
Notification of a vacancy 
Post/Vacancy Number : NCSA - CCC GHM 0020 (revised) 

Grade : A2 

Title : Staff Officer (Manpower Analysis) 

Organisational Element : Manpower, Personnel and Training 
Division 

NATO Body : NCSA 

Location/Country : Mons, Belgium 

Closing Date : Friday, 1 April 2011 

Point of Contact : Mr J Armstrong (Recruitment Manager) 

Please note that this is a temporary post, and therefore contract offered will not 
exceed duration of two years. 

1. POST CONTEXT: 

The NATO CIS Services Agency (NCSA) provides secure end-to-end CIS services and 
support to NATO and NATO nations. NCSA MPT Division is responsible to the Deputy 
Director/Chief of Staff for the overall military and civilian manpower policy, personnel 
management and training management for the whole NCSA. Manpower Branch is 
responsible to the Division Head MPT for managing all manpower aspects of NCSA 
organizational policy; develops, staffs and monitors NCSA manpower policies and plans 
related to military and civilian personnel for which the Director NCSA is the Peacetime 
Establishment Authority (PEA).  Within the Manpower Branch the incumbent is responsible 
for manpower analysis, determining and co-ordinating manpower requirements related to 
PE changes and NCSA crisis support mission. 

2. REPORTS TO: Branch Head (Manpower) CCC GHM 0010 
 

3. PRINCIPAL DUTIES:  

The incumbent’s duties are: 



- Maintains of the NCSA Peacetime Establishment documents. 
- Develops and implements of NCSA manpower policy for military and civilian 

personnel as related to the PE. 
- Maintains all NCSA PE related Job Descriptions. 
- Provides informed advice and guidance to NCSA Military Personnel Branch and 

Civilian Personnel Branch in the submission of proposed changes to 
organisational structures or individual posts. 

- Reviews all proposed changes to organisational structures or individual posts 
(including job descriptions), making recommendations to the division head and 
Chief of Staff on merit and further disposition. 

- Responsible for submission of all requests for change to NCSA PEs or job 
descriptions. 

- Represents NCSA when delegated, on civilian post classification boards. 
- Develops overall manpower and organisation plans and provides related directions 

and guidance on manpower standards. 
- Assists Manpower Branch Head in preparation of presenting and negotiating 

NCSA manpower requirements with NATO Committees (NDMC, MBC) and 
member nations (NMRs).  

- Responsible for determination and coordination of manpower requirements and 
plans related to contingencies and operations. 

- Evaluates the impact of manpower aspects of crisis management and operations 
requirements on NCSA assigned personnel;  

- Participates actively in pre-deployment crisis management and operations 
planning through all stages of manpower requirements planning;   

- Provides analysis and NCSA manpower lessons learned and recommends NCSA 
follow-up actions;  

- Reviews and comments on legacy systems and new communications Capability 
Packages effecting NCSA manpower situation and preparing briefings as required; 

- Deputizes for Branch Head (Manpower) 

4. ADDITIONAL DUTIES:  
 
The employee may be required to perform a similar range of duties elsewhere within the 
organisation at the same grade without there being any change to the contract. 
 
The incumbent may be required to undertake operation deployments and/or TDY 
assignments both within and without NATO's boundaries.  
 
The work is normally performed in a typical Office environment. Normal Working 
Conditions apply. The risk of injury is categorised as: No Risk 
 

5. ESSENTIAL QUALIFICATIONS: 
 
Professional/Experience 
 
- Experience in development and management of documents related  to human resource 

requirements. 
- Experience in development and maintenance of human resource requirement statistical 



analysis. 
- Experience in development and maintenance of job (position) descriptions. 
- Experience in the development and presentation of human resource requirements 

and/or statistical analysis using spreadsheets and/or slides. 

Education/Training 

- As a minimum, a Bachelor of Science (BSc) degree at a nationally recognised/certified 
University in a discipline related to the function of the post and 2 years of function-
related experience is required. Exceptionally, the lack of a university/college degree 
may be compensated by the demonstration of a candidate’s particular abilities or 
experience that is/are of interest to NCSA; that is, extensive and progressive expertise 
in the duties related to the function of the post or progressive managerial experience in 
fields directly related to the function of the post. 

Language 
 

English SLP 3333 (Listening, Speaking, Reading and Writing)  
NOTE: The work both oral and written in this post and in this Headquarters as a whole is 
conducted mainly in English. 
Description of Standard Language Proficiency is available here. 
 
Standard Automatic Data Processing Knowledge 
 

Word Processing: Working Knowledge 
Spreadsheet: Working Knowledge 
Graphics Presentation: Working Knowledge 
Database: Working Knowledge 
eMail Clients/Web Browsers: Working Knowledge 
Web Content Management: Basic Knowledge 

 
6. DESIRABLE QUALIFICATIONS: 

 
Professional Experience 
 
- Experience in military manpower management. 
- Experience in the management of human resource requirements in an international 

organization 

7. PERSONAL ATRIBUTES:  

The incumbent must possess excellent interpersonal and communication skills, as well as 
tact; demonstrate good judgment to prioritize work; be able to apply published policy and 
procedures to individual and varying circumstances; and have an analytical mind. 

 

http://shape.nato.int/page13254137.aspx�


 

8. PROFESSIONAL CONTACTS:   

The incumbent has routine contact with related contacts within NCSA HQ, Sectors, NSBs 
and the NCISS regarding manpower issues and the development or modification of the PE 
and CE. 

9. CONTRIBUTION TO THE OBJECTIVES 

The incumbent serves as the primary point of contact regarding NCSA manpower analysis, 
manpower requirements related to PE changes and NCSA crisis support mission, all of 
which serve as the basis for Nations to provide personnel to NATO Commands and/or to 
fund NATO civilian posts 

10. REMARKS: 

The following NATO Occupational Code is relative to this post: 

Primary: 345F Management and administration - Manpower/Human Resources 
management - Activities to determine the minimum quantitative and qualitative human 
resources needed to perform a specific mission, function, or task. Manpower requirements 
serves as the basis for nations to provide personnel to NATO commands and/or to fund 
NATO civilian posts. [Ref: NATO description to UNESCO ISCED 1997:345F] 

Primary Skill Level: Ensure/Advise: Works under broad direction with full accountability 
for own work or projects and supervisory responsibilities.  Work is often self-initiated or 
assigned in the form of objectives.  Establishes own milestones, sets team objectives and 
delegates work assignments. Has significant responsibility for the work of others and for 
the allocation of resources.  Responsible for assigned tasks and projects with regards to 
results, deadlines and budget. Executes a challenging range of complex professional or 
technical work activities applying fundamental principles, creativity and innovation in a wide 
and often unpredictable range of contexts. Provide leadership within the assigned 
specialist area and advises on available standards, methods, tools and applications in own 
area of specialisation and make correct choices from alternatives. Responsible to analyse 
requirements and advise on scope and options for operational improvement.  Is 
responsible to analyse, diagnose, design, plan, execute and evaluate work to time, cost 
and quality targets. Influences organisation, external organisations, HQs and agencies and 
peers within the same specialisation.  Develops and maintains working relationships with 
external agencies.  Establishes effective communication formally and informally, with 
peers, subordinates and external agencies. Keeps skills up to date and maintains 
awareness of developing trends within the wider occupational field and absorbs new 
information rapidly and applies it effectively in relevant internal business areas or external 
organisations, HQs and agencies. [Ref: NATO adaptation of SFIA v3 2005:Generic Level 
Description] 

11. STARTING SALARY & CONTRACT OFFER: 

Starting basic monthly salary is 4,755.85 Euro and is exempt from income tax.  Additional 
allowances may apply depending on the personal circumstances of the successful 



candidate. Due to the temporary nature of this position, the successful candidate will be 
offered a definite duration contract of up to 2 years. Serving NATO civilians will be offered 
contract in accordance with NCPRs. Security clearance procedures will be initiated after 
selection of candidate, where necessary, for NATO Secret.   

12. HOW TO APPLY: 

To apply for this position, you must complete an application form together with Post 
Requirements Form (quoting reference “NCSA-GHM 0020 (revised)”) and send it to 
recruitment@nc3a.nato.int by close of business: 

Friday, 1 April 2011 

Candidates who are serving civilian members of NATO are requested to mention their 
telephone extension in their applications.  Applications from serving civilian members of 
NATO should be made through the candidate’s Head of Service, or through the Human 
Resources/Personnel Section of the NATO Body, whichever is appropriate. 

Applications from candidates who do not meet the required qualifications will not be taken 
into consideration. 

Please note that curriculum vitae will not be accepted, unless accompanied by a completed 
application form and post requirements form.  Applications not submitted on the NATO 
application form will not be taken into consideration.  NATO C3 Agency application forms 
can be downloaded from the internet at 
http://www.nc3a.nato.int/Vacancies/Pages/Vacancies.aspx   
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