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l. Post Information

Job Title: Senior Operations Associate Job Level: G-7
(IBCS# PPD26022) Job Profile No.:
Organizational Unit: PPD Europe Pillar CCOG Code: 2A12
Post Location : Brussels Functional Code: ADM
Job Classification Level: G-7

Il. 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 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.

The Public Partnerships Division (PPD) leads UNICEF to secure quality public sector income for all
children, promotes international development and humanitarian resources for child focused outcomes,
and facilitates UNICEF’s intergovernmental and interagency engagement to champion child rights. The
Division does this through its core functions of income, influence, insights and stewardship by:
maintaining and expanding flexible resources for children from a diverse range of key international
development and humanitarian partners; leading UNICEF’s engagement with public sector partners
globally; providing strategic insights and analytics on public partnerships; undertaking evidence-based
influence & engagement with public sector partners to raise income and to champion child rights;
providing global strategic direction, guidance and oversight of the public partnerships function.

Job organizational context:

The job provides office management, budget and human resources support to the PPD Europe Pillar,
one of the 3 PPD geographic pillars, spanning over 3 locations- Brussels, Berlin, and Copenhagen.

Purpose for the job:

Under the supervision and guidance of the Director, PPD Europe Pillar, the Senior Operations
Associate is responsible for fulfilling the following functions and tasks in Support to Income, Influence,
Insight and Stewardship.




lll. Key functions, accountabilities and related duties/tasks

e Undertake a broad range of functions relevant to administrative support services, including
supervisory responsibilities over other GS admin support functions

e Oversees Common Services hosted in the UNICEF Brussels hub, ensuring smooth and cost-
efficient support to hosted Divisions

e Monitor budget and financial expenditures, ensuring compliance with UNICEF rules and
regulations, keeping supervisor informed and advised on actions for decision/follow up

e Provide support with respect to the review, analysis and preparation of the budget plans and its
revisions

e Prepare supporting documents (narrative and supporting tables) with respect to finalization of cost
estimates and budget proposals

e Monitor expenditures and comparing with approved budget; prepare adjustments as necessary

e Assistin preparation of budget performance submissions and finalization of budget performance
reports, analyzing variances between approved budgets and actual expenditures

o Verify accuracy of financial data, ensuring consistency of data in previous allotments to new
allotments issued

e Advise and assist in all aspects related to preparation of reports, compilation of data and answering
queries on adjustments made to ensure financial compliance, accuracy and completeness of data
for its inclusion into statement of accounts and adjustment of budgets

¢ Maintain financial records and monitoring systems to record and reconcile expenditures, balances,
payments, statements and other data for day-to-day transactions and reports

e Select and enter data from a wide variety of documents, verifying and ensuring accuracy by
checking sources, making necessary calculations and assuring inclusion of all relevant data

e Design and prepare financial monitoring reports, Bl tools and perform regular and ad-hoc analysis
of budget, prepare reports for audits or other reasons

e Initiate correspondence to verify financial data and answer queries and obtain additional
information on accounts and financial transactions, as required

e Support capacity development activities by preparing training materials and participating in
exercises

¢ Maintain and ensure that PPD has proper internal control and segregation of duties

e Act as PPD focal point for monthly and year-end financial closures, including review and follow up
with PPD sections/outposted offices and DFAM on open commitments, GR/IR, GL reconciliations
and monthly reporting.

e Plan and assist in the end-to-end recruitment process of staff, interns, individual and institutional
consultants, and vendors

e Mobilize support to staff, including career counselling, and psychosocial services and counselling.

e Develops training activities to ensure effective performance and efficiency in admin services
management. Implements effective staff learning and development programme activities for
capacity building. Contributes to workshops for staff’'s competency building, staff learning and
development, career development.

e Support effective working relations with other agencies, local authorities and implementing partners
on issues relating to administrative matters through information exchange, collaboration, and
harmonization. Cooperate with other UN agency counterparts in the UN reform initiatives (including
common services and premises agenda, etc.).




IV. Impact of Results

The functions contribute to the sound planning and utilization of the Pillar's scarce resources, the
recruitment of talents, and the mobilization of appropriate support to staff.

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

i) Core Values

Care

Respect
Integrity

Trust
Accountability
Sustainability

ii) 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. Skills

e Training and experience using MS Word, Excel, PowerPoint and other UNICEF software such
as SharePoint; knowledge of integrated management information systems required.

¢ In-depth knowledge of UNICEF organizational structure, administrative policies and
procedures.

e Organizational, planning and prioritizing skills and abilities.

e Ability to deal patiently and tactfully with visitors.

¢ High sense of confidentiality, initiative and good judgment.

o Ability to work effectively with people of different national and cultural background.

Ability to work in a team environment to achieve common goals and to provide guidance to
more junior support staff.

VIl. Recruitment Qualifications

Education:

university courses related to the field of work.

Experience: A minimum of 7 years of relevant administrative or clerical work experience is required.

Completion of secondary education is required, preferably supplemented by technical or




Language

Fluency in English (written & verbal) is required. Knowledge of another official UN Language
Requirements: | (Arabic, Chinese, French, Russian, Spanish) and a local language (as applicable) are
considered an asset.
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Bertrand Bainvel

Director, PPD Brussels Office
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PPD Global Director
Signature: \ QAL
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