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JOB AND PERSON SPECIFICATION  
 

 
Job Title: 

 
Operations Officer 

 
 

 
Division:  
 
Job Grade: 

 
Economic Policy Division  
 
J 
 

 
 

 
Reports to: 

 
Director, Economic Policy Division 
 

 
General Information 
 

The Economic Policy Division (EPD) is one of the major Secretariat Divisions of the 
Commonwealth Secretariat. The substantial majority of its funding is sourced from the 
Commonwealth Fund for Technical Cooperation (CFTC). The Division has three sections 
which are responsible for delivering three key Commonwealth Strategic mandates. These 
concern the Strengthened Resilience of Small States and Vulnerable States, Pan-
Commonwealth Development and Global Advocacy respectively.  
 
The three Sections work individually and collectively to provide analysis, research, the 
convening of technical, policy and Ministerial meetings as well as the identification and 
development of policy consensus and Commonwealth and global advocacy on several aspects 
of development policy, including finance, finance policy and financial sector development, 
international and regional trade policy, the strengthening of resilience building in small and 
vulnerable states and improving access to climate finance. 
 
The Climate Finance and Small States Section is responsible for delivering the 
Commonwealth’s mandate on the Strengthened Resilience of Small States and Vulnerable 
States. The work of the section focuses on international policies, mechanisms and rules that 
are more responsible to small states’ development strategies and resilience needs, as well 
as improved climate financing frameworks. This work is pursued through the development 
of the Commonwealth's revised resilience index and framework for use by the international 
community to support investments and financing to build resilience in small states; 
proposals for improved financing for development in small states which are promoted to key 
international and regional organisations; support for member states’ efforts to achieve 
sustainable development; examining and establishing Commonwealth priorities for action to 
improve climate financing; Establishing a knowledge and evidence base on the challenges 
and opportunities for small and vulnerable member states in accessing climate finance; 
building an understanding of their readiness for climate finance, and practical options to 
improving their access and use of climate finance; developing the concept of a 
Commonwealth Climate Finance Skills Hub and Response Mechanism and strategic 
partnerships with and amongst regional organisations.    

The International Trade Policy Section is responsible for supporting Commonwealth 
developing country members, particularly small states, LDCs and Sub-Saharan African 
states, in putting in place effective policy mechanisms for their integration and participation 
in the global trading system. The work of the Section focuses on enhancing the capacity of 
Commonwealth developing countries in better understanding the global trading 
environment, managing trade policy, including formulation, execution and evaluation; 
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negotiating and implementing international trade agreements, securing enabling 
international policy and support regimes, and promoting international consensus-building to 
yield development-friendly outcomes, protecting and promoting the trading interests of 
these countries. 

The Finance and Development Policy Section is responsible for delivering the 
Commonwealth’s mandate to promote more inclusive economic growth and sustainable 
development, through analysis, research, the convening of policy and technical meetings to 
advance Commonwealth principles and values in global development and financing 
decisions, including through the G20 and the post-2015 development framework, through 
consultations and research on improving developing countries’ debt sustainability, 
regulation, supervision and enhancement of the financial sector, to help guide international 
decision-making in these policy areas. 

Job Summary 

 

The Operations Officer, as a member of the leadership team of the EPD, will have 

responsibility for providing sophisticated operational support to the Division, including 

strategic planning; development of budgets; financial management, analysis and reporting; 

coordination of programme reports, evaluation and talking points; staff duty travel; and 

recruitment of new EPD staff.     

 

The Operations Officer will supervise a Team Administrator and two Programme Assistants, 

will also liaise and collaborate with EPD programme staff, and other Commonwealth 

Secretariat programmatic and business support divisions. 

 

Task Description 

 

The post holder: 

 

1. Coordinates development of divisional annual operational plans and EPD’s contribution 

to the Commonwealth Secretariat 4-year Strategic Plan.  

 

2. Liaises with the Human Resources Division to coordinate recruitment of new EPD staff 

as needed, including developing / updating position descriptions and management of 

contracts. 

 

3. Liaises with the Corporate Services Division and Section Heads to: 

 Develop the EPD annual budget, and manage any subsequent revisions.  

 Manage EPD budget and financial matters and analyse monthly financial reports. 

 Ensure EPD has adequate operational technology, and cutting edge programmatic 

technology. 

 Coordinate and monitor EPD Results Based Management processes. 

 

4. Manages EPD’s procurement and travel, including contracts for external partnerships, 

and ensures adherence to relevant policies. 
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5. Liaises with the Section Heads and relevant advisers to: 

 Manage process for approval of project / programmes through the ARTEMIS 

system. 

 Manage evaluation of programmes as per the strategic plan. 

 Coordinate production of internal reporting as required, including six-monthly 

programme reports and project completion. 

 Provide financial analysis / budget input to proposals and reports to donors. 

 

6. Coordinates preparation of briefings, reports and talking points for Director and senior 

management. 

 

7. Coordinates upkeep of divisional databases, publications and web content, liaising with 

Communications and Public Affairs Division (CPAD) as necessary. 

  

8. Carries out any other appropriate duties as required by the Director for the efficient 

operation of the Division within a continually evolving environment. 

 

9. Adheres to the Gender Equality values of the Commonwealth as enshrined in the Charter 

and Secretariat’s Gender Equality Policy. 

 

10. Performs other duties as may be required from time to time.  

 

Person Specification 

 

Education 

 A strong bachelor’s degree in a relevant discipline, such as finance, accounting, 

project management, business or strategy; relevant post-graduate qualifications are 

highly desirable. 

 Professional qualifications in a field such as finance, accounting, public 

administration or human resources. 

 

Experience 

 3+ years’ multi-function experience in a junior to mid-level administrative role, 

supporting a programme or business team, including budgeting, financial analysis 

and management. 

 3+ years’ experience of cross-functional stakeholder engagement. 

 Experience in Government, intergovernmental or international NGO organisations 

highly desirable. 

 

Skills 

 High personal standards of excellence. 

 Strong verbal and written communication skills, and interpersonal skills. 

 Strong strategic thinking and operational planning capabilities. 

 Strong financial accounting, budgeting and analysis skills. 

 Strong administrative and organisational abilities, including an eye for detail. 
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 Technologically savvy. 

 Ability to work autonomously and in teams. 

 Can-do attitude. 

 

Competencies 

 

Working with Others  

Promotes team work and removes barriers to effective team working 

Provides advice and guidance for others sensitively and where appropriate 

Establishes ownership for relevant activities from the outset 

Manages expectations of member states e.g. to ensure the alignment of what is 
requested and what Commonwealth Secretariat can offer 

Demonstrates an ability to negotiate with and influence senior colleagues and 
contacts 

Proactively liaises with other divisions, partners & third parties 

Respect for Diversity  

Works effectively with people from all backgrounds.  

Treats all people with dignity and respect. Treats men and women equally.  

Shows respect and understanding of diverse points of view and demonstrates 
understanding in daily work and decision making.  

Examine own biases and behaviours to avoid stereotypical responses and does not 
discriminate against any individual or group. 

Changes systems and processes when biases are identified 

Interpersonal  

Working with Others 

Promotes team work and removes barriers to effective team working 

Provides advice and guidance for others sensitively and where appropriate 

Establishes ownership for relevant activities from the outset 

Manages expectations of member states e.g. to ensure the alignment of what is 
requested and what Commonwealth Secretariat can offer 

Demonstrates an ability to negotiate with and influence senior colleagues and 
contacts 

Proactively liaises with other divisions, partners & third parties 

Communication 

Guides others in most appropriate style and content of communicatio9n to others 

Provides constructive feedback to team members and colleagues with confidence 
and sensitivity 

Leadership and Development 

Presents credible information confidently 
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Writes reports and papers that are succinct accounts of key information 

Managing Resources  

Plans and manages activity spend accurately against budget 

Takes responsibility for team activity and finds solutions to set backs in a timely 
and professional manner 

Effectively motivates team e.g. by recognising and promoting team and individual 
contribution inter alia 

Drives forward results of others 

Takes ownership for team wellbeing 

Decision Making  

Considers the relevant justifications for a particular course of action 

Takes context into consideration when making decisions 

Makes effective decisions when acting on behalf of a senior colleague, seeking 
advice where appropriate 

Bases actions and approaches on the root cause of an issue, rather than the 
symptoms 

Accountability  

Takes ownership of assigned tasks, honours deadlines.  

Ensures timely delivery of outputs within defined cost and quality standard 
parameters.  

Takes responsibility for own shortcomings and compliances. 

Planning and Analysis  

Schedules activities according to deadlines and importance 
 
Liaises with various parties in diverse locations to organise activities 
 
Agrees new timescales when faced with competing activities 
 
Balances a focus on detail with a broader perspective 
 

Effectively interprets inquiries and quickly identifies elements that do and do not 
fall within their remit, dealing with them appropriately 

 

 
 
 


