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UNITED NATIONS CHILDREN’S FUND
JOB PROFILE




	
I. Post Information


	Job Title: Technical Assistant (Supply) 
Supervisor Title/ Level: Technical Specialist (Supply) / P-3 - 53030
Organizational Unit: Nutrition Child Development Centre - NCDC
Office: Supply Division
Duty Station: Copenhagen, Denmark 
	Job Level: GS-5
Post Number: 15794
CCOG Code:
Functional Code:
Job Classification Level:




	
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, in advocacy and in 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.

Purpose for the job: The position reports to the Supply Technical Specialist Child Development Education (CDE) P3, within the Nutrition Early Child Development Education Centre (NCDC) in UNICEF Supply Division, and works closely with the Child Development Education unit’s contracting team. The role is primarily responsible for supporting the Technical Review of Education items (goods), in support of UNICEF programmes worldwide. The Child Development Education Technical unit currently comprises of two staff member led by a Supply Technical Specialist P3 and supported by a Supply Technical Assistant GS-5.  





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


	1. Reviews and updates technical specifications and requirements to ensure completeness and appropriateness for review by supervisor. 

2. Keeps abreast of programme requirements and proposes creations and amendments to materials within the range of commodities under their responsibility directly in the material master database.

3. Draft preliminary desk review and sample evaluation (where applicable) of all tenders in consultation with supervisor.

4. Diversify the geographic spread of product suppliers by exploring UNGM, reviewing ReOI responses, and responding queries from potential suppliers.

5. Prepares lists of potential pre-qualified suppliers for tender invitation and forwards it to the contracting team.

6. Contributes to maintaining compliance with applicable international and regulatory standards in supply chain operations, especially for regulated products such medicines. Adherence to mandatory training requirements and internal procedures to maintain product safety and quality throughout the supply chain.

7. Assists in monitoring Pre-Delivery Inspection (PDI), moisture control report. Investigates deviations in partnership with Quality Assurance & Policy Centre.

8. Manages the Supply Catalogue and Education intranet webpages, ensuring content is regularly updated, accurate.

9. Performs other duties as assigned by supervisor and attending to all routine work in his/her absence, including preparation of minutes of meetings.
 



	
IV. Impact of Results 

	
By supporting technical specifications, supplier data, and product information management, the incumbent helps strengthen the quality and efficiency of procurement processes for global education products. This contributes to ensuring that education supplies are safe, compliant, and fit for purpose, supporting UNICEF’s commitment to providing inclusive, quality learning environments for every child.  




	
V. Capabilities Required 


	1. Project Management:
· 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:
· 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:
· Compare different sets of information to identify correlations and differences ​
· Analyze information to identify the root cause of problems and possible risks ​
· 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:
· Use AI tools and digital platforms to collect information ​
· Assess AI 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 



	
VI. Competencies and level of proficiency required


	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)




	
VII. Recruitment Qualifications


	
Education:
	Completion of secondary education and additional relevant courses in technical field related to education, quality assurance or relevant discipline.


	
Experience: 
	Minimum 5 years of relevant administrative experience in procurement, contracting, supply chain management, or a technical context.


*A bachelor’s degree from a recognized academic institution in a field relevant to the position may replace three years of related work experience. A master’s degree may replace an additional two years. 

	
Language Requirements:
	
Fluency in English is required. Knowledge of another UN language or local language of the duty station is considered as an asset. 
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