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	UNICEF-BCO: TERMS OF REFERENCE (TOR)

	Job Title and Level: Executive Specialist, P-3

	Section: Office of the Representative 

	Duration: 364 days

	Duty Station: Dhaka, Bangladesh

	Reports to: Representative

	1. Purpose of Assignment:

The fundamental mission of UNICEF is to promote the rights of every child, everywhere, in everything the organization does — in programs, in advocacy and in operations. The equity strategy, emphasizing the most disadvantaged and excluded children and families, translates this commitment to children’s rights into action. For UNICEF, equity means that all children have an opportunity to survive, develop and reach their full potential, without discrimination, bias or favoritism. To the degree that any child has an unequal chance in life — in its social, political, economic, civic and cultural dimensions — her or his rights are violated. There is growing evidence that investing in the health, education and protection of a society’s most disadvantaged citizens — addressing inequity — not only will give all children the opportunity to fulfill their potential but also will lead to sustained growth and stability of countries. This is why the focus on equity is so vital. It accelerates progress towards realizing the human rights of all children, which is the universal mandate of UNICEF, as outlined by the Convention on the Rights of the Child, while also supporting the equitable development of nations.

Bangladesh is home to nearly 60 million children, one of the largest child populations in the world. Present in Bangladesh since 1952, UNICEF works in partnership with the Government of Bangladesh to strengthen national systems, expand equitable access to essential services and advance policies that improve the lives of children and adolescents. UNICEF's support spans health and nutrition, education, child protection, water, sanitation and hygiene (WASH), climate resilience, social policy and humanitarian action, with a strong focus on reaching the most vulnerable children, including Rohingya refugees.

Under the direct supervision and guidance of the Representative, the incumbent is responsible for providing high quality support to the coordinated management and oversight of the Bangladesh Country Office. This includes enabling effective planning of strategic actions/activities and supporting the development and implementation of internal guidelines and operating procedures that support the Representative and Senior Management to implement a coordinated, efficiently delivered Country Programme. The incumbent will also play a critical role in promoting organizational culture and innovation in process improvement across the office. 

UNICEF Bangladesh is actively engaged in the development of its next Country Programme Document (2028–2032), ensuring alignment of UNICEF's support with Bangladesh's evolving national priorities and accelerating progress towards achieving sustainable and equitable outcomes for every child. Through keeping the Representative abreast of political, social and economic trends, the incumbent will help inform strategic and sound decision making. This will further enhance the Representative’s successful engagement in policy advocacy on behalf of UNICEF.

The position contributes to the effective and efficient management of the Office of the Representative and the Country Programme though: 
 Coordination and monitoring of actions and recommendations resulting from various management bodies/forums, including the UNCT, SMT, CMT, JCC. 
 Resolution of key issues deferred to the Representative and Front Office attention, including the Senior Management Team. 
 Establishment of effective lines of communication and exchange of information/ documents with Sections and Field Offices, as well as external partners, including the UNCT and relevant government offices; 
 Timely review, follow-up and quality feedback to relevant parties on questions/issues referred to the Representative.
The Executive Specialist liaises with colleagues within the same office, the Asia Pacific Regional Office and Centres of Excellence, on matters of non-routine significance in order to prepare documents for the Representative and manage the flow of information.


	2. Major duties and responsibilities: 


	1
	Advise the Representative, Deputy Representative Programmes and the Deputy Representative Operations on strategic and management issues, with in-depth engagement on specific projects/activities as needed, in coordination with relevant Chiefs of Section and Field Offices. Keep the senior management team informed of global UNICEF policy developments and strategic guidance under the broader UN system;


	2
	Support overall Front Office Team in coordination of periodic meetings such as Senior Management Team, All Staff and JCC meetings. Assist in the execution of the Country Management Team meetings and subsequent follow-up of action points; 

	3
	Coordinate and lead processes enabling Section Chiefs, Field Offices and Front Office management to prepare quality speeches/remarks, communication and reports. Support and coordinate across country office, with the communications and advocacy team, to ensure common, consistent quality messaging is reflected across Representative’s, Management’s and Bangladesh Country Office’s engagements;


	4
	Support policy advocacy efforts and strengthen the Representative’s external engagement by coordinating and supporting sections and offices in preparation of policy documents and advocacy strategies, ensuring alignment with UNICEF’s goals, national priorities, partnerships and donor objectives. Prepare required inputs for the Representative  to raise the profile of UNICEF and the agency’s concerns within the context of the broader United Nations system; 


	5
	Ensure the Representative is prepared for meetings and missions by drafting high-quality briefing notes, talking points, researching relevant information; and by establishing contacts (within and outside UNICEF) on the subject matters to be discussed. Accompany the Representative to meetings and on missions to prepare notes on the discussions, ensure follow-up in matters raised, and support with any relevant input;


	6
	Oversee the overall functioning of the Representative’s front office, serving as the main point of reference on requests and sensitive issues; handle general management issues as requested. Ensure routing of assignments and ensure completion by deadlines; 


	7
	In close collaboration with the People & Culture (PC) team and the Executive Committee of the Staff Association, support senior management’s drive of internal culture-building activities to foster a positive, inclusive and innovative workplace environment. Support PC, Staff Association Executive Committee and senior management in implementation of actionable recommendations to enhance staff engagement, motivation and overall morale;


	3. QUALIFICATION and COMPETENCIES (indicates the level of proficiency required for the job.)

EDUCATION: An advanced university degree is required in International Relations, Political Science, Public Administration, or another relevant technical field.
	  
WORK EXPERIENCE & OTHER SKILLS: A minimum of five years of relevant professional work experience in external relations, public affairs or international development cooperation, preferably within the UN, or in a government institution, NGO.

Policy and Advocacy Support: Proven experience in preparing briefing notes, policy documents, and advocacy strategies to support external engagement and inform senior-level decision-making. Demonstrated experience of working with diverse high level partners including government, private sector, and other stakeholders is required. 

Strategic Advisory: Demonstrated experience in providing strategic advice to senior leadership and facilitating effective communication across senior management teams. Ability to synthesize information to ensure cohesive action and guide organizational priorities is a key requirement for this role. 

Administrative and Executive Support: Proven experience coordinating and guiding teams in executive office operations and administrative processes, including scheduling, official correspondence, documentation, and management meetings, to ensure the smooth and effective functioning of senior leadership. 

International and Large Office Experience: Experience working within UNICEF, UN system, or a similar international organization, in a large and complex office environment preferred. 

DESIRABLE EXPERIENCE/SKILLS:

Proven ability to act as the professional focal point of an executive office, exercising highest standards of discretion, composure, sound judgment under pressure, and client-focused service in high-demand situations while upholding UNICEF’s CRITAS values.

Diplomatic communication and negotiation skills to establish and maintain trusted partnerships for achievement of objectives and to develop close and effective working relationships with diverse stakeholders.

Excellent communication skills and a demonstrated ability to write concise, analytical briefs

Proven ability to work effectively and efficiently as a team, coping with pressure and setbacks, as well as responding and adapting to change.

Strong analytical skills, drive for results, as well as planning and organizing skills.

Demonstrated ability to work in a multicultural environment and establish harmonious and effective working relationships, both within and outside the organization.

Ability to work proactively and with minimal supervision, following instructions, procedures and policies, and keeps to schedules delivering work on time.

Excellent time management skills to deal with conflicting and urgent priorities.

LANGUAGE PROFICIENCY:  Fluency in English is required. Knowledge of another UN language or local language of the duty station is considered as an asset.

	COMPETENCIES/SKILLS: UNICEF foundational/functional competencies

	Core Values 
· Care
· Respect
· Integrity
· Trust
· Accountability

	Core competencies
· Demonstrates Self Awareness and Ethical Awareness (1)
· Works Collaboratively with others (1)
· Builds and Maintains Partnerships (1)
· Innovates and Embraces Change (1)
· Thinks and Acts Strategically (1)
· Drive to achieve impactful results (1)
· Manages ambiguity and complexity (1)
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