
  
GENERIC JOB PROFILE 

 

 

I. Post Information  

 

 

Job Title:  Finance  & Account Assistant  

(Finance)  

 

Supervisor Title/ Level:  Finance & Budget 

Specialist  

 

Or ganizational Unit:   

 

 

Job Level:  G-4   

Job Profile No.:     

CCOG Code:  21   

Functional Code:  FIN   
Job Classification Level:  G-4   

 

 

 

II. Organizational 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 famil ies, 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 ha s 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 th e 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 

mand ate of UNICEF, as outlined by the Convention on the Rights of the Child, while also supporting 

the equitable development of nation s. 

 

Job organizational context  

UNICEF Venezuela is currently responding to an L2 Emergency due to two earthquakes that affected 

more than 7 states. Venezuela CO was already in L1 status attending live saving interventions.  The 

current context requires additional support to Finance and Budget team to ensure delivery of day to 

day activities to all sectors and internally within the team. Also, UNICEF Venezuela CPD is in the 

process of being extended and will still be implemented through technical cooperation, capacity 

building, supply delivery, and communication and advocacy strategies aiming to strengthen national 

capacity in the areas of Nutrition, Health, Water, Sanitation and Hygiene (WASH), Protection and 

Education.  

 

Purpose for the job  

The  Finance and Accounts  Assistant is responsible for executing a broad variety of budget  and 

transactional/financial tasks for the respective section(s) requiring thorough knowledge of UNICEF 

budget  and financial procedures, processes and policies.  

 



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 ne eds and quality of process execution.  

 

 

III. Key function s, accountabilities and related duties/tasks  

 

 

1. Financial Transactions Processing  

Key Function:  

Provide administrative and operational support for the processing and follow -up of financial 

transactions in compliance with UNICEF procedures and timelines.  

Transaction Support  

• Reviews supporting documentation for completeness before submission for processing.  

• Assists in the preparation and recording of financial transactions in UNICEF systems.  

• Supports the processing and monitoring of invoices, payments and other financial 

transactions  

• Maintains tracking files for pending transactions and follows up with sections on 

outstanding documentation.  

Documentation Management  

• Organizes and maintains electronic and physical financial records.  

• Archives financial and supporting documents in accordance with UNICEF requirements.  

• Retrieves documentation for audits, reviews and management requests.  

 

2. Budget and Grant Administrative Support  

Key Function:  

Provide administrative support to budget and grant management activities.  

Budget Support  

• Assists in maintaining budget monitoring tools  and files . 

• Updates budget data and expenditure information from approved sources.  

• Supports preparation of standard budget reports and recurring updates  for donor and 

financial reporting  

Grant Management Support  

• Assists in compiling information related to donor -funded grants.  

• Maintains grant files and supporting documentation.  

• Supports preparation of routine grant monitoring reports and follow -up actions.  

 

3. Payroll and Personnel Cost Support  

Key Function:  

Provide administrative support related to payroll and personnel cost monitoring.  

Payroll Administration  

• Supports compilation of payroll -related information from sections.  

• Assists in maintaining payroll monitoring tools and records.  

• Supports reconciliation and verification of payroll supporting documents.  

Personnel Cost Monitoring  

• Updates personnel cost tracking spreadsheets.  

• Assists in identifying missing information and follows up with relevant focal points.  

• Serve as link with P&C to review on -boarding and off -boarding process to streamline the 

payroll process, including UNV.  

 

4. Financial Data Management and Quality Support  

Key Function:  

Assist in maintaining financial data quality and supporting routine financial reporting activities.  

Data Entry and Verification  

• Enters financial data from approved source documents into tracking systems and databases.  

• Reviews records for completeness and accuracy and reports discrepancies to the supervisor.  



• Performs routine reconciliations and data validation exercises.  

Reporting Support  

• Assists in preparing standard reports and financial summaries.  

• Compiles information required for audits, reviews and management requests.  

• Generates routine system reports under supervision.  

Vendor Support  

• Supports communication with vendors when additional information or documentation is 

required.  

• Assists in maintaining vendor files and related records.  

• Supports verification activities requested by supervisor or GSSC.  

 

5. Emergency Finance Support  

Key Function:  

Provide administrative support to emergency response operations and surge activities.  

Emergency Operations  

• Supports rapid processing and tracking of emergency -related financial transactions.  

• Assists in monitoring receipt of documentation for emergency expenditures.  

• Maintains emergency financial records and filing systems.  

• Supports preparation of emergency expenditure reports and tracking tables.  

Operational Support  

• Assists the Finance & Budget team with urgent operational requirements arising from the 

emergency response.  

 

6. Financial  Support and Year -End Operations  

Key Function:  

• Supports the periodic financial monthly and yearly closure activities . 

• Year -End Closing: Supports  the closure of accounts, specifically handling accounts 

receivable, payables, prepayments, and leave balances.  Rephasing funds between years, 

allocation of funds based on approved requests from Budget Owners or Supervisor.  

 

 

 

IV. Impact of Results  

 

 

The efficiency and effectiveness of support provided by the Finance  and Budget  Assistant ensures 

that a strong financial and budget  platform is provided to the respective sections, which in turn 

affects the timely and accurate completion of the services provided by managers  and specialists in 

the team.    

 

 

 

V. Capabilities Required  

 

 

Project Management (1)  

• Organize and complete assigned tasks according to established timelines and priorities.  

• Monitor the status of routine assignments and follow up on pending actions.  

• Maintain accurate records and tracking tools for assigned activities.  

• Escalate delays or challenges to the supervisor in a timely manner.  

 

Collaboration (1)  

• Work effectively with colleagues and clients in a respectful and service -oriented manner.  

• Communicate clearly and professionally in verbal and written interactions.  

• Request and provide routine information in a timely and accurate manner.  

• Maintain confidentiality when handling financial and administrative information.  



 

Problem Solving (1)  

• Review information for completeness and accuracy.  

• Identify routine discrepancies, missing documentation, or inconsistencies and bring them 

to the attention of the supervisor.  

• Follow established procedures to resolve standard operational issues.  

• Apply guidelines and instructions to complete assigned tasks accurately.  

• Exercise attention to detail when processing data and documents.  

 

Digital Dexterity (1)  

• Use UNICEF business systems and digital platforms for routine transactions and record 

management.  

• Maintain electronic files and databases in accordance with UNICEF procedures.  

• Utilize standard Microsoft Office applications (Excel, Word, Outlook, Teams) to support 

daily work.  

• Apply basic data verification techniques to ensure accuracy of information entered into 

systems.  

• Follow information security and data protection requirements when handling financial 

records.  

 

 

 

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

 

 

Core Values  

• Care  

• Respect  

• Integrity  

• Trust  

• Accountability  

• Sustainability  

 

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)  

• Drive to Achieve Impactful Results (1)  

• Manages Ambiguity and Complexity (1)  

 

 

VI I . Recruitment Qualifications  

 

 

Education:  

 

Completion of secondary education, preferably supplemented by 

technical or university courses related to the field of work.     

 

For this position, a bachelor’s degree  in finance/ administration / 

Budget/ Accounting  from a recognized academic institution in a 

relevant field may replace three years of related work experience . 

 

 

Experience:  

A minimum of four  (4) years of progressively responsible 

experience in finance, accounting, budgeting, administration or 

related areas is required.  



Experience in supporting financial transactions, document 

management and data entry is desirable.  

Previous experience with the United Nations or an international 

organization is an asset.  

 

Language Requirements:  

Fluency in Spanish  is required  and basic level in English  is 

desirable . Working k nowledge of another official UN language 

(Arabic, Chinese, French  or  Russian) or a local language is an 

asset.  

Skills : - Good knowledge of Microsoft Excel, Word and Outlook.  

- Experience working with ERP systems such as SAP is desirable.  

-  Ability to maintain accurate records and organize large volumes 

of documentation.  

- Strong attention to detail and ability to work under pressure 

during emergency operations.  

- Experience with Power BI,  s and other digital tools is an asset.  

 

 

VI I I. 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 incumbents 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 on children such as 

names, national id, location 

data, or photos)?:  

 

 

 

 

NO  

The selected candidate for this 

position will be required to 

engage with vulnerable 

children : 

 

NO  
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