unicef@ for every child

The UNITED NATIONS CHILDREN'S FUND (UNICEF)
TERMS OF REFERENCE FOR TEMPORARY APPOINTMENT
Title: Senior People & Culture Manager, Division of Private Fundraising and Partnerships (PFP) LEVEL: P5

BACKGROUND

Contract type: Temporary Appointment

Level: P5

Duty Station: Geneva, Switzerland

Reporting to: Director, PFP (or delegated authority)

UNICEF works in over 190 countries and territories to save children’s lives, defend their rights, and help them fulffill
their potential, from early childhood through adolescence.

At UNICEF, we are committed, passionate, and proud of what we do. Promoting the rights of every child is not just a
job it is a calling. UNICEF is a place where careers are built, we offer our staff diverse opportunities for personal and
professional development that will help them develop a fulfilling career while delivering on a rewarding mission. We
pride ourselves on a culture that helps staff thrive, coupled with an attractive compensation and benefits package.

Visit our website to learn more about what we do at UNICEF.
For every child, a Champion
Strategic office context:

The Private Fundraising and Partnerships (PFP) Division is undergoing a major transition, with most IP staff relocating
from Geneva to Rome by 1 September 2026. A core group of GS staff on abolished post remain in Geneva until 31
December 2026 as well as a few PFP IP staff. The PFP HR team in Geneva plays a critical role in supporting the lift-and-
shift operation and the ongoing needs of staff who remain, ensuring business continuity, staff welfare, and
compliance with UNICEF policies. The new PFP HR Chief will be based in Rome as of July 2026. This Geneva-based TA
role will be essential to this transition period and will (1) provide a support function to the PFP HR Chief during a
period with high HR workload; (2) support Geneva-based staff; and (3) contribute to ensuring an overall smooth
transition of staff to Rome.

How can you make a difference?

To provide strategic and operational HR leadership for PFP staff in Geneva during the transition period, ensuring
continuity of HR services, effective support for staff separation and relocation, and robust management of HR
processes and institutional knowledge.

Work assignments overview

1. Transitional HR Leadership & Team Management

e Lead and provide local supervision of the Geneva HR team, to support the PFP HR Chief based in Rome, for
effective delivery of HR services to PFP GS and IP staff.

e Setclear objectives, monitor progress, and provide coaching and support to HR staff.

e Maintain morale and resilience within the HR team during a period of change.

2. HR Operations & Process Oversight

e Oversee HR processes related to separation, contract extensions, temporary appointments, and redeployment.
e Ensure accurate and timely processing of personnel actions, payroll, benefits, and entitlements.

e Manage offboarding procedures including documentation and knowledge transfer.
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3. Staff Support & Change Management

Develop support mechanisms for staff affected by the transition.
Facilitate communication between Geneva and Rome HR teams.
Address individual staff cases with fairness and professionalism.

4. Stakeholder Engagement & Advisory

Advise PFP management and staff on HR policy, transition planning, and problem resolution.
Liaise with HQ, Rome HR, GSSC, and other divisions to coordinate HR strategies.
Represent Geneva HR interests in transition-related working groups.

5. Capacity Building & Knowledge Transfer

Document HR processes, lessons learned, and best practices.

Provide orientation and training to incoming HR staff to Rome or those assuming new roles in Rome, so as to
provide a smooth transition, and

Lead PFP Genea HR to support handover of HR responsibilities to Rome-based HR teams.

6. Communication & Reporting

Prepare regular HR progress reports and updates.
Ensure timely dissemination of information on transition processes and deadlines.
Maintain accurate records for audit and compliance.

7. Operational Support for Relocation & Protocol

Lead PFP Geneva HR team to support staff with relocation logistics including travel, shipment, and installation
grants.

Lead PFP Geneva HR team to liaise with Swiss host country authorities and partner agencies on protocol and local
requirements.

Address urgent operational issues to ensure business continuity.

Deliverables

Transition work plan for HR support in Geneva aligned with PFP timelines.
Regular progress reports on HR operations and staff support activities.
Guidance notes and communication materials for staff.

Documentation of lessons learned and recommendations.

Accurate records of personnel actions and benefits administration.
Orientation and training sessions for HR and affected personnel.

Qualifications and specialized knowledge/experience required.

e An advanced university degree in one of the following fields is required: HR management, business
administration, or related field.

e Alternatively, a first level university degree in combination with two years of additional work experience may
be accepted in lieu of an advanced university degree.

¢ A minimum of 10 years of relevant professional HR experience in international or complex organizational

settings, is required.

e Proven experience in leading organizational change, transition, or restructuring initiatives, including
managing staff impact and ensuring business continuity, is required.

e Strong experience supporting staff through organizational transition (restructures, office moves/functional
transfers, operating model changes), is required.
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e Strong leadership, stakeholder communication and coordination skills, with the ability to navigate sensitive

situations with diplomacy and sound judgment, is required.

e Extensive experience in HR operations and service delivery, including oversight of personnel administration,
entittements, contract management, and compliance with policies and procedures, is required.

e Demonstrated ability to manage ambiguity and deliver results, is required.

e Experience in stakeholder engagement and advisory roles, with the ability to provide clear, practical HR
guidance to managers and staff, is required.

e High level of discretion, professionalism, and ability to handle sensitive staff matters, is required.

e Familiarity with UN/UNICEF HR systems and processes, is an asset.

COMPETENCIES

UNICEF's core values of Care, Respect, Integrity, Trust, Accountability (CRITA) and core competencies in
e Nurtures, Leads and Manages People (1)
e Builds and maintains partnerships (2)
e Demonstrates self-awareness and ethical awareness (2)
e Drives to achieve results for impact (2)
e Innovates and embrace change (2)
e Thinks and acts strategically (2)
e Manages ambiguity and complexity (2)
e Works collaboratively with others (2)

ESTIMATED DURATION OF THE CONTRACT AND PROPOSAL

August to December 2026 (5 months)

REPORTING TO
The incumbent will report to Director, PFP.

WORK PLACE

Geneva, Switzerland



