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Chief Payroll & Offboarding
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Organizational Context:

Purpose of the Job:

The UNICEF Global Shared Services Centre (GSSC) is a key enabler of UNICEF's global
modernization and transformation, both within the organization and across the globe.
Aligned with leading Global Business Services practices, the GSSC is advancing from a
transactional service delivery model toward a strategic partnership model that
promotes efficiency, continuous business improvement, knowledge sharing,
innovation, and a strong culture of client service in support of UNICEF's programme
results worldwide.

Within this context, the Chief Payroll & Offboarding will lead the strategic planning,
implementation, and oversight of global Payroll and Offboarding services. The
incumbent will ensure compliant, accurate, timely, and efficient service delivery, while
driving process improvement, innovation, risk management, and service excellence to
meet the evolving needs of UNICEF's global workforce.

The Chief Payroll & Offboarding provides strategic leadership and technical oversight
of UNICEF's global payroll, offboarding and job classification functions, ensuring
accurate, timely, compliant and client-focused service delivery.

The incumbent leads a team of specialized HR professionals responsible for complex,
high-risk and interdependent processes. As a principal advisor to senior management,
the Chief provides authoritative guidance on payroll, separation-related entitlements,
pension and insurance processes, and job classification. The role ensures the
consistent application of UNICEF policies, UN common system regulations and internal
control requirements.

The position works closely with policy owners, the United Nations Joint Staff Pension
Fund (UNJSPF), HLIS, other GSSC functions, headquarters divisions and country offices
to streamline processes, strengthen budget and reporting mechanisms, ensure timely
and accurate data exchange, and improve the overall staff experience. The Chief also
plays a key role in advancing UNICEF's HR transformation agenda through
digitalization, automation, systems integration and continuous service improvement.



Key functions, accountabilities and related
duties/tasks:

1. Lead end-to-end global payroll, offboarding and job classification operations
ensuring accuracy and timeliness

- Lead the end-to-end delivery of accurate and timely payroll, benefits and
entitlements worldwide, ensuring achievement of agreed service levels, KPIs and
operational performance targets.

- Establish and maintain effective operational controls, validation mechanisms and
monitoring arrangements to safeguard the accuracy, integrity and timeliness of payroll
processing.

- Organize and allocate responsibilities among staff to ensure operational continuity,
appropriate segregation of duties, and adequate checks and balances.

- Approve exceptional monthly payroll entries within delegated authority and provide
supporting information to the Comptroller and other authorized stakeholders when
required.

- Oversee the resolution of complex payroll cases, exceptions, overpayments and
discrepancies in collaboration with relevant HR, finance and country-office
stakeholders.

- Ensure Offboarding directly interacts with separating staff or their beneficiaries as
one-stop service coordinating involvement of all other stakeholders.

2. Exercise delegated authority within established governance frameworks

- Exercise delegated authority in accordance with established governance framewaorks,
UNICEF regulations, rules, policies and procedures.

- Review, develop, recommend and implement policies and procedures governing
payroll, offboarding, entitlements and related operational controls.

- Maintain a robust governance and control framework that supports compliance with
UNICEF HR and financial regulations and UN common system requirements.

- Drive the continuous review and enhancement of processes to strengthen
operational effectiveness, accountability and risk mitigation.

- Ensure complete documentation, sound records management and audit-ready
retention practices that support transparency, traceability and compliance.

- Review and respond to internal and external audit observations and ensure the
timely implementation of agreed recommendations.

3. Establish and maintain a robust governance and internal control framework
ensuring compliance with UN/UNICEF regulations

- Promote efficiency and effectiveness through quality management and regular client
feedback to ensure best possible client services.

- Provide professional advice and direction to GSSC staff and managers.

- Cross-functional collaboration with DPC, DFAM, DID, country offices, UNJSPF and
HLIS.

- Ensure that separating staff receive accurate, timely and comprehensive information
on pension and ASHI/ASLI entitlements, as applicable, in accordance with established
policies and procedures.

4. Lead end-to-end offboarding services

- Provide strategic and operational leadership for UNICEF's global offboarding
services, ensuring that separating staff members and, where applicable, their
beneficiaries receive timely, accurate and compassionate support throughout the
separation process.

- Ensure that the Offboarding Team serves as a coordinated one-stop service, directly
engaging with separating staff and managing the involvement of all relevant internal
and external stakeholders.

- Oversee the timely processing of separation actions, final pay, outstanding
entitlements, recoveries, clearances, pension documentation, insurance arrangements
and other separation-related requirements.

- Ensure that separating staff receive clear, accurate and comprehensive information
regarding their final entitlements, UNJSPF benefits, After-Service Health Insurance
(ASHI), After-Service Life Insurance (ASLI) and other applicable arrangements.

- Establish mechanisms to identify and resolve delayed, incomplete or complex



offboarding cases and to minimize financial, operational and reputational risks.

- Ensure that sensitive separation cases, including death in service, disability,
retirement and complex entitlement disputes, are handled with appropriate technical
expertise, confidentiality and sensitivity.

5. Lead ERP payroll and offboarding optimization, automation and integration with
case management and reporting systems

- Lead the optimization and automation of ERP-enabled payroll, offboarding and
classification processes and their integration with case-management, document-
management and reporting systems.

- Translate operational and policy requirements into functional specifications and
oversee system development, testing, implementation and post-implementation
review.

- Ensure that system solutions meet business requirements for accounting,
reconciliation, reporting and the extraction of HR and financial information.

- Promote the use of analytics, dashboards and exception reporting to improve
decision-making, risk monitoring and service performance.

- Recommend system enhancements and process changes to senior management
based on operational evidence, emerging risks and technological developments.

6. Lead cross-functional collaboration with People & Culture, Finance, IT and country
offices and represent UNICEF in inter-agency initiatives

- Build effective partnerships with People and Culture, Finance, IT, policy owners, other
GSSC functions, country offices, UNJSPF, HLIS and other relevant stakeholders.

- Represent UNICEF in inter-agency deliberations concerning payroll operations,
pension and offboarding process reform.

- Act as back-up for the Chief of Human Resources in the UN Salary Steering
Committee on salary-related matters.

- Promote effective knowledge sharing and the harmonization of relevant processes
across UNICEF and, where appropriate, the wider UN common system.

7. Oversee job classification

- Act as senior advisor on job classification, ensuring compliance with established
standards and providing authoritative guidance on complex, sensitive or precedent-
setting cases.

- Supervise the Job Classification Officer and ensure the accuracy, consistency,
impartiality and integrity of classification decisions.

- Identify classification trends and systemic issues and provide recommendations to
strengthen organizational design and position management.

8. Leadership and Management of Staff

- Provide strategic direction and effective leadership to a multidisciplinary team of
specialized HR professionals.

- Organize work and deploy resources according to service priorities, workload,
operational risk and business continuity requirements.

- Develop staff capacity through coaching, mentoring, knowledge sharing and
targeted professional development.

- Establish a culture of accountability, collaboration, innovation, continuous
improvement and client service.

- Support staff and management in resolving complex issues, building consensus and
strengthening working relationships.

- Promote management excellence, inclusion, staff well-being.

9. Strengthening collaboration with UNJSPF and HLIS

- Serve as the senior operational focal point for engagement with UNJSPF and HLIS
on pension, separation and post-employment insurance matters.

- Establish effective mechanisms for the timely, accurate and secure transfer, validation
and reconciliation of staff and separation data.

- Work with UNJSPF and HLIS to streamline workflows, clarify accountabilities, reduce
processing delays and improve end-to-end case visibility.



Impact of Results:

Competencies and level of proficiency
required:

Recruitment Qualifications:

- Monitor pending and exceptional cases and facilitate their resolution through regular
coordination and escalation mechanisms.

- Support the development of integrated guidance, communication materials and
service standards to improve the experience of separating retired staff members and
their beneficiaries.

- Identify opportunities for systems integration, automation and data-quality
improvements across UNICEF, UNJSPF and HLIS processes.

The impact is both conceptual and managerial covering not only such matters as
planning, resource management, control of implementation and evaluation of
programmes as well as the review and harmonization of the technical work, but also
concerning the positions adopted at inter-agency meetings or the advice provided to
senior management on HR policy questions. Development of new and the adaptation
of existing HR policies and practices that have organizational-wide impact is another
major impact of the position.

This extends beyond technical specialization and includes the analysis and evaluation
of the positive and negative aspects of courses of action designed to solve
organizational-wide HR problems.

Core Values:
Care

Respect
Integrity

Trust
Accountability
Sustainability

Core Competencies:

Nurtures, Leads and Manages People (2)

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

Builds and Maintains Partnerships (2)

Innovates and Embraces Change (2)

Thinks and Acts Strategically (2)

Drive to achieve impactful results (2)

Manages ambiguity and complexity (2)

Education requirement: An Advanced University Degree in business administration or
another related field is required.

Experience required: A minimum of ten years of increasingly responsible professional
experience in accounting, finance, payroll, management or related fields is required.

Experience in the UN common system or experience with similar positions in other
international organizations is required.

Thorough knowledge of the principal practices and techniques used in payroll
operations is required.

In-depth knowledge of UN/UNICEF HR rules and regulations is desirable.

Knowledge of UNICEF financial requlations and rules, and the UN remuneration
system is highly desirable.

In-depth knowledge of SAP and variety of software applications such as database and
spreadsheet packages is highly desirable.

Specialized technical competencies and skill sets

Given the specialized nature of the position, the incumbent should demonstrate:
Advanced technical expertise in global payroll administration, employee entitlements,
separation processing and post-employment benefits within a complex, multinational
or intergovernmental environment.

Strong knowledge of UN common system HR and financial regulations, pension
arrangements, ASHI/ASLI processes and job classification principles.



Demonstrated ability to manage high-volume, high-risk payroll and offboarding
operations involving multiple currencies, duty stations, contractual arrangements and
regulatory frameworks.

Expertise in payroll accounting, reconciliations, internal controls, segregation of duties,
audit requirements and financial risk management.

Ability to interpret complex policies and translate them into consistent operational
procedures, system requirements and client guidance.

Strong ERP and HR information-system expertise, including process design, functional
specifications, testing, automation, systems integration and data governance.
Advanced analytical skills and the ability to use operational data, dashboards, KPIs and
exception reporting to improve performance and manage risk.

Experience working with pension funds, insurance administrators and other external
service providers, including the secure exchange and reconciliation of sensitive data.
Strong stakeholder-management and negotiation skills, with the ability to coordinate
policy owners, operational teams, finance, IT, country offices and inter-agency
partners.

Sound judgement and discretion in managing sensitive, confidential and exceptional
staff cases.

Strong people-management skills, including the ability to lead and develop
specialized professional teams in a complex, multicultural environment.

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

Is this role a Representative, Deputy
Representative, Chief of Field Office, the

most senior Child Protection role in the No
office, Child Safeguarding Focal Point, or
Investigator (OIAI)?:

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 No
information on children such as names,

national ID, location data, or photos)?:

The selected candidate for this position
will be required to engage with No
vulnerable children:

Competencies and level of proficiency
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