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TERMS OF REFERE	CE 
 

Information Management Officer 
Field Information Support Unit 

 

 
 

POSITION TITLE Information Management Officer (Information Graphics) 

GRADE L3  

DUTY STATION New York (with travel to developing countries) 

DURATION 12 months  

SUPERVISOR    FIS Manager 
 

1. BACKGROU	D & ORGA	IZATIO	AL SETTI	G  
Under the aegis of United Nations General Assembly Resolution 46/182, OCHA has established the Field 

Information Support (FIS) project in order to develop and implement information systems in OCHA’s 

Field Offices
1
.  In doing so, OCHA seeks to provide effective information management support to 

humanitarian response operations and to improve the capacities of developing countries to mitigate the 

effects of natural disasters expeditiously. FIS is concerned with improving OCHA’s procedures, whether 

automated or manual, for the collection, processing, analysis, and dissemination of humanitarian 

information at the field level, in consultation with, and in support of, the Government of the affected 

country.   
 

In July 2004, FIS commenced a multi-year Field Information Management Strategy to improve 

information management in Field Offices and Humanitarian Information Centres (HIC) in order to better 

support Governments of developing countries in emergency response. Building on this strategy, in 2007 

OCHA undertook a comprehensive review of its internal information management.  As a result of the 

review OCHA is methodically improving its information products and services, which includes the 

development of a consistent suite of information products and services, with an emphasis on improving 

analytical products through visual journalism (i.e. the practice of strategically combining words and 

images to convey information). 
 

The Information Management Officer (Visual Analyst) will be a member of the Field Information 

Services Unit, working on improving OCHA’s information management capacity in the field and 

supporting humanitarian reform.  He/she will be expected to maintain close working relationships within 

the AIMB branch, specifically the ReliefWeb Map Centre, the Coordination Response Division (CRD), 

Emergency Services Branch (ESB), OCHA Field Offices, and the Information Technology Section (ITS). 

The IMO will be expected to become familiar with the information management needs of OCHA. He/she 

will have opportunities to learn in-depth the range of information management services that are relevant 

to the humanitarian relief community. 
 

2. REPORTI	G RELATIO	SHIPS 
The Information Management Officer (Information Graphics) will work under the direct supervision of 

the FIS Manager, or designate.  Additional technical supervision and cartographic guidance will be 

provided by the ReliefWeb Map Centre Manager, or designate. 

 

3. RESULTS EXPECTED 
He/She will help improve the capacities of developing countries to mitigate the effects of natural disasters 

by improving the analysis and visualization of disaster related information. He/she will improve the 

quality of OCHA’s information products through the creation of informative, reliable, and timely info-

graphics (including on-line interactive graphics). This will also require the staff member to research and 

analyse relevant humanitarian data and information to support product development. He/she will be 

                                                           
1 FIS was renamed Field Information Services Unit in October 2006. 
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expected to work closely with OCHA Field Offices, HICs and deployed IMOs to ensure that the 

information needs of affected countries are taken into account in developing info-graphic products. 

 

4. ACCOU	TABILITIES:  Within limits of delegated authority, the Information Management Officer 

will be responsible for the following duties: 

 

a) Field Missions: Support information management activities related to technical cooperation and 

technical assistance projects in disaster response and disaster response preparedness. As required, 

deploy to affected countries in order to improve the effectiveness of the response through the 

production of timely info-graphics based on humanitarian data and information.  

 
b) Project Management: Support management of technical sub-projects within OCHA (FIS) 

developing and implementing appropriate user-centred technical information management 

solutions and for OCHA Field Offices and HICs. Visualize data and information through 

compelling high-fidelity illustrations and prototype. As required, conceptualise, design and 

develop compelling user-interfaces and demo-applications for the purpose of showcasing 

technologies and system concepts within OCHA. 

 

c) Policy and Studies: Support the development and implementation of standardized visual 

products through the development of policies, standards, style sheets and guidelines for OCHA 

publications, websites, and information management products and services.  

 
d) Training: Provide support to the visual aspects of the development of training modules to 

standardize and facilitate data and information coordination in the field and assist in the provision 

of trainings to OCHA field staff and other stakeholders at developing country level. 

 

e) Any other related tasks as assigned by the FIS Manager. 

 

 

5. QUALIFICATIO	S: 
a. Education: Advanced University Degree in one of the following fields 

i. Visual Design (Graphic Design, Information Design, or other visual arts;), 

ii. Information Management  (Information Science, Library Science, Computer 

Science, Statistics etc),  

iii. Geographical Information Science (Geography or Cartography), or a related field 

iv. Bachelors Degree, plus a combination of relevant experience, will also be 

considered 

 

b. Experience:    

i. Minimum of five years of progressively responsible experience in info-graphics, 

or a related field, such as visual journalism, visual design, or cartography (seven 

years experience if candidate holds Bachelors degree or equivalent).   

ii. Experience at the national level and/or international level in a large organisation 

with dispersed operations is desirable, but not essential. 

iii. Experience in a humanitarian and/or development organization is desirable, but 

not essential.  

 

c. Language:   Fluency in written and spoken English is essential; fluency in one or more 

official UN languages is desirable. 

 

d. Other skills:   
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i. Familiarity with graphics software, such as Photoshop, Illustrator, InDesign, and 

web software a plus 

ii. Familiarity with desktop publishing software, such as Adobe Illustrator, Quark, 

Microsoft Publisher and web software a plus 

iii. Familiarity with illustration software (both raster and vector) a plus 

iv. Proven ability to act as a leader in communicating conceptual ideas and design 

rationale, all within a user-centered design process.  

v. Be able to work and communicate effectively in a cross-functional product 

development team, and present ideas and designs effectively.  

 

6. U	 COMPETE	CIES: 
 

a) Professionalism – Advanced knowledge of the use of visual graphics and data representation; 

ability to analyse and articulate the visual requirements of complex situations requiring a 

coordinated response between disparate actors; demonstrated problem-solving skills and ability to 

use sound judgment to ensure the effective and timely completion of complex tasks; ability to 

work under extreme pressure, on occasion in a highly stressful environment (e.g. civil strife, 

natural disasters). 

 

b) Communication – Excellent communication (spoken and written) skills including the ability to 

convey complex information management concepts and recommendations to staff at all levels, 

both orally and visually  in a clear, concise style that can be readily understood by non-

information management practitioners. 

 

c) Teamwork – Works collaboratively with colleagues to achieve organizational goals; places team 

agenda before personal agenda; supports and acts in accordance with final group decision.  

 

d) Planning and Organizing – Develops clear goals that are consistent with agreed strategies; 

identifies priority activities and assignments; adjusts priorities as required; foresees risks and 

allows for contingencies when planning; monitors and adjusts plans and actions as necessary; 

uses time efficiently.  

 

e) Client Orientation – Considers all those to whom services are provided to be “clients” and seeks 

to see things from clients’ point of view; designs solutions and basis recommendations on the 

principles of usability; establishes and maintains productive partnerships with clients by gaining 

their trust and respect; monitors ongoing developments inside and outside the clients’ 

environment to keep informed and anticipate problems; keeps clients’ informed of progress or 

setbacks in projects; meets timeline for delivery of products or services to client. 


