
 

 

 

VACANCY ANNOUNCEMENT 

Justice Rapid Response is seeking to recruit a part-time (50%)  

Associate  

for the Roster Management Unit 

Open-ended position 
 
MAIN ROLE AND POSITION IN THE ORGANISATION 
 
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. 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, Switzerland with an office in New York. 

JRR’s roster of 700+ international criminal justice experts and related professionals is at the heart of its 
operations. The Roster Management Unit ensures that JRR’s roster remains evergreen and that its 
database is managed and maintained to the highest professional standards. 
 
The Associate is a member of the Roster Management Unit and reports to the Recruitment & Certification 
Manager (R&C Manager) and to the Roster Manager. 
 
DUTIES AND RESPONSIBILITIES 
 
1. Expert Recruitment 
 
Under the supervision of the Recruitment & Certification Manager, the Associate will contribute to the 
recruitment and selection of experts who are nominated for the JRR Roster.  
This includes processing applications and nominations, organizing interviews and reference checks, 
liaising with nominated experts and with relevant partners, maintaining meticulous reports and 
processing the certification of new experts on the roster. 
 
2. Recruitment courses 
 
Under the supervision of the R&C manager, the Associate will organise high-quality recruitment and 
capacity-building courses in international investigations with JRR’s training partners.  



 

This includes preparing project timelines and budgets for prospective courses, liaising with candidates and 
providing logistical and administrative support; attending the courses and contributing to the participants’ 
evaluation and certification process and to the reporting after the course. 

3. Roster management 
 
Under the supervision of the Roster Manager, the Associate will process and update data in the database 

used by JRR to manage its roster (based on Salesforce). This includes providing support to experts for 

updating their profiles and reviewing and processing their data. It also includes the organisation of internal 

training for JRR staff on the use of the database; 

QUALIFICATIONS 

Interest in international human rights, humanitarian law, and international justice;  

Experience in recruitment; 

Experience in project management and/or event management; 

Strong computer skills and IT affinity, including familiarity with database management. Prior knowledge 
of Salesforce or a similar Customer Relationship Management tool is an asset; 

Meticulous and systematic organizational skills; strong attention to details;  

Fluency of written and oral English, competence in French and/or competence in one or more of the other 
official UN languages an asset. 

 

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: b.adhiambo@justicerapidresponse.org 

Only short-listed candidates will be contacted. 

Deadline for applications is 1 October 2019. 

Anticipated Starting date: As soon as possible 

Indicative yearly gross salary (50%): 30’000 CHF before taxes and social charges.  
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