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TERMS OF REFERENCE FOR TEMPORARY APPOINTMENT

Title: Administrative Assistant
Level: GS-4

Appointment Type:  Temporary Appointment
Duration: 364 Days

Duty Station: Maiduguri, Nigeria
Reporting to: Operations Officer
Funding source: RR (expiration 31/12/2027)

WBS: 3210/A0/07/800/004/001 (Non-grant)

BACKGROUND:

The fundamental mission of UNICEF is to promote the rights of every child, everywhere, in everything
the organization does — in programmes, 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. In
Nigeria, UNICEF works in a complex humanitarian and development setting to fulfill and protect
children's rights in partnership with the government, civil society, children, and families. UNICEF
Nigeria is one of the largest UNICEF Country Offices globally - click the link to learn more about UNICEF
in Nigeria: https://www.unicef.org/nigeria/

PURPOSE OF THE ASSIGNMENT:

Under the supervision and guidance of the supervisor, the Administrative Assistant is responsible for
executing a broad variety of routine tasks for the respective unit requiring full knowledge of UNICEF
administrative procedures, processes and policies.

How can you make a difference?
The incumbent will carry out the following responsibilities:

MAJOR RESPONSIBILITIES:
Summary of key functions/accountabilities:

Communications & Workflow

e Facilitates the communications and workflow of the organizational unit to enhance the efficiency
and timeliness of operations and outputs.

e Manages incoming and outgoing correspondence, e-mails and telephone calls.

e Communicates routine and some non-routine information pertaining to the work of the team.
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» Establishes and maintains the office filing and reference systems, both traditional and digital; and
ensures the inter/intra-net websites are up-to-date and accurate.

Calendar/Meetings/Correspondence Management
e Maintains office calendar and arranges meetings.
e Takes minutes of meetings and keep the correspondence of the unit well organized.

Events/Logistics
e Supports capacity development activities and conferences by making the logistical arrangements,
through engaging with facilitators, caterers and hosts.

e Arranges times through liaising with participants over availability.

e Liaises with budget focal points and section over costs and needs.

e Prepares background materials for participants and uploads cleared materials on the intranet.

e Prepares and maintains agendas on meetings and events related to the work group commitments.
Travel

e Provides travel assistance to staff members in section for travel arrangements and entitlements
based on the organization’s rules and policies. Liaises with relevant travel focal points to ensure
that the organization obtains the best service and price for all travel.

e Briefs/de-briefs staff members on issues relating to related administrative matters such as visas,
security clearance, and documentation procedures.

e Extracts, inputs, maintains, and verifies correctness of travel records in the organization’s travel
system to ensure accurate transactions related to travel costs and staff travel.

e Assists in the preparation of budgets on travel costs and maintains travel plan and budgetary
control records.

e Monitors travel certification and report back to the team.

Invoice Processing

e Responsible for collecting invoices and filing documents for approval and, thereafter processing
in VISION.

e Uploads electronic files and verifies results to destination system.

e Responds to client transaction status and other inquiries.

Supplies/Equipment

e Supports management of administrative supplies, office equipment, and updating inventory of
items.

e Monitors and supervises adequate and appropriate use of supplies. Ensures that services and
maintenance of premises are in accordance with organizational standards.

e Arranges for the purchase and timely distribution of office supplies.

Attendance

e Maintains and updates a system which monitors the absence of staff.

QUALIFICATIONS AND EXPERIENCE

Education:

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

courses related to the field of work.

Experience:
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A minimum of 4 years of relevant administrative or clerical work experience is required.
Familiarity/ background with emergency is highly desirable.

Language Requirements:

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

UNICEF VALUES AND COMPETENCY REQUIRED

i) Core Values

Care

Respect
Integrity
Trust
Accountability
Sustainability

i) Core Competencies (For Staff with 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)

iii. Additional Skills

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

Good knowledge of UNICEF administrative policies and procedures.

Organizational, planning and prioritizing skills and abilities.

Ability to deal patiently and tactfully with visitors.

High sense of confidentiality, initiative and good judgment.

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

Ability to work in a team environment to achieve common goals.

CAPABILITIES REQUIRED
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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

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
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Organize, visualize and present data, tailoring visuals to highlight key insights

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

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

Safeguard documents ensuring confidentiality and manage data risks



