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l. Post Information

Job Title: Procurement Officer (GPGD Job Level: P-2
Implementation) Job Profile No: 138115
Supervisor Title/ Level: Contracts Specialist Temporary Appointment (364 days)

(Policy) / Project Manager/ P-3 #21911)
Organizational Unit: Quality Assurance & Policy CCOQ Code:

Centre (QAPC) , Supply Division Functional Code:

Post Location: Copenhagen, Denmark Job Classification Level: P2

Il. Strategic 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, advocacy and 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:

UNICEF Supply Division (SD) works to ensure equitable and inclusive access to essential supplies and
services for children and their families, in development, humanitarian and fragile contexts. These
supplies are critical to saving lives, supporting children’s health and education, and protecting them
from abuse, exploitation, and neglect. As the UN’s largest end to end supply chain entity, UNICEF
leverages its global reach, market influence, supply chain expertise and partnerships with
governments, civil society, private sector, industry, and other stakeholders to meet children’s needs
and protect their rights around the world.

SD focuses on three result areas to maximize impact, scale, and effectiveness: strategic procurement;
supply preparedness and response in humanitarian and fragile contexts; and supply chain optimization.
To facilitate and accelerate progress toward these results, SD employs three change strategies:
financing for supply and services, supply chain digitalization, and supply chain localization.

Quality assurance is a vital for maintaining high standards and ensuring that the needs of beneficiaries
are met consistently with high quality products and services, whilst at the same time driving a culture
of continuous improvement within UNICEF’s supply chains. Ensuring compliance to standards and
regulatory requirements are core aspects of quality assurance functions.




Project Scope

The Global Procedures and Guidance Documents (GPGD) project is a major regulatory reform initiative
led by SD/QAPC/PSU. It aims to transition UNICEF’s Supply Regulatory Framework from a document-
centric structure to a lifecycle-based, integrated architecture composed of six clusters and three layers
(procedure, guidance, tools).

This transformation responds to structural challenges in the current framework, including
fragmentation, complex navigation, and limited alignment with operational workflows across country,
regional and headquarters levels.

The project is implemented over a defined timeline leading to Regulatory Framework resubmission by
June 2027, following a structured, cluster-by-cluster review and drafting approach.

Purpose for the job

Under the direct supervision of the Project Manager (Contracts Specialist, P-3), the Project Officer
supports the technical implementation of the GPGD project, focusing on the structured review,
mapping, drafting, and coordination of Supply Procedures and Guidance Documents.
The role is primarily operational and technical, ensuring that:

e Regulatory content is systematically reviewed, mapped, and consolidated into lifecycle clusters

¢ All changes are captured, tracked, and validated through controlled project tools (MS Lists, MS
Project, Visio, etc.)

e Draft content is developed in line with the three-layer architecture (procedure, guidance, tools)
e Stakeholder inputs are effectively coordinated within tight project timelines and milestones

The role contributes directly to delivering a coherent, traceable, and operationally aligned Supply
Regulatory Framework, as well as supporting associated training documentation, guidance and access
platforms and initiatives - such as the potential Supply Galaxy platform development.

Ensures compliance with Good Storage and Distribution Practices (GSDP), ISO and other relevant
international regulations, standards and guidelines, including integration of Quality Management
Systems (QMS) requirements into work processes and functions.

lll. Key functions, accountabilities and related duties/tasks

Under the direct supervision of the Project Manager (Contracts Specialist, P-3) Policy & Sustainability
Unit, QAPC, the incumbent will be expected to;

1. Technical review, mapping and analysis of regulatory content
e Conduct structured reading and mapping of Supply Procedures and Guidance Documents
across clusters

e Identify gaps, overlaps, inconsistencies, and improvement areas in procurement phases and
workflows

e Map linkages between procedure, guidance, and tools (three-layer architecture)
e Support paragraph-level analysis and cross-referencing between documents
e |dentify and highlight dependencies across clusters and lifecycle phases

2. Change registration, traceability and document control




o Register all proposed changes in the MS Lists Change Register with full traceability
e Ensure each change is linked to:
o Source paragraph
o Rationale
o Impacted documents
e Maintain version control across drafts, updates, and validated content
e Support centralized change management to ensure consistency across clusters

3. Drafting and development of procedural and guidance content
e Support drafting of revised procedural and guidance content aligned with:

o Lifecycle structure
o Operational workflows
o Regulatory requirements
e Assist in consolidating content into cluster packages.
e Ensure clarity, consistency, and usability of drafted content
e Support integration of tools, templates, and workflows into content (Cluster F linkages)

4. Project coordination, stakeholder engagement and review cycles
e Coordinate with subject matter experts (SMEs), Supply Division centres, and stakeholders

e Support facilitation of:
o Cluster review sessions
o Technical working meetings
o Kick-off and follow-up discussions
e Track feedback and ensure integration into drafts
o Support stakeholder consultation process across HQ, ROs, and COs

5. Project implementation support and controls
e Support project planning, tracking, and reporting through:

o MS Project (timeline & milestones)
o Power BI (progress tracking)
e Monitor cluster-level progress against review cycles and deadlines
e Ensure alignment with the 16-week cluster review cycle and key milestones
e Support preparation of reporting inputs for project management and senior stakeholders

6. Facilitation, communication, and knowledge delivery
e Support preparation and delivery of:

o Project webinars




o Training materials and communication packages

o Stakeholder briefing content
e Assist in organizing SME validation missions when final packages are ready
e Contribute to knowledge-sharing across Supply Division and stakeholders

7. Support to platform and digital integration (as applicable)
e Contribute to structuring procedural content for potential integration into digital platforms (e.g.
Supply Galaxy)

e Support organization and classification of tools, templates, and workflows (Cluster F)
e Assist in ensuring content is structured for usability and navigation

8. Other duties
e Support standardization of review methodologies across SD centers

Assist with internal Regulatory Framework processes, templates, and submissions

Perform additional tasks as requested by the supervisor

Any other duties or assignments as requested by the supervisor.

. Impact of Results

The Project Officer ensures consistent, traceable, and operationally alighed regulatory content, supports
timely completion of cluster reviews, and contributes directly to the successful delivery of the GPGD
project by June 2027.

IV. Competencies and level of proficiency required

UNICEF Values Core Competencies:
e Care e Demonstrates Self Awareness and Ethical
e Respect Awareness
e Integrity o Drives to achieve impactful results
e Trust ¢ Innovates and Embraces Change
e Accountability ¢ Manages ambiguity and complexity
e Sustainability o Works Collaboratively with others
e Builds and Maintains Partnerships
e Thinks and Acts Strategically

V. Recruitment Qualifications

Education: A first university degree (Bachelor’s) in supply chain management,
procurement, business administration, law, or a related field is
required

Experience: A minimum of two (2) years of professional work experience, in
procurement, supply, logistics, or policy/process support




Recent experience (within the last two years) of undertaking UNICEF
procurement in a country office, including robust knowledge of the
applicable UNICEF Global supply procedures, guidance and
operational workflows would be a strong advantage.

Experience in document review, analysis, or project coordination is
an asset

Other Requirements:

Strong analytical skills in reviewing and structuring complex
documents

Ability to manage large volumes of documentation and multiple
versions

High attention to detail and traceability of changes
Strong drafting and written communication skills

Ability to work with Microsoft 365 tools (MS Lists, MS Project,
OneNote, Visio)

Understanding of procurement processes and regulatory
frameworks

Ability to support structured workflows and project methodologies

Systems competent, preferable with knowledge of SAP and
proficient in the use of Microsoft Office package.

Ability to establish harmonious work-relationships with colleagues
in an international and multicultural environment.

Language Requirements:

Fluency in English is required. Proficiency in another UN official
language is an asset.




