Job announcement:  Professional Secretary/GIS Expert
November 2008
Description and Purpose: IUCN, with financial support from the German government, is looking for a strong individual who combines excellent project management and administrative skills and a background in marine geographic information systems to assist as part of an international secretariat team in the delivery of an innovative global scientific project.  

The project is to coordinate and facilitate scientific work to identify on global scale ecologically and biologically significant and important areas in the open ocean and seabed beyond national jurisdiction based on scientific criteria adopted by the Convention on Biological Diversity in May 2008. The person will work as member of a secretariat that will support a transparent and collaborative process through the establishment of an Advisory Board consisting of representatives of States and intergovernmental organizations and a Science Board of multi-disciplinary experts from States, intergovernmental organizations, regional organizations, scientific institutions and individual experts.  The Secretariat will work with a scientific team to facilitate, initiate and oversee the collection, analysis, storing and mapping of key scientific information at the global and regional levels, building on existing data bases and complementary initiatives such as the Census of Marine Life.

Eligibility: The work requires a high degree of independent and responsible administrative and scientific work, for which an higher university degree is required. Excellent written and spoken English is required, good skills in German would be very helpful.
This post is an interface between IUCN and the German Federal Agency for Nature Conservation (BfN). The person will be employed by IUCN but be based primarily at BfN on Isle of Vilm (German Baltic Sea), and will work under the direct supervision of the Executive Secretary and IUCN. 
Responsibilities:  The professional Secretary/GIS Administrator shall provide administrative, technical and scientific support to the Secretariat, including preparation, implementation and follow up of workshops and Advisory and Science board meetings, and assist with outreach to data providers and coordinating data collection and processing, including through GIS mapping activities. Other tasks include: tracking expenditures, processing reimbursements, preparing reports on the project, maintaining contact with BfN and the Secretariat, carrying out GIS work, assisting with fundraising activities and the preparation of reports, maps and correspondence with scientists and policy makers. 
Appointment and Salary: The appointment is from 1st January 2009 until end of December 2010. Applicants should be prepared to start in early January. Payment will be according to the German Civil Service conditions at approximately 50000 Euros/year, based on the applicant’s skills and experience.
Please send applications (with relevant documents) ASAP to IUCN (Switzerland), Human Resources Officer, IUCN, before 31 December 2008. For further information about IUCN’s Global Marine Programme see: http://iucn.org/themes/marine/
E-mail: jobapplications@iucn.org
Copy to: Henning von Nordheim, Scientific Director, BfN-Vilm, Email: henning.von.nordheim@bfn-vilm.de
