SPECIFIC JOB PROFILE

l. Post Information

Post Number: 00137746 CATEGORY: General Services
SUPERVISOR TITLE/LEVEL.: Chief of Field PROPOSED LEVEL: GS 7

Office/NO-C
REASON FOR CLASSIFICATION: Generic JOB TITLE: Senior Operations

JD does not exist for this role, newly Associate
establishment to cover operations support for | punctional Code: OPE
Karnali and Sudur Paschim Provinces ICSC CCOG Code:

REGION/DIVISION: ROSA
COUNTRY: Nepal Country Office
DUTY STATION: Surkhet Field Office

Il. 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 :

The 2023-2027 Country Programme is designed and is being implemented in a federal context
of Nepal with Field Office in Surkhet for Karnali Province. The Operations structure based in
Surkhet is for ensuring optimal operation capacity to support the programme implementation in
Karnali and Sudur Paschim Provinces . The incumbent will report to the Chief of Field Office,
Surkhet at NOC Level in the management of operational functions.

The Operations function is a strategic Business Partner role, assuring the best use of UNICEF
assets in alignment with sound management practices, office priorities and goals to deliver
results for children.




Purpose for the job:

Under the supervision of the Chief of Field Office, NOC based in Surkhet, the Senior Operations
Associate will support in the management of operational functions including administration and
logistics for programme implementation in Karnali and Sudur Paschim Province being based in
Surkhet Field Office. Incumbent will be accountable for management of cost-effective, efficient
and secure operations initiatives, in support of field office management, that significantly
contributes to achieving Nepal country programme results and working with government in a
decentralized context. The incumbent will have oversight and matrix management supervision
from the Deputy Representative Operations in Kathmandu

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

As lead of a small unit operations of the Field office supervising three Driver positions at GS2
level, the incumbent will be accountable for operations functions, facilitate change, provide risk
informed, solution-focused analysis, advice and services and contribute to programme and
management decisions for delivering results for children in specific operational contexts.

Summary of Key Functions of the Senior Operations Associate will be as follows:

e Ensure the effective, equitable and efficient operations of the Field office's administration
facilities and systems, finance, budget, information & communication technology (ICT),
supply & logistics, to support and facilitate the attainment of programmatic goals and
objectives by meeting changing operational requirements.

e Be Accountable for providing the correct and consistent interpretation and application of
organizational policies and procedures in the management of finance and administrative
functions through the provision of technical expertise and operational support to the Field
office. Contribute to country office initiatives to improve process simplification and promote
policy compliance including core values and ethical values.

e Make recommendations to the Chief of Field Office, and in consultation with the Deputy
Representative Operations, when deviation from the rules and regulations may be required,
and propose alternative solutions to meet office objectives.

o Keep abreast of changes and innovations (in consultation with various operations Unit Heads
in the Country Office) on all areas of operationals to guide accurate submissions for the
approval of the Chief of Field office and regularly brief field office staff as needed.

e Be Accountable for fiduciary integrity/responsibility for funds and assets taking decision on
all operational and financial transactions and disbursement of funds. Provide required cross-
checks and support to programme colleagues to ensure all implementing partners
accountability with regard to supply and non-supply assistance

e Ensure efficient, cost-effective and transparent utilization of resources through knowledge
and technology transfer between other field offices and consistency of approaches and
applications.

¢ Contribute to the reviews of contractual arrangements related to administrative support (i.e.
courier, premises maintenance, ancillary administrative support, vehicle maintenance,
equipment maintenance etc.) to ensure that the terms and conditions of all contracts are
being adhered to by providers of goods and services. Proposes to the Chief of Field Office
any changes that may be required. Monitors payments against contractual obligations.
Ensures that all administrative transactions and service contract arrangements are in
compliance with the applicable policies, procedures, rules and regulations

¢ Contribute to recommendations on the improvement of internal controls systems taking into
account the prevailing conditions in the local context




¢ Fleet management and provide guidance and supervision to the transport team and any
other junior level support personnel if needed in the Field Office office and swiftly resolve
operational issues and ensure well-being of supervisees

o Coordinate promptly with the Chief of Field Office, all security-related issues and emergency
operations, including establishment and maintenance of instritutional security arrangements
and related administrative issues.

e Provide operational support to emergency preparedness and emergencies. Inform and
update all staff members in the Field office on security related issues and emergency
operations.

¢ Liaise with People & Culture team to organize required health and wellbeing activities for staff
of the field office and support to coordinate any medical evacuation of staff out of the field
office location.

e Collaborate with Senior Programme Associate, who is the central support to programme
officers, to ensure common understanding regarding efficiency, application and adherence to
UNICEF policies, procedures and operating systems;

¢ Facilitate and acting as an interlocuter between the Country office operations team and the
field office Operations team taking into consideration elements of efficiency, performance,
risk management and fraud prevention.

e As part of the five pillars and core focus of operations functions, the incumbent will be
entrusted to support measurres for Valuing People, Valuing Money, Valuing Risk
Management, Valuing Systems and Structures, Valuing Partners.

IV. Impact of Results

The efficiency and effectiveness of support provided by the Senior Operations Assistant ensures
that a strong operational services platform, systems, tools, mechnisms are continuously
available and functioning smoothly and provided to the respective programme units, which in
turn impacts on the timely, accurate and quality completion of the programme activities and
deliverables of the entire field office. This also 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 .

V. Competencies and level of proficiency required

Core competencies skills

Core Values attributes ¢ Nurtures, Leads and Manages People (1)
e Care e Demonstrates Self Awareness and
e Respect Ethical Awarenes§ (2) .
o Integrity . quks Collabqratlyely with othe.rs (2)
e Builds and Maintains Partnerships (2)
e Trust e Innovates and Embraces Change (2)
e Accountability e Thinks and Acts Strategically (2)
e Sustainability e Drive to achieve impactful results (2)
e Manages ambiguity and complexity (2)




VI. Recruitment Qualifications

Completion of secondary education is required.

Education: . Professional and/or university courses related to the field of work are highly
desirable.

Experience: Minimum seven years of administrative or clerical work experience is
required.

A bachelor’s degree from a recognized academic institution may replace
three years of relavant work experience.
A master’s degree may replace an additional two years.

Language Fluency in English is required and Nepali language is required. . Knowledge
Requirements: of another official UN language (Arabic, Chinese, French, Russian or
Spanish) or a local language is an asset.

Desirables —

Desirables

- Work experience and knowledge in managing specific areas of
operations namely: management of office premises, office assets,
supervising institutional contract services, security guard arrangements;
and fleet management and supervision of drivers in a UN agency or
international NGOs work environment.

- Experience of working in coordination with other UN Agencies on some
office administrative joint/collaboration arrangements.

Assets and nice to haves

- Work experience guiding operations in field office context and in
emergency context

- Some experience of ICT backstopping support to a field office .

- Some experience supporting field office programmes with supply and
logistics items arrangements

- Knowledge and experience in fiduciary risk management and assurance
measures for ensuring value for money.

- Coordination with government counterparts and civil society
organizations in a field office context

V. Capabilities Required

1. Project Management (3)
e Create project plans, objectives and deliverables
e Track and organize resources like time, budget, and team efforts
e Identify and report potential risks for further guidance

2. Collaboration (3)
e Navigate organizational dynamics and adapt behavior to respond to different situations
e Choose appropriate words, tone and tailors' messages respectfully and persuasively to suit
different audiences
e Write clear, concise and well-structured reports and documents using appropriate language
e Pay close attention to what others are saying, asking questions for clarification
e Presentideas and information clearly in front of groups

3. Problem Solving (3)




Analyze data, identify trends, patterns and anomalies

Evaluate information, analyze problems, identify underlying causes and risks

Summarize and communicate findings, focusing on actionable insights to support decision-
making

Make decisions in time-sensitive situations, even with incomplete information

e Assess the potential impact of solutions (costs, benefits and risks)

4. Digital Dexterity (3)
e Utilize Al-powered tools and platforms to automate data analysis

e Apply prompts to improve the quality of reports and data, ensuring alignment with internal

regulations and policies
e Use specialist technology business systems and software

e Analyze and summarize data from various business systems to generate reports and

insights

VII. Child Safeguarding

Is this role a representative, deputy representative, chief of field office, the
most senior child protection role in the office, child safeguarding focal point,
or investigator (OIAI)? *:

No

Is this post a direct contact role in which incumbent will be in contact with
children either face-to-face, or by remote communication, but the
communication will not be moderated and relayed by another person? *:

No

Is this post a child data role in which incumbent will be manipulating or
transmitting personal-identifiable information on children such as names,
national ID, location data, or photos)? *:

No

The selected candidate for this position will be required to engage with
vulnerable children*:

No




