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	Emergency Response Support Branch (ERSB)
United Nations Disaster Assessment and Coordination (UNDAC) Team

UNDAC Operations Support - Generic Terms of Reference
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UNDAC Operations Support Staff are staff from OCHA or UNDAC Partners trained in providing support to UNDAC missions. They operate with UNDAC teams in complex and challenging situations, often in a disaster affected environment in the first days and weeks of the emergency response. UNDAC Operations Support Staff are problem solving minded and show flexibility and creativity in their area of responsibility. They are well prepared for deployment, self-sufficient for 3 days and able to help others in their team.
Under the authority of the UNDAC team leader or Deputy Team Leader, and in close cooperation with UNDAC Mission Support Partners, the UNDAC Operations Support Staff supports and facilitates the work of the UNDAC team in the area of administration, finance, procurement, logistics, staff administrative management and when required, safety and security.
In performing their duties, UNDAC Operations Support staff will ensure that the short term support to the UNDAC Mission is provided with a long-term view so that administrative procedures established during the UNDAC mission are sustainable and can benefit all subsequent surge teams as well as the operations of an OCHA office, should it be established. 
In this view, establishment of OCHA compliant processes, drafting of documented Notes for the Record, good record keeping, hard and digital filing as well as delivery of an exhaustive handover note, is an essential success factor in assessing the UNDAC Operations Support staff mission’s performance.
When necessary, reference guidance in the field of Administration is to be found in the OCHA Administrative Field Handbook, with the OCHA Administrative Service Branch (ASB) as well as in the UNDAC Handbook. In the first phase of the response, during the UNDAC mission, the general principles of accountability, transparency and value for money should prevail and guidance will be provided by OCHA FCSS as well as local UNDP and local OCHA office
Upon deployment, the incumbent will perform any or all of the following tasks:

Administration

· Plan administrative requirements
· Document and file incoming and outgoing messages (see also UNDAC Handbook F.3.5.2 for details on logbooks)
· Introduce administrative systems and procedures, including logging and filing systems.

· Manage financial support for the UNDAC team and OSOCC such as cash management and accounting
· Procure maps, boards, stationery and other support materials necessary for the UNDAC team and OSOCC
· Procure and manage translation/interpretation services
· Establish an OSOCC entry point (reception desk) for effective crowd management
· Assist with update of contact lists
· Arrange meetings, briefings and other activities as requested by the UNDAC Team Leader and/or OSOCC Manager
· Arrange for administrative support and equipment, as appropriate
· Establish a postbox mail system and, if possible, e-mail groups for distribution of information
Finance:
· Manage the UNDAC financial authorization from OCHA transfer to release with the UNDP country office, provide guidance to the FA custodian, collect and archive invoices.
· Ensure compliance with the Guidance on Note on Use of the Mission Expenditures:  Financial Authorization (FA) and Cash Advance to cover mission incidental operating  expenses  
· Contribute to budget preparation in view of inputs to cost planning
· Support staff with payment/DSA issues
Procurement:

· Identify needs for UNDAC support equipment (cell phones, SIM cards, office supplies, etc.)

· Perform a basic market survey and provide support to procurement of the required items
· Provide necessary guidance to UNDAC members on procurement matters (what is authorised to be purchased and how). Ref. Guidance note of use Mission Expenditure.
· Ensure lease agreements are established (e.g. Car rental, offices, etc.)
Staff Administrative Management:

· Ensure tracking of staff arrival and departure as well as related activities such as:
· Airport pick up and accommodation booking

· Provision of equipment (phone, VHF, etc.)

· UNDSS briefing

· Check out process (handover of equipment, etc.)

· Maintain the contact list of staff updated at all times, and share it with all relevant staff

· Maintain the Virtual OSOCC UNDAC contact up to date
· Ensure tracking of staff during the mission (e.g. Field missions)

· Support the UNDAC TL and OSOCC manager to ensure the best working environment is created considering the operating situation

· Support on boarding and integration of new staff within the team and with Operations Support Partners

· Support hotel booking and support staff rotations planning in base camps and guest houses

· Liaise with UNDP for recruitment of local staff hired for the duration of the UNDAC mission (eg. Driver, security guards, etc.)
· Support visit and meeting with VIPs (e.g. logistical arrangements, food & beverage, etc.) 

Logistics:

· Support the establishment of the UNDAC team office and accommodation
· With support of UNDAC Mission Support Partners, Identify and contract light vehicle for transport of the UNDAC team

· Ensure drivers’ basic training on records management and vehicle maintenance

· When required, ensure liaison with driver to keep vehicle records updated and safe (e.g. Daily log, fuel invoices, etc.)

· When possible, arrange upgrades to the vehicle for MOSS compliance (e.g. Fire extinguisher, first aid kit, emergency lights, etc.)

· Ensure vehicles are ready to support long missions (e.g. Tank refilled, water tank, food, etc.)

· Support vehicle use planning and staff tracking

· Arrange for provision of fuel for vehicles and generators

· Support coordination of travel requests for use of air assets (eg. UNHAS flights)

Safety & Security:

· Support the Security focal point to carry out duties as specified in UNDAC Handbook (See: D.3.2 Checklists for OSOCC Functions). Such support includes 
· Ensuring emergency contacts are collected and provided to team members.

· Establishment of buddy system, radio check, medivac procedures, etc.

· Support to safe and secure working environment by procuring necessary equipment to improve the UNDAC office, this, in coordination with Mission Support Partners (eg. flash lights, fire extinguisher, first aid kit, locks, etc.)
· Arrange for UNDSS briefings
· Contribute to the team’s Safety and Security plan
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