional	Requirements/Qualifications
– Appropriate education
– Several years of working experience in the field of disas-

ter management or a related field (national/international)
– Knowledge and working experience with international 

organisations and structures in related fields
– Thorough understanding of the political, social, eco-

nomic and security landscape in SEE
– Excellent communication and writing skills in English; 

fluency in any SEE language is an important asset

– Commitment, flexibility and availability to work in a 
team

– Availability to undertake field missions and travel as 
necessary

Technical	Arrangements
– The DPPI Head of the DPPI SEE Secretariat is con-

tracted by the IOM, unless other arrangements are made.
– The IOM covers all related costs, travel and equipment 

from the DPPI SEE budget-earmarked by the Head of the 
Secretariat.

– Performance is evaluated by the DPPI SEE Chair-in 
Office or his/her designee.

Priloga III

Pobuda	za	pripravljenost	na	nesreče	 
in	njihovo	preprečevanje	 

za	Jugovzhodno	Evropo	(PPPN	JVE)	 

Pristojnosti	in	naloge	vodje	Sekretariata	 
PPPN	JVE

Pod nadzorom predsedujočega PPPN JVE vodja Sekre-
tariata PPPN JVE opravlja te naloge in dolžnosti:

– pomaga predsedujočemu PPPN JVE pri vodenju politi-
ke, načrtovanju in delovanju pobude;

– podpira in spremlja predloge projektov in zbiranje sred-
stev, pripravlja najnovejše informacije in preglede v skladu s 
standardi ES/mednarodnimi standardi;

– organizira in usklajuje delo projektnih delovnih skupin 
PPPN JVE;

– usklajuje izvajanje projektov PPPN JVE;
– se udeležuje sestankov v imenu predsedujočega PPPN 

JVE;
– zagotavlja tekoče (vsakodnevne) stike s partnerji PPPN 

JVE, ki sodelujejo pri pospeševanju in izvajanju projektov, 
dopisovanje in izmenjavo informacij z njimi o pripravljenosti na 
nesreče, njihovem preprečevanju in odzivanju nanje;

– po potrebi potuje po regiji v podporo dejavnostim PPPN 
JVE;

– vzdržuje spletne strani PPPN JVE in jih posodablja.

Posamezne naloge, ki jih opravlja vodja Sekretariata 
PPPN JVE, so:

– poroča o delovnih dosežkih predsedujočemu PPPN 
JVE ter ga obvešča o opravljenem in načrtovanem delu in 
dosežkih;

– načrtuje in pripravlja proračun PPPN JVE;
– po potrebi potuje po regiji v podporo dejavnostim PPPN 

JVE;
– po potrebi zagotavlja splošno podporo predsedujočemu 

PPPN JVE in državam v regiji;
– po potrebi sodeluje na seminarjih, sestankih in delavni-

cah, povezanih s PPPN JVE;
– tesno sodeluje z IOM, ki upravlja finance PPPN JVE.

Strokovne	zahteve/usposobljenost
– ustrezna izobrazba;
– več let delovnih izkušenj pri ukrepanju ob nesrečah ali na 

področju, povezanem s tem (na državni/mednarodni ravni);
– znanje in delovne izkušnje z mednarodnimi organizaci-

jami in strukturami na področjih, povezanih s tem;
– temeljito poznavanje političnega, družbenega, gospo-

darskega in varnostnega okolja v JVE;
– odlično sporazumevanje in pisno izražanje v angleščini; 

tekoče obvladanje katerega koli jezika iz JVE je pomembna 
prednost;

– predanost, prilagodljivost in sposobnost za skupinsko 
delo;

– po potrebi razpoložljivost za terensko delo in potova-
nja.

Tehnični	dogovori
– vodja Sekretariata PPPN JVE sklene pogodbo z IOM, 

če ni drugače urejeno.
– IOM iz proračuna PPPN JVE krije vse stroške v zvezi 

s tem, potovanja in opremo, kot jih namensko razporedi vodja 
Sekretariata PPPN JVE.

– uspešnost vodje Sekretariata PPPN JVE ocenjuje pred-
sedujoči PPPN JVE ali njegov pooblaščenec.




