unicef &

for every child

SPECIFIC JOB DESCRIPTION

1. Post Information

POST NUMBER: 63786 CATEGORY: IP (International Professionals)
POST/CASE NUMBER OF SUPERVISOR: 72196 PROPOSED LEVEL: P-4
REASON FOR CLASSIFICATION: Upgrade JOB TITLE: Procurement Services Manager
REGION/DIVISION: ROSA Functional Code: SUP
COUNTRY: Pakistan ICSC CCOG Code:1A09

DUTY STATION: Islamabad
OFFICE: Pakistan Country Office
SECTION: Supply and Logistics
UNIT: Procurement Services

II. Strategic Office Context and Purpose for the job

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.

Strategic office context :

As part of ongoing support for enhanced vaccine management and to ensure that quality vaccines
and related devices reach all children and their mothers in Pakistan, UNICEF Pakistan continues to
extend its procurement services to Federal and Provincial Government and other third parties
using their own funds (“Trust Funds”), through provision of among other vaccines, cold chain and
essential nutrition items in support of the EPI, Polio and Nutrition service delivery. In addition to
timely provision of strategic, essential supplies, UNICEF continues providing technical support to
the Government on the management of its Procurement Services portfolio and collaborates with
partners to provide capacity-building and support the strengthening of the national supply chain
system such as the System Design project.




Purpose for the job:

Under the direct supervision of the Chief Supply & Logistics, manages Procurement Services (PS) of
a large country office, responsible for engaging with Government, development partners and
Programme on Procurement Services (PS) and managing and implementing PS key accounts as well
as complex and large requests, from planning, negotiating and review of MOU to monitoring and
financing solutions of PS activities, facilitating smooth and efficient PS operations in Pakistan in close
coordination with Supply Division, PS partners and Government, including supporting strengthening
the national supply chain system.

III. Key functions, accountabilities and related duties/tasks:

Summary of key functions/accountabilities:

1. Manage all Procurement Services activities as well as complex, large and multi-year
projects for the UNICEF Pakistan office.

2. Build strong collaboration with the Government, PS partners and key development
partners.

3. Manage ongoing PS transactions from forecasting, planning, implementation in

collaboration with UNICEF SD Government, PS partners and development partners.

4. Support establishment of necessary partnership frameworks to provide PS.

5. Support Government and PS partners with national budgeting and supply financing
solutions.

6. Contribute to building government capacity and strengthening of national
immunization supply chain systems.

7. Oversight of the Logistics team along with workplan development, targets and
performance.

Key functions and related duties:

o Effectively manage all procurement services activities for the UNICEF Pakistan office
with a large and complex portfolio in support of EPI, Polio and Nutrition. Build strong
collaboration with the Government and partners. Manage strategic partnerships and PS
key accounts as well as complex and large requests and multi-year projects.

e Participate in the Country programme strategy planning review meetings and provide
input on the potential of Procurement Services and related activities as part of the
different phases of the Country Programme planning and implementation cycle.

e Actively advocate for UNICEF Procurement Services in Pakistan and increase
understanding of PS amongst partners, including through participation in relevant
workshops, conference, high level government meetings. Identify opportunities for PS
and build strategic partnerships. Engage with potential new PS partners on how UNICEF
can provide assistance on health supply chain for their projects and programmes.

e Support establishment of necessary partnership frameworks to provide Procurement
Services, including necessary risk assessment and mitigation. Provide advice to CO and
partners on PS modalities and ensure adequate legal agreements are in place or initiate
MoU negotiations with relevant partners in coordination with Supply Division. Advise
on UNICEF procurement policies, FRR and procedures.




Support the Government and PS partners with national budgeting for essential supplies
and supply financing solutions. Address any funding gap with partners, donors and
programme in order to leverage additional required resources under the PS mechanism,
including identify pre- financing needs and liaise with SD for development of
viable solutions. Manage donor relations and budget administration related to
PS activities, incl. PS partner accounts.

Responsible for PS forecasting and supply planning through coordination with
Government and other partners. Provide technical advice and guidance to
Government and partners in respect to needs assessment, product
requirements, procurement planning to logistics arrangements, facilitating
efficient procurement and timely delivery. Ensure all PS requests and activities
are in line with UNICEF policies.

Manage and monitor ongoing PS transactions/projects in collaboration with
Supply Division and Programme facilitating the efficient and effective
processing by identifying and addressing operational complexities,
bottlenecks and gaps. Proactively work with all existing PS customers on
supply/procurement planning to ensure that supplies are available in the
right place, at the right time, in the right quantities, and at the right quality.

Support National Supply Chain System Strengthening through effective
collaboration and partnerships with other donors and implementing partners
to improve the supply chain efficiency in the country. Contribute to building
up and strengthening the capacity of the Government and other PS partners
on supply chain management along with other key stakeholders, identifying
system and capacity gaps in any segment of the supply chainthat may require
technical assistance from UNICEF related to vaccines, health and nutrition.

Ensure that all new PS partners are screened as per policy and procedure. Review
new requests for completeness and technical adequacy. In close collaboration
with UNICEF SD CPH ensure timely processing of requests. Follow up and
respond to any requests for clarifications or further details from SD CPH. Ensure
regular monitoring and follow up with PS partners on all ongoing and new
requests to ensure an efficient processing and respond to needs.

Ensure efficient customer services and manage reputational risk to the
organization related to PS activities. Manage complaints and Government
enquiries related to PS and provide updates and technical fact finding on cases
raised (incl. in Media). Work closely with Senior Management for adequate
approaches and solutions




e Prepare timely donor reports on PS activities. Provide input to Mid-Year and
Annual Reporting of the CO as well as prepare PS annual forecast and
reporting.

e  Contributes to PS workshops, orientation sessions and other events. Provides training on PS
internally and externally.

Logistics

¢ In collaboration with supervisor, develop close collaboration with programme sections
through involvement in programme design, planning, and preparation for implementation
of logistics components as well as monitoring and evaluation. Establish accountability
framework with programmes, for delivery of results for children.

e Provide logistics input to donor dialogue, and support development of logistics
components of proposals to donors including budgeting and use of innovative financing
mechanisms for supplies, services and construction works.

e Support assessment of and collaboration with implementing partners including civil
society, establishment of Programme Cooperation Agreements (PCAs), and monitoring of
supply components under Harmonized Approach to Cash Transfers (HACT).

IV. Impact of Results

The ability of the Procurement Services Manager to successfully plan, manage and oversee the
Procurement Services Portfolio for the Country Office including, building strong relations with
Government and key development partners, for effective and efficient health supply chain
management for UNICEF programmes and the Government, directly impact on program goals and
results for children. This in turn contributes to maintaining/enhancing the credibility of UNICEF as an
effective and responsible manager of funds entrusted to the organization and to furthering UNICEF
image as a competent organization for delivering cost effective and sustainable program results for
children.

VI. UNICEF values and competency Required (based on the updated Framework)




i) Core Values

e Care

e Respect
o Integrity
e Trust

e Accountability
e Sustainability

ii) Core Competencies (For Staff with Supervisory Responsibilities)

o Nurtures, Leads, and Manages People (2)

e« Demonstrates Self Awareness and Ethical Awareness (2)
e Works Collaboratively with others (2)

e Builds and Maintains Partnerships (2)

¢ Innovates and Embraces Change (2)

e Thinks and Acts Strategically (2)

o Drive to achieve impactful results (2)

¢ Manages ambiguity and complexity (2)

VII. Recruitment Qualifications

An advanced university degree in Business Administration,

Education: Management, or a related technical field is required.
Eight years of progressively responsible professional work
Experience: experience is required, which involves the management of

Supply Chains, Procurement, Project Management, and
engagement with Government and development partners at
the national and international levels.

At least three years of experience should be in developing
countries.

Language Requirements:

Fluency in English is required. Knowledge of the local language
of the duty station is an asset




