CAREERS IN
AFRICA
A Global Career Company Initiative

ASSISTANT TO CHIEF ECONOMIST/VICE-PRESIDENT FOR ECONOMIC GOVERNANCE AND KNOWLEDGE MANAGEMENT/ASSISTANT(E) DU CHEF ÉCONOMISTE/VICE-PRÉSIDENT DE LA GOUVERNANCE ÉCONOMIQUE ET LA GESTION DU SAVOIR
Apply now 
Job no: 971449
Work type: Full time
Location: Côte d'Ivoire / Ivory Coast, United Kingdom
Categories: Banking & Finance
THE POSITION:
The Assistant to Vice President will assist the Chief Economist and Vice President for Economic Governance and Knowledge Management in effectively delivering on mandate of the Chief Economist/Vice-President for Economic Governance and Knowledge Management Complex by providing advice and support for decision-making related to the Complex work.
KEY FUNCTIONS:
Under the supervision and guidance of the Chief Economist/Vice-President for Economic Governance and Knowledge Management, the Assistant to Vice President will:
a) Chief Economist and Vice President for Economic Governance and Knowledge Management’s activities coordination
1. Prepare semi-annual work program of the Chief Economist and Vice President for Economic Governance and Knowledge Management Complex by collecting and reviewing the Chief Economist and Vice President for Economic Governance and Knowledge Management Departments inputs and monitors its implementation.
2. Write or oversee the preparation of speeches, papers, presentation or reports requested by the Vice President to make sure that they are consistent with the Bank’s thinking.
3. Review incoming correspondence with a view to directing them to the appropriate Chief Economist and Vice President for Economic Governance and Knowledge Management department;
4. Provide comments on papers, notes or Board documents, as requested by the Vice President.
5. Attend meetings chaired by the Vice President and prepare minutes of the meeting, and follow up on the decision taken.
6. Coordinate interdepartmental matters/issues.
7. Participate in the Vice President’s meetings with visiting delegations and prepare minutes when necessary.
8. Manage the Vice President’s front office to ensure automation and effective administrative support.
b) Monitoring and follow-up
9. Support the Chief Economist in priority areas of research which are in line with the operational priorities of the Bank.
10. Assist in the launch of major research initiatives that are in response to new development policy challenges and constraints facing the Bank, e.g. the role of the Bank in the global aid architecture.
11. Assist the Chief Economist and Vice President for Economic Governance and Knowledge Management in any effort in the direction of facilitating the strong linkage and synergy, between the knowledge-departments in the Bank.
12. Participate in overseeing the knowledge dissemination work of the Bank.
13. Provide the necessary support, in the close cooperation with concerned departments, the broader work of knowledge generation and dissemination in the Bank by:
i) Providing input in any Bank-wide committee tasked with coming up with proposals on knowledge collection, synthesis, and dissemination for staff, clients, and partners;
ii) Participating in the facilitation of the establishment of thematic and sector-specific networks
iii) Supporting and promoting open team-based learning through greater interaction with other Bank 
Complexes
14. Undertake research on development policy issues with emphasis on the priority areas of the Bank, as indicated by the Chief Economist/Vice President.

[bookmark: _GoBack]COMPETENCIES (skills, experience and knowledge)
1. Hold at least a Master’s degree in Economics, Public Policy, Governance or International development. 
2. Have a minimum of seven (7) years of relevant work experience in comparable organizations.
3. Good understanding of the Institution, and willingness to learn and to listen.
4. Strong knowledge of African economic and development issues; capacity for conceptual and strategic analysis, good command of recent cutting edge economic issues.
5. Strong versatility, and capacity to deal with diverse issues and problems related to Economic Governance and Knowledge Management. 
6. Demonstrated ability to work independently under pressure and tight deadlines, and to perform various tasks simultaneously.
7. Strong analytical and organizational skills, and ability to deliver results on time.
8. Strong negotiation skills, and capacity to interact with various stakeholders at all levels, and especially Operational Directors and Managers, as well as Directors and Managers in the Chief Economist and Vice-President complex. 
9. Strong ability to analyse data, synthetize issues and ideas, and to prepare powerful messages to stakeholders at all levels.
10. Excellent verbal and written communication skills in French or English, with a good working knowledge of the other language.
11. Competence in the use of standard Bank software, namely Microsoft Office applications (MS Word, Excel, Power-Point etc.), SAP.
Applicants who fully meet the Bank's requirements and are considered for further assessment will be contacted. Applicants should submit a concise Curriculum Vitae (CV) and any additional documents that may be stated as required. The President of the African Development Bank reserves the right to appoint a candidate at a lower level. The African Development Bank is an equal opportunities employer. Female candidates are strongly encouraged to apply. . http://www.afdb.org
The African Development Bank Group does not ask for payments of any kind from applicants throughout the recruitment process (job application, CV review, interview meeting, and final processing of applications). In addition, the Bank does not request information on applicants’ bank accounts. The African Development Bank Group declines all responsibility for the fraudulent publications of job offers in its name or, in general, for the fraudulent use of its name in any way whatsoever.
Applicants who fully meet the Bank's requirements and are considered for further assessment will be contacted. Applicants should submit a concise Curriculum Vitae (CV) and any additional documents that may be stated as required. The President of the African Development Bank reserves the right to appoint a candidate at a lower level. The African Development Bank is an equal opportunities employer. Female candidates are strongly encouraged to apply. . http://www.afdb.org
The African Development Bank Group does not ask for payments of any kind from applicants throughout the recruitment process (job application, CV review, interview meeting, and final processing of applications). In addition, the Bank does not request information on applicants’ bank accounts. The African Development Bank Group declines all responsibility for the fraudulent publications of job offers in its name or, in general, for the fraudulent use of its name in any way whatsoever.
Advertised: 18 May 2017 GMT Daylight Time
Applications close: 07 Jun 2017 GMT Daylight Time 
[image: Global Career Company logo]
image1.png




