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To ensure that its roster of international criminal Justice and human rights 

professionals stays evergreen,  

 

Justice Rapid Response is looking for a: 

 

 

Recruitment and Certification Coordinator 

 

 

Full-time position - Open-ended contract – Starting date as soon as possible – 

based in Geneva 

 

Justice Rapid Response (JRR) is an intergovernmental initiative set up to provide a stand-by facility of 

trained and rapidly deployable criminal justice and related professionals at the request of the 

international community to investigate, analyze and report on situations where serious human rights and 

international criminal law violations have been reported.  

Through a competitive selection process, JRR recruits highly-qualified experts with an increasingly diverse 

range of investigative expertise from around the world1. 

The JRR Secretariat is composed of a small team to carry out JRR’s activities under the direction of the JRR 

Executive Director.  The JRR Secretariat is based in Geneva with also an office in New York.  

PURPOSE OF THE POSITION 

 

The Recruitment & Certification Coordinator (hereafter called “R&C Coordinator”) is primarily responsible 

to lead and further improve the processes by which new experts are selected to be certified on the Justice 

Rapid Response expert roster with an aim to keep the roster evergreen, gender-balanced, geographically 

diverse and of the highest professional standards.  

 

                                                           
1 For more information on the recruitment process – please refer to the JRR Website (see in particular : 

http://www.justicerapidresponse.org/what-we-do/certification-process/) 
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POSITION IN THE ORGANISATION 

 

The R&C Coordinator will report to the Director of Operations. He/she will coordinate closely with the 

Head of the Roster and Deployment Management Unit and the Program Managers as relevant. 

The R&C Coordinator is punctually assisted by an intern, in particular during periods leading up to 

recruitment courses (see below). 

 

MAIN DUTIES AND RESPONSIBILITIES 

The R&C Coordinator has the following responsibilities: 

1. Organize high-quality recruitment courses in international investigations with JRR’s partners to 

selected criminal justice experts and related professionals for the JRR Roster 

Following JRR’s Standard Operating Procedures on Recruitment Courses and in close collaboration 

with other JRR Departments, the R&C Coordinator will: 

• Prepare project timelines and budgets for prospective courses;  

• Manage all aspects of the candidates’ application process, including candidate evaluation, 

verification of credentials and final selection for the course;  

• Liaise with the selected candidates to provide logistical and administrative support, including with 

regards to travel, visa requirements and the provision of sponsorships;  

• Liaise with all relevant partners of the course (such as the International Institute for Criminal 

Investigation (IICI), UN Women etc.), the host-country authorities, hotel venues and other service 

providers as appropriate; 

• Supervise and attend courses, oversee all logistical arrangements, including liaising with the 

media;  

• Implement the participants’ evaluation process;  

• Tailor program result indicators and implement their use;  

• Organize all course-related financial matters, maintain meticulous records; facilitate the 

preparation of donor reporting;  

• Provision of all relevant information needed for the drafting of the narrative reports to funding 

agencies;  

• Adjust and revise JRR’s standard operating procedures as needed; 

• Adjust the courses’ format as needed;  

• Supervise the work of one intern during period leading up to the recruitment courses; 

• Supervise the process through which graduates from one of the courses organized independently 

by the International Institute for Criminal Investigation (IICI) are selected, vetted and recruited on 

the JRR Roster (second-track recruitment process for the JRR Roster) 

 

2.  Monitor and propose improvements to JRR’s recruitment and certification process for its Roster 

In close coordination with the JRR Team, the R&C Coordinator monitors the effectiveness and 

efficiency of the recruitment processes and leads the design and implementation of improvements to 

those processes with an aim to: 
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• Ensure that only experts with the highest level of expertise and professionalism are selected to 

be certified on the JRR Roster and that these experts are optimally prepared to be deployed 

rapidly in the field; 

• Ensure that the selection, recruitment and certification process remains cost effective and aligned 

with the needs of the roster in order to best answer the request for expertise of the international 

community; 

QUALIFICATIONS 

JRR is looking for a professional with a university degree or equivalent, who has a demonstrated 

experience in the field of human resources management, head hunting and recruitment in an 

international environment. 

Experience in training/capacity building for adults and/or international human rights law is advisable for 

a successful application. Experience in project coordination and roster management is an asset. 

Fluency in written and verbal English is a requirement for the post – other languages such as French, 

Spanish, Russian and Arabic are an asset. 

Previous experience working with Salesforce is an asset. 

Salary before taxes for the position starts at CHF 72’000 annually. 

COMPETENCIES 

Professionalism: ability to identify issues, analyze and participate in the resolution of issues/problems; to 

apply judgment in the context of assignments given, plan own work and manage conflicting priorities; to 

show commitment to the organization and its goals; to respect deadlines; to achieve results; to show 

flexibility and persistence when faced with difficult problems or challenges; to handle stress; to 

demonstrate attention to detail and professionalism in interactions with colleagues and external actors. 

Communication: ability to speak and write clearly and effectively; to listen; to interpret messages and 

respond appropriately; to use precise language and ask for clarification when required; to transmit 

relevant information; to adapt to one’s interlocutor; to demonstrate cultural sensitivity and openness. 

Teamwork: ability to work in collaboration with colleagues in view of reaching organizational goals; to 

solicit input and value colleagues’ ideas and expertise; to be willing to learn from others; to place team 

agenda before personal agenda including willingness to work in other than assigned areas where and 

when required to ensure achievement of corporate objectives; to share credit for team accomplishments 

and to accept joint responsibility for team shortcomings. 

Political sensitivity: ability to identify politically sensitive issues and address them accordingly, seeking 

guidance when appropriate. 

APPLICATION PROCESS 

Swiss or eligible EU citizens, or those with a valid work permit for Switzerland, can apply. 

Please send your CV and a cover letter addressed to Mr. Samuel Emonet, outlining your motivation and 

indicating your availability to the following email address: secretariat@justicerapidresponse.org 

Deadline for applications is Thursday August 16th, 2018. Only short-listed candidates will be contacted. 

Anticipated Starting date: As soon as possible – ideally September 3rd, 2018 


