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Establishment of a new post

Office: NYHQ Programme Group
G-5
Section: Health - Polio
Programme Assistant Unit: Polio Eradication Programme O/P Nairobi,
' Kenya
22 Case Number:
PMA Post Number: 133782
Classified 7/9/2026
Date:

UNICEF is a core partner of the Global Polio Eradication Initiative (GPEI) which aims to eradicate
polio worldwide, such that no child ever again suffers from paralytic poliomyelitis. To date, global
incidence of polio has decreased by 99.9% since GPEl's inception and an estimated 16 million
people today are walking who would otherwise have been paralyzed by the disease, and more
than 1.5 million people are alive, whose lives would otherwise have been lost. Now the task remains
to tackle polio in its last few strongholds and to get rid of the final 0.1% of polio cases. By reaching
the most underserved communities with polio vaccine, UNICEF is realizing the rights of the most
excluded children and preventing girls and boys from being paralyzed. Within the Global Polio
Eradication Initiative (GPEI), UNICEF maintains, our core responsibilities in vaccine
procurement/management, social mobilization and community engagement, and a leading role in
the areas of strategy development, strategic oversight, resource mobilization, financial
management, and global communications.

Under the close supervision and guidance of the Programme Specialist (Planning, Monitoring &
Evaluation), the Programme Assistant provides administrative, procedural, and operational support
to the Polio Eradication Programme at Headquarters. As part of a pooled Programme Assistant
function, the incumbent supports multiple workstreams and teams across the programme,
including colleagues based in Nairobi and New York.

The Programme Assistant carries out a range of administrative and operational tasks to facilitate
the planning, implementation, and monitoring of programme activities, ensuring timely and
effective delivery in accordance with UNICEF rules, regulations, and procedures. The incumbent
works collaboratively with other Programme Assistants in the team to ensure coordinated and
efficient programme support.

Under the close supervision and guidance of the Programme Specialist (Planning, Monitoring &
Evaluation), the incumbent will perform the following functions:

- Facilitate the processing of contracts for consultants, vendors and external partners that support
the office in programme delivery. This includes preparing and filing documents, completing
necessary forms and templates, uploading TOR's in VISION, and making necessary logistical
arrangements.

- Assist in basic research, draft presentations, statements, day-to-day correspondence and memos.
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Impact of Results:

Capabilities required:

Prioritize and track the meeting schedules and respond to information queries in person or by
telephone or e-mail.

- Collect invoices and file documents for approval and thereafter processing in VISION and
Mycase.

- Prepare and maintain records, documents and control plans for the monitoring of
project/programme implementation and financial expenditures.

- Support the management of administrative supplies and office equipment.

- Maintain office calendar and arranging meetings. Taking minutes of meetings and keeping the
correspondence of the team well organized.

- Arrange for the Senior Managers' participation in internal and external meetings, conferences
and visits to UNICEF regional and country offices, and prepare background information and
briefings on sponsoring offices and institutions as required.

- Supporting capacity development activities, meetings and conferences by making logistical
arrangements, through engaging with facilitators, caterers and hosts; arranging times through
liaising with participants over availability; liaising with budget focal points and sections over costs
and needs; and preparing background materials for participants.

- Arrange travel using online bookings tools to set-up itineraries, requesting visa, security and
medical clearance, hotel booking and ground transportation.

- Maintain travel plan, certifications in VISION in coordination with the travel unit, manage travel
arrangements including preparation of Travel Authorizations (TAs), processing of itinerary, visas,
health and security clearances and other related work for travel of staff, and for consultants, as
necessary.

- Provide support in consultancy assessment and contracting processes and liaise with relevant
operations colleagues to ensure supporting documentation is in order.

- Monitor and update the financial commitments and expenditures against the budget within
cross-sectoral areas such as travel, contracts, and meeting expenditures.

- Assist in preparation of Annual Work Plan (AWP) budgets, flag any deviations from agreed plans
and coordinate with operations and finance colleagues as needed.

- Preparing and maintaining records pertaining to programme planning and development for the
Polio Eradication Programme workstreams.

- Carrying out transactions in VISION ensuring programme results, activities and programme
coding are as per annual work plans (AWPs), and making amendments as required following
programme revisions.

- Contribute to a pooled Programme Assistant function by providing administrative and
operational support across programme workstreams, and undertake additional tasks as required to
ensure efficient team operations.

Incumbent supports workstreams across the Polio Eradication HQ teams in the compilation and
coordination of key work products, ensuring deadlines are met and established rules and
procedures are followed. The support provided by the programme assistant therefore creates the
strongest possible administrative platform from which the programme objectives can then be
achieved. The key results have an impact on the overall performance of the workstreams and
success in the implementation of project/programme activities.

1. Project Management (2)

* Use project management tools to organize and track tasks within a project
* Schedule and prioritize tasks to meet deadlines

* Provide project updates and report issues

2. Collaboration (2)

* Use tact and discretion in sensitive situations

« Communicate thoughtfully and diplomatically considering how words may be perceived by
others

* Write clearly and concisely in emails and reports, outlining brief summaries and suggested
actions

» Communicate key points and recommendations verbally in a clear and direct manner

+ Organize, visualize and present data, tailoring visuals to highlight key insights

3. Problem Solving (2)
+ Compare different sets of information to identify correlations and differences
* Analyze information to identify the root cause of problems and possible risks



Competencies and level of
proficiency required:

Recruitment Quialifications:

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)?:

Is this post a Direct contact
role in which incumbent will
be in contact with children
either face-to-face, or by

« Identify key data and patterns in reports and summaries

+ Organize, visualize and present conclusions in a structured and logical way
« Consider and suggest possible solutions to resolve problems independently
+ Consider available information when making decisions

4. Digital Dexterity (2)

« Use Al tools and digital platforms to collect information

« Assess Al generated tasks for accuracy and effectiveness

« Use key organizational business systems and digital platforms

+ Manage and organize digital documents and files in alignment with digital workforce policies and
culture

« Safeguard documents ensuring confidentiality and manage data risks

Core Values:
Care

Respect
Integrity

Trust
Accountability
Sustainability

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)

Education requirement: Completion of secondary education is required. Supplemental technical or
university courses related to the work of the organization are an asset.

Experience required: A minimum of five years of progressively responsible administrative or clerical
work experience is required.

Excellent understanding of contractual regulations and processes in UNICEF or the UN system
desirable.

Experience in facilitating the processing of contracts for consultants, vendors and external partners
that support delivery programme is desirable.

Experience in arranging travel using online booking tools to set up itineraries, request visas,
security and medical clearances, hotel bookings and ground transportation as an asset.

Good knowledge of IT tools including Microsoft Word, Excel, PowerPoint, ERP (VISION) and
SharePoint is required.

Experience providing administrative and operational support in a fast-paced, multi-team or
programme environment is an asset desirable.

Language requirements: Fluency in English is required. Knowledge of another official UN language
(Arabic, Chinese, French, Russian or Spanish) is an asset.
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remote communication, but
the communication will not
be moderated and relayed

by another person?:

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 1D,

location data, or photos)?:

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

No
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