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The Office of Strategy and Evidence (OSE) - Innocenti provides leadership across UNICEF and
is accountable for the areas of data, research and evidence generation, foresight, knowledge,
and to assure development effectiveness through strategic planning, monitoring and results &
risk management. It drives the evidence to globally position the Organization on all child
related issues, monitor SDGs and serves as the institutional lead for excellence in data, research
and foresight on children and child rights to primarily support the national governments and
stakeholders as well as United Nations agencies and the global community to progressively
realize the rights of the child everywhere.

By integrating data generation and use, research and foresight with programme effectiveness,
OSE informs and strengthens the acceleration of progress towards SDGs, delivery of the
Strategic Plan's (SP) results for children at country level, contributes to thought leadership, and
helps anticipate emerging challenges, thus, making sure that Country Programmes (CP) are
informed and respond to national priorities for children according to different contexts,
including humanitarian. OSE sets global standards, provides Organization-wide oversight and
governance of evidence for the effective and methodologically sound and ethical collection,
production of publications, disclosure and use of data, research and knowledge, and validates
the quality of evidence, including the development of standards, tools, and systems for
capturing, sharing, and applying learning across all levels of the organization.

Job organizational context
The Finance Assistant (G-5) will be based in the UNICEF Office of Strategy and Evidence and
will report directly to the Senior Administrative and Finance Associate (G-7).

The Finance Assistant is responsible for delivering a range of technical and specialized finance
and budget support functions, ensuring the accurate, timely, and compliant execution of
financial processes in accordance with UNICEF Financial Rules and Regulations, Policies, and
Procedures. The incumbent is expected to exercise sound judgment in researching, analyzing,
and resolving non-routine or complex cases, while identifying opportunities to enhance
process efficiency and effectiveness through continuous improvement initiatives. The Finance
Assistant works in close collaboration with members of the Operations Team, programme
colleagues, and other stakeholders, fostering a client-oriented and results-driven approach to
service delivery.



Key functions, accountabilities
and related duties/tasks:

Impact of Results:

At the G-5 level, the incumbent is expected to perform the responsibilities outlined below with
a high degree of independence, initiative, and accountability.

1. Financial Operations & Transaction Management

- Process accounting and financial transactions in SAP Service Gateway, and other corporate
systems, ensuring accuracy, timeliness, and compliance with UNICEF rules, regulations, and
procedures.

- Review, verify, and validate invoices from vendors, contractors, and consultants, ensuring
financial accuracy, completeness of supporting documentation, and appropriate cost
allocations before submission to GSSC.

- Review and process advances, entitlements, allowances, travel claims, and other financial
transactions, providing guidance and support to staff on applicable procedures and
requirements.

- Collect, verify, calculate, and enter financial data from various sources, ensuring the
completeness and accuracy of information used for financial processing and reporting.

2. Financial Control, Reporting & Compliance

- Maintain financial records, monitoring systems, and supporting documentation to accurately
record, reconcile, and track expenditures, balances, payments, VAT recovery, petty cash, and
other financial transactions.

- Perform bank reconciliations and maintain effective liaison with banking institutions on
matters related to exchange rates, interest rates, banking procedures, and office bank accounts.
- Support month-end and year-end closure activities through the review and reconciliation of
general ledger accounts, identification of discrepancies, and implementation of corrective
actions as required.

- Prepare recurring and ad hoc financial reports, schedules, and analyses to support budget
preparation, audits, management oversight, compliance requirements, and decision-making
processes.

3. Budgeting, Analysis & Business Support

- Prepare cost estimates and contribute to budget planning, budget monitoring, financial
analyses, and special projects to support effective resource management and operational
planning.

- Provide financial information, clarification, and advisory support to internal and external
stakeholders by responding to queries, verifying financial data, and facilitating the resolution of
transaction-related issues.

- Support the monitoring of budget implementation through regular review and analysis of key
performance indicators (KPIs), outstanding commitments, and grant balances, and advise
programme sections on required corrective actions to ensure effective budget utilization and
financial compliance.

4. Knowledge Management, Continuous Improvement & Team Support

- Develop, maintain, and update financial guidance materials, standard operating procedures
(SOPs), job aids, and other knowledge management resources to support consistent
application of policies and processes.

- Contribute to knowledge-sharing initiatives, continuous learning activities, and process
improvement efforts aimed at enhancing efficiency, service quality, and operational
effectiveness.

- Ensure proper maintenance, organization, and safekeeping of financial records, files, and
documentation in accordance with organizational requirements.

- Serve as Officer-in-Charge (OIC) for the Senior Administrative and Finance Associate when
required and undertake additional finance, accounting, administrative, and operational support
responsibilities to address evolving business needs and priorities.

The effectiveness and efficiency of the Finance Assistant have a direct impact on the sound
stewardship and optimal use of financial resources, as well as on the accuracy and integrity of
financial recording, accounting, and reporting processes. The quality of the incumbent's work
supports effective management oversight, informed decision-making, risk management, and
compliance with organizational policies and procedures.



Capabilities required:

Competencies and level of
proficiency required:

Recruitment Qualifications:

As a key member of the Operations Team, the Finance Assistant contributes to the efficient and
timely delivery of operational services, enabling programme and support functions to achieve
their objectives and ultimately supporting UNICEF's mission and results for children.

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
- 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

« Safequard 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.

Professional and/or university courses related to financial management, business administration
or related field of work are highly desirable.

Experience required: Minimum five years of clerical experience in finance and accounting is
required.

Advanced knowledge of Microsoft Suite products (MS Excel, MS Word, PowerPoint) is required.
Experience with ERP systems such as SAP Oracle or similar is a strong asset.



Knowledge of artificial intelligence (Al) tools and their practical application to enhance
operational efficiency, data analysis, and business processes is considered an asset.

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

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?:

No

Is this post a Child Data role in

which incumbent will be

manipulating or transmitting
personal-identifiable information No
on children such as names,

national ID, location data, or

photos)?:

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

Competencies and level of
proficiency required:

Recruitment Qualifications:
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