UNITED NATIONS CHILDREN’S FUND

JOB PROFILE

l. Post Information

Job Title: Procurement Assistant Job Level: GS5
Supervisor Title/ Level: Contracts Specialist, P3 Job Profile No.: 138285
H#71430 Job Classification Level:

Organizational Unit: Child Survival Centre (CSC)
Post Location: Copenhagen

Il. 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.

Job organizational context

The position is located within the Child Survival Centre in Supply Division. Through applied
technical, contractual and operational expertise, the Centre supports UNICEF country
programmes and procurement services partners. This position is part of the Commercial Unit.




Purpose for the job

The Procurement Assistant is responsible for executing a broad variety of standardized
procurement tasks in compliance with the UNICEF Financial Rules and Regulations, Supply
Division Manual and other applicable procurement procedures.

The Procurement Assistant will be responsible for assistance for a segment of products in the
Child Survival Centre; providing effective services to customers, ensuring accurate and timely
monitoring of shipments up to the completion and closure of the order, with the overall goal of
meeting the needs and requirements of the customers.

In this capacity, the need to project the image of a credible and reliable service provider is
imperative to quality of process delivery, and the impact of work directly reflects on the overall
reputation of the team in terms of responsiveness to client needs and quality of process
execution.

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

Under the direct supervision of the Contracts Officer and the overall supervision of the Contracts
Specialist, performs procurement activities in compliance with UNICEF Financial Rules and
Regulations, the Supply Division Manual, and other applicable procurement policies and
procedures, including:

1. Reviews and evaluates incoming purchase requisitions and requests to ensure quality
and adequacy of information, specifications, appropriateness of requests, quantities,
shipment, delivery dates, budgets.

2. Reviews material specifications and requirements with customers, countries, the
Technical counterparts and Quality Assurance Centre to ensure completeness and
appropriateness. Ensures that customers’ claims/complaints are processed in
collaboration with Transport and Quality Assurance Centre.

3. Prepare and draft price and cost estimates for PS transaction including freight.

4. Drafts and prepares international tender invitations. Assists with preparation of CRC
submittal. Drafts and prepares Purchase Orders. Assists with and prepares Long Term
Agreements and Direct Order Arrangements. Supports contract administration activities,
including monitoring supplier compliance with contractual obligations, contract utilization,
amendments, validity periods and performance against agreed terms and conditions.

5. Monitors the status of Orders and Deliveries with close coordination with SD Transport
Centre. Pro-actively follows up on placed orders and deliveries with all parties concerned
to ensure timely and safe delivery of goods. Monitors Centre specific KPIs and take
necessary actions to comply with KPIs. Transmits all relevant information to customers
including changes to planned deliveries, to facilitate delivery and customs clearance of
shipments. Prepares and provides timely and regular status / monitoring reports to
customers.

6. Ensures procurement transactions are processed in accordance with UNICEF policies,
procedures and ethical standards, and identifies potential procurement risks for
escalation and resolution.




10.

11.

12.

13.

14.

Conducts market research and analyses supplier markets, pricing trends and sourcing
options to support procurement strategies and achieve best value for money.

Updates databases and management systems for use by HQ, Field Offices or Regional
Offices.

Prepares evaluation of suppliers with respect to delivery performance, quality and
commercial acceptability. Maintains effective working relationships with suppliers and
supports resolution of commercial and operational issues related to procurement, delivery
performance and contract implementation.

Contributes to the regular review of business processes, manuals and release note, and
divisional and Centre procedures. Assist in preparation of forecasting exercise to secure
a sustained and uninterrupted supply. Supports procurement planning through analysis
of demand forecasts, supply plans, consumption trends and pipeline requirements.
Collaborates with internal stakeholders to ensure timely procurement actions and
continuity of supply.

Monitors inventory levels of assigned warehouse stock items and reviews consumption
trends, stock coverage, pipeline status and demand forecasts to support uninterrupted
product availability. Initiates and manages replenishment procurement actions,
including preparation and processing of replenishment Purchase Orders, and
coordinates with suppliers, warehouse, transport and planning functions to maintain
agreed stock levels and minimize the risk of stock-outs or excess inventory.

Prepares and analyses procurement, inventory and supply chain performance reports,
dashboards and key performance indicators (KPIs) to support operational planning,
performance monitoring and management decision-making.

Supports emergency procurement and supply operations by prioritizing and expediting
procurement actions and deliveries to meet urgent programme and humanitarian
requirements.

Maintains order filing in accordance with UNICEF guidelines.

Any other duties or assignments as requested by the supervisors.

IV. Impact of Results

UNICEF Supply Division is committed to provide Service-delivery to UNICEF programmes
and procurement services partners by ensuring expertise on products, markets and supply chain

The Procurement Assistant will support the commercial screening of supply requests

The Procurement Assistant will facilitate knowledge management and communication
with UNICEF Programmes, Supply Division Centers, UN agencies and NGO partners
on commercial matters.

V. Capabilities Required
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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

o Use tact and discretion in sensitive situations
e Communicate thoughtfully and diplomatically considering how words may be

perceived by others

e 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

Problem Solving
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Digital Dexterity
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policies and culture

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

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

o Safeguard documents ensuring confidentiality and manage data risks

VI. Competencies and level of proficiency required

Core Values attributes

Care

Respect
Integrity

Trust
Accountability
Sustainability

Core competencies skills

Builds and maintains partnerships
Demonstrates self-awareness and
ethical awareness

Drive to achieve results for impact
Innovates and embraces change
Thinks and acts strategically
Manages ambiguity and complexity
Works collaboratively with others

Functional / technical skills

Analyzing (1)

Learning & Researching (1)
Planning and organizing (1)
Following Instructions and
Procedures (1)




VII. Recruitment Qualifications

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

A minimum of 5 vyears of progressively responsible
Experience: administrative or clerical work experience is required.

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




