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JOB DESCRIPTION - ADMINISTRATIVE SUPPORT MECHANISM (ASM) 

KIMBERLEY PROCESS CERTIFICATION SCHEME 

 

Introduction:  

The Administrative Decision on the Administrative Support Mechanism (ASM) for the Kimberley 
Process (November 2011) lists four tasks for the ASM. The following job description is based on the 
tasks identified therein, with further detailed descriptions of the work required.  

In general, the responsibilities of the ASM will be to support the KPCS through the development of a 
user-friendly and updated web site; facilitating communications to and among KP Participants, 
Observers and other stakeholders, as assigned; providing logistical support to the KP Chair and 
Working Group and Ad-Hoc Committee Chairs in planning intercessional, Plenary or other working 
meetings (including support for the Working Group on Monitoring in administering the peer review 
system); any other appropriate tasks as agreed by the Plenary or requested by the KP Chair or a WG 
Chair (including responding to special requests for technical support, training, etc.)  

The ASM would operate under the general supervision and responsibility of the KP Chair and the 
Chairs of all KP Working Groups and Ad Hoc Committees, on whose behalf it performs its functions. 
An annual report to the KP Chair and Plenary would be required. Depending on logistical 
arrangements for the ASM, there could be additional reporting including financial and budgetary 
results.  

Task: Knowledge Management and Institutional Memory (on web site and otherwise; for public 
view or for KP only view):  

a. Collection and maintenance of all finalized KP documents reflecting decisions and actions 
taken by the KP Chair, Plenary, working groups or Ad Hoc Working Groups. This includes 
maintaining identification and contact information of all members of all Working Groups and 
Ad Hoc Working Groups.  

b. Collection and maintenance of all minutes of meeting of all Working Groups, Ad Hoc 
Working Groups.  

c. Collection and maintenance of all KP reports, including Participants Annual Reports, Reports 
of Review Visits and Missions.  

d. Collection and maintenance of all Participants’ implementing legislation, and a specimen of 
KP Certificates with updated authorized signatures.  

e. Collection and maintenance of data pertaining to Participants’ contact/focal point for 
import/ export confirmations and all other KP matters, including the submission of statistical 
data to the KP statistics web site.  

Task: Communications  

a. Update and maintain KPCS web site, including by archiving and publishing meeting communiqués 
and other public facing communications from the KP Chair.  
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b. Distribute notices from the KP Chair, other relevant information to Participants and 
Observers regarding meetings (telephonic or in person).  
 

c. Under the direct authority of the KP Chair, and for his use, prepare communications in 
response to inquiries from members of the public and the media.  
 

d. Facilitate communications between and among members of Working Groups and Ad Hoc 
Working Groups.  

Task: Logistical Support for KP Chair, Chairs of Working Groups and Ad Hoc Committees  

a. Assist KP Chair is planning Intercessional and Plenary meetings and any other meetings 
organized to accomplish the work of the KPCS.  

b. Assistance to the Chair of the Working Group on Monitoring in organizing review visits or 
missions by assistance in the recruitment of members, communicating logistics, etc.  

c. Encouraging the finalization and submission of annual reports, review visit reports, review 
mission reports, or any other required reports or other written reports on activities of any 
working body of the KPCS.  

d. Follow up on implementation of agreed upon actions, decisions or any other undertakings of 
any KPCS working body or the KP Chair.  

Task: Requests for Technical and Professional Assistance  

a. Receipt and analysis of requests for training, data, technical assistance or support, research.  
b. Referral of such requests to appropriate KP bodies for response or for provision of such 

technical research or support.  
c. Follow up of such referrals, with results provided and published, as appropriate.  

Additional considerations – criteria for personnel, appointment of personnel, budget  

During the meetings of the Ad Hoc Committee, discussions indicated that a “light,” simple structure 
was contemplated. Experienced administrative professionals and the ability to interact with a variety 
of stakeholders are required. Fluency in English and French is preferred. Computer literacy required, 
and attention to detail and follow up is essential. A policy role for this ASM is not envisaged.  

This administrative support mechanism may be required to comply with procedures originating in 
the host organization. Staffing of the ASM will be the independent responsibility of the entity 
housing the ASM without the participation of the Ad Hoc Committee or any other KP Participant of 
Observer. Confidentiality of data or other information pertaining to the KP or its Participating 
Countries collected or maintained by the ASM is a high priority.  

 


