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SPECIFIC JOB PROFILE




	
I. Post Information


	
POST NUMBER/ CASE NUMBER: 
POST/CASE NUMBER OF SUPERVISOR: Regional Chief of Advocacy and Communication (P-5)
REASON FOR CLASSIFICATION: New post creation
REGION/DIVISION: Asia and Pacific Region 
COUNTRY: Thailand
DUTY STATION: Bangkok
OFFICE: Regional Office
SECTION: Communication
UNIT: 
	
CATEGORY: GS
PROPOSED LEVEL: G-6
JOB TITLE: Communication  Associate 
Functional Code:
ICSC CCOG Code:





	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, 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:


This position is located within the Advocacy and Communication Section of the Asia and Pacific Regional Office (APRO). The APRO Advocacy and Communication function seeks to progressively influence governments, private sector, youth, parents and the general public to take action for children and their rights in Asia-Pacific, while also establishing UNICEF as a bold, moral, leading voice for children and young people and a partner of choice, including through credible, evidence-based advocacy. In supporting Country Offices (COs) to deliver UNICEF’s mandate, the section serves as a regional center of excellence in advocacy, communication, and brand. 
The Asia and Pacific region is dynamic and digitally connected, presenting both opportunities and challenges for UNICEF to reach and engage diverse audiences. The growing digital landscape, coupled with evolving media environments, underscores the importance of strong operational support to ensure timely content delivery, consistent media monitoring, and accurate dissemination of information that strengthens UNICEF’s voice for children.

Purpose of the job:

The Communication Associate plays a key role in supporting the implementation of regional communication and advocacy priorities and ensuring the timely and impactful delivery of communication initiatives in line with UNICEF’s Strategic Plan and the APRO Digital Communication Strategy.

Under the supervision and guidance of the Regional Chief of Advocacy and Communication, the Communication Associate is responsible for executing a broad range of specialized communication, administrative, and operational tasks in support of the Communication and Advocacy section. Key areas of responsibility include financial and administrative support, media monitoring, website and digital platform updates (as backup), logistical coordination, and knowledge management. These functions require in-depth knowledge of UNICEF’s administrative procedures, processes, and policies.





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

	
Communication and Advocacy and Communication Support 

· Facilitates the communications and workflow of the organizational unit to enhance the efficiency and timeliness of operations and outputs. 
· Monitors daily regional media coverage and produce regular summaries and analysis to support evidence-based communications.
· Produces monthly reports on the communications and advocacy work of the region, to support performance monitoring and inform adjustments to communication strategies
· Manages regional brand assets in WeShare, ensuring materials are up-to-date and in compliance with UNICEF branding guidelines.
· Maintains and updates shared knowledge platforms and internal resource repositories, supporting documentation of key initiatives and outcomes.
· Maintains and updates media and subscription mailing lists for the Section and assisting in distributing various information products.
· Assist in organizing activities such as special events and press conferences.
· Provides back up support to update the UNICEF APRO website to ensure timely and accurate information is accessible to target audiences. This includes regularly reviewing broken link reports across the office’s site to maintain site integrity and ensure a positive user experience. 
· Provides back up support to update UNICEF Regional Office social media platforms such as X and LinkedIn, including posting, and performance monitoring. 
· Perform additional tasks that may be assigned by the section chief.


Budget Monitoring  

· Monitors budgets and financial expenditures of section, ensuring compliance with UNICEF rules and regulations, keeping supervisor informed and advised on actions for decision/follow up.
· Provides support on budget revision/preparation, implementation status, determines position of funding utilization, operational, and financial closure. 
· Prepares and maintains records, documents and control plans for the budget monitoring of project/programme implementation.
· Carries out transactions in VISION pertaining to grants for the section such as registering grant allotments and tracking expiring programme grants. 


Human Resources 

· Supports the supervisor to draft vacancy announcements for consultant/roster consultant positions within office to help attract ideal candidates.
· Liaises with candidates in the various stages of the recruitment process, including in scheduling interviews as needed.
· Records and maintains recruitment files, ensuring all necessary documentation has been prepared. 
· Monitors life-cycle of recruitment process and updates supervisor.
· Maintains up-to-date vendor lists, partners, and consultant rosters.


Procurement 

· Facilitates the processing of purchase orders and LTAs that provide a service to the section. This includes preparing and filing documents, completing necessary forms and templates, uploading TORs in VISION, and making necessary logistical arrangements.
· Maintains up-to-date vendor lists.


Logistical and Operational Support

· Supports capacity development activities and conferences by making logistical arrangements, through engaging with facilitators, caterers and hosts. 
· Arranges times for meetings and events through liaising with participants over availability.
· Liaises with budget focal points and section over costs and needs.
· Prepares background materials for participants and uploads cleared materials on the intranet.
· Supports coordination of weekly section meetings, including developing agendas, updating trackers, and documenting action items.
· Manages the calendar of the section chief, supports scheduling meetings, and supports email correspondence as requested.
· Supports scheduling of meetings for the Advocacy and Communication team including coordination with other sections, country offices, and headquarters.


Travel 

· Provides travel assistance to staff members of the section for travel arrangements and entitlements based on the organization’s rules and policies. Liaises with relevant travel focal points to ensure that the organization obtains the best service and price for all travel. 
· Briefs/de-briefs staff members on issues relating to related administrative matters such as visas, security clearance, and documentation procedures.  
· Extracts, inputs, maintains, and verifies correctness of travel records in the organization’s travel system to ensure accurate transactions related to travel costs and staff travel.
· Assists in the preparation of budgets on travel costs and maintain travel plan and budgetary control records.


Invoice Processing

· Responsible for collecting invoices and filing documents for approval and processing in VISION.
· Uploads electronic files and verifies results to destination system.
· Responds to client transaction status and other inquiries.


Supplies/Equipment

· Supports management of administrative supplies, office equipment, and updating inventory of items.
· Monitors and supervises adequate and appropriate use of supplies. Ensures that services and maintenance of premises are in accordance with organizational standards.
· Arranges for the purchase and timely distribution of office supplies.








	IV. Impact of Results 

	The Communication Associate plays a key role in supporting the effective delivery of communication and advocacy initiatives across the Asia and Pacific Region. Through high-quality support in budgeting, administrative coordination, media monitoring, website management, and logistics, the incumbent contributes to a well-coordinated Communication and Advocacy team and strengthened public engagement.
The results of this role enhance UNICEF’s visibility, operational effectiveness, and capacity to deliver impactful communication aligned with global and regional priorities.




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



	
i) Core Values 

· Care 
· Respect
· Integrity
· Trust
· Accountability
· Sustainability


iii) Core Competencies for Staff without Supervisory Responsibilities

· 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)
· Drives to Achieve Impactful Results (1)
· Manages Ambiguity and Complexity (1)







	VI. Recruitment Qualifications
(Reference document: Grade Level Descriptions)

	
Education:
	Completion of secondary education is required, preferably supplemented by technical or university courses related to the work of the organization. 

	
Experience:
	
· A minimum of 6 years of relevant administrative or clerical work experience is required.
· Experience using content management systems such as Drupal or WordPress. 
· Experience using digital and social media marketing and management tools, social listening tools and analytics platforms.
· Experience of United Nations or other international development agencies or NGOs is highly desirable.  
· Relevant functional areas include: programme management, budget management, communication, partnerships, administration, operation, human resources.


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







	
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? *:

	


Yes

	IS THIS POST A CHILD DATA ROLE IN WHICH INCUMBENT WILL TRANSMIT PERSONAL-IDENTIFIABLE INFORMATION ON CHILDREN SUCH AS NAMES, NATIONAL ID, LOCATION DATA, OR PHOTOS)? *:

	


Yes

	THE SELECTED CANDIDATE FOR THIS POSITION WILL BE REQUIRED TO ENGAGE WITH VULNERABLE CHILDREN*:
	

Yes
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