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SPECIFIC JOB PROFILE
	
I. Post Information

	Job Title: Operations Officer (HACT), Case# IDS26041
Supervisor Title/ Level: Finance Specialist, NO-C, Post# 95694
Organizational Unit: Operations
Post Location: Jakarta, Indonesia 
	Job Level: NO-A
Job Profile No.: 
CCOG Code: 1A12
Functional Code: OPE
Job Classification Level: P-1 / NO-1




	II. Organizational Context and Purpose for the job

	The fundamental and primary mission of UNICEF is to promote the rights of every child, everywhere, in everything the organization does — in programs, in advocacy and in operations. UNICEF has adopted the Harmonized Approach to Cash Transfers (HACT) as an approach for obtaining assurance that results have been achieved in line with resource utilization. It aims at managing risk related to cash transfers made to Implementing Partners in support of programme implementation, reducing partner transaction costs and allowing progressive use of national systems for management and accountability of results and resources.

Strategic office context: 
The Operations function is a strategic Business Partner role, assuring the best use of UNICEF assets in alignment with sound management practices, office priorities and goals to deliver results for children. 

This post reports to the Finance Specialist NOC at Finance Unit for close guidance, training and supervision. 

Purpose of the job 
As a Strategic Business Partner, the incumbent will be accountable for HACT functions, facilitate HACT assurance activities, provide risk informed, solution-focused analysis, advice and services and contribute to programme and management decisions for delivering results for children in specific operational contexts. 

The Operations Officer (HACT) supports the supervisor and colleagues in the office by providing professional and systematic HACT quality assurance for all partnership activities implemented under the UNICEF Indonesia Country Programme, in order to provide an independent, objective and effective assessment of the rationale, adequacy, and effectiveness of the Country office’s risk management and HACT framework, and internal control systems. The Operations Officer (HACT) will carry out due diligence reviews, and spot checks for funds transferred to Implementing Partners to promote efficiency, reduce risks of asset loss, and help ensure the reliability of financial reporting; applying theoretical skills and thorough knowledge of International Public Sector Accounting Standards (IPSAS) and UNICEF HACT Policy and Procedure. 

The Operations Officer (HACT) provides professional technical, operational and administrative assistance throughout the programme cycle through the application of theoretical and technical skills in researching, collecting, analyzing and presenting technical information to facilitate the integration of HACT plans in all programming activities and to ensure the application of HACT and related organizational rules, regulations and procedures in the Country Office. This involves proactive implementation of efficient risk-based oversight of cash transferred to partners and timely identification and mediation of risks impacting the achievement of results and efficient use of cash provided by UNICEF. Further the role provides adequate and continuous analysis and feedback to UNICEF on the quality of assurance activities in the field to achieve results and in adherence to UNICEF’s zero tolerance to corruption and fraud.

The Operations Officer (HACT) will be entrusted with the below key functions.



	III. Key functions, accountabilities and related duties/tasks (Please outline the key accountabilities for this position and underneath each accountability, the duties that describe how they are delivered. Please limit to four to seven accountabilities)

	Summary of key functions/accountabilities: 
· Support to HACT planning during the programming process
· Support to implementation of HACT assurance activities 
· Review and use of HACT report
· Innovation, knowledge management, and capacity building
· Networking and Inter-Agency Partnership


1. Support to HACT planning during the programming process
· Actively contributes to preparation and development of HACT Assurance Plan in the country office to identify vulnerabilities and risk areas over Cash Assistance to Implementing Partners as well as the corresponding work plan to ensure the best possible use of UNICEF’s financial resources from all sources of funds.
· Prepares information on shared Implementing Partners to facilitate joint planning and execution of audits, micro assessments, and spot checks of the Implementing Partners in line with the UNICEF HACT procedure.
· Support Implementing Partners to register in the UN Partner Portal, to promote more transparent and open selection of partners for future partnership opportunities.
· Support the supervisor in coordinating Requests for Expression of Interest related to new partnership opportunities.
· Support Implementing Partners to report on regular programme progress in e-Tools, in particular the Partner Reporting Portal.

2. Support to implementation of HACT assurance activities 
· Carries out quality and objective assurance activities especially HACT spot checks of Implementing Partners according to the agreed work plan and/or as required by the country programme.
· Formulates pragmatic recommendations and secures the agreement of management to mitigate the identified risks. 
· Monitors and assesses adequacy of actions taken to ensure the risks are managed. Support the supervisor (HACT focal point) to identify issues requiring management attention (High risk findings from assurance activities). Using the Action Points Module from e-Tools, coordinate with programme sections to regularly update the status of action points, ensuring their integration into programme and management action.
· Facilitate the execution of HACT activities undertaken by external service providers through scheduling, arranging briefings, and related administrative needs to ensure service providers have appropriate and comprehensive information for effective and efficient completion of assignments
· Supports the supervisor (HACT Focal Point) and Finance unit to co-ordinate audit and peer review preparations in Programme Management areas and the consolidation of the documentation required for audits including full documentation of each self-assessment exercise as well as documentation of all HACT assurance related activities. 
· Support the preparations and follow up on donor due diligence exercises as required.
· Assists supervisor (HACT Focal Point) and Finance Specialist to co-ordinate with sections in UNICEF offices in Indonesia (CO and Field Offices) and facilitates the conduct of Micro assessments by an independent auditor as may be required and to support and facilitate the annual audits of Implementing Partners.

3. Review and use of HACT reports 
· Prepare and submit summary reports of each Implementing Partner on the risk assessment and findings/weaknesses and continuously update the report with status of implementation by the partners.
· Monitors and assesses adequacy of actions taken to ensure the risks are managed.
· Consolidate issues, findings and recommendations from HACT assurance activities that may be used to feed into additional assurance activities for the IPs and/or to provide capacity building for IPs.

4. Innovation, knowledge management, and capacity building
· Work closely with Management, Operations and Programme sections to identify areas where HACT capacity development is required for UNICEF Staff and Implementing Partners, design, deliver and implement HACT training or refresher courses and other necessary support and guidance required by the Implementing Partners. Design and implement capacity development strategies for implementing partners based on common weaknesses identified in financial and procurement management.
· Identify, synthesize, and share lessons learned and best practice in the implementation of HACT.
· Provide technical information and operational support to implementing partners and stakeholders.
· Support mitigation of risks of engagement with Implementing Partners via appropriate, risk-informed due diligence.

5. Networking and Inter-Agency Partnership
· Participate in inter-agency meetings to promote sharing of information and best practices on HACT.
· Maintain regular interaction with other offices and sections on HACT-related matters.




	IV. Impact of Results (Please briefly outline how the efficiency and efficacy of the incumbent impacts its office/division and how this in turn improves UNICEF’s capacity in achieving its goals)

	The ability of the Operations Officer (HACT) to effectively manage and execute HACT assurance activities directly impacts on meeting organizational/staff needs and programme delivery of goals and objectives. This in turn contributes to maintaining/enhancing the credibility of UNICEF as an effective and responsible manager of funds entrusted to the organization and to furthering UNICEF’s image as a competent organization for delivering cost effective and sustainable program results.

	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 with Supervisory Responsibilities) *
· Nurtures, Leads and Manages People (1)
· Demonstrates Self Awareness and Ethical Awareness (2)
· Works Collaboratively with others (2)
· Builds and Maintains Partnerships (2)
· Innovates and Embraces Change (2)
· Thinks and Acts Strategically (2)
· Drive to achieve impactful results (2)
· Manages ambiguity and complexity (2)
or
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)

*The 7 core competencies are applicable to all employees. However, the competency Nurtures, Leads and Managers people is only applicable to staff who supervise others.



	VI. Recruitment Qualifications

	Education:
	A University Degree (Bachelor’s) in one of the following areas is required:
· Auditing
· Accounting
· Business Administration
· Financial Management
· Public Finance
· Related financial or risk function

A professional license from internationally recognized institutions is an asset.

	
Experience:
	At least 1 (one) year of professional experience at the national and international levels, in Operations Management, Financial Management, Audit Management, Risk Management, Capacity Development, or Programme Management – with hands on experience in planning, undertaking, and reporting on financial management assurance activities related to HACT and/or similar grant management oversight – is required. 

Experience in conducting audits (financial statement audits, compliance audits, operational audits, forensic audits internal control systems audits), financial verifications or spot checks, risk assessments, organizational assessments, is an asset. 

Knowledge of IPSAS, IFRS, HACT Framework, or PEDUM (General Guidelines on the implementation of the cooperation program between the Government of Indonesia and UNICEF) is an added value.

Experience in a UN system agency, audit firm, large private or public company, or experience working in a developing country and/or humanitarian/ emergency context is an asset.

Familiarity with Microsoft Office applications mainly in Excel.


	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.
In situations where this requirement does not suit the local context offices are encouraged to seek advice from the classification unit on possible adjustments
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