
 
 

 

 

 

UNICEF-ICO:     TERMS OF REFERENCE (TOR) 

Job Title and Level: Program Assistant, YuWaah, GS5 

Section: YuWaah 

Duration: 364 Days  

Duty Station: New Delhi, India 

1. Purpose of Assignment & Justification: 
 
Generation Unlimited (GenU) is a global partnership that aims to ensure that every young person aged 

10-24 is in some form of school, learning, training or employment by 2030. The India version of GenU 

has been named YuWaah. It signifies catalytic partnerships to unleash the potential of adolescents 

and young people. Since its launch in November 2019, YuWaah has built alliances with a range of 

stakeholders such as the Government, civil society, UN and other international organizations, the 

corporate sector and, of course, young people themselves. It has provided a platform for exchange of 

ideas, dissemination of existing employment, skilling and learning initiatives, youth engagement and 

amplification of youth aspirations, choices and unmet needs. 

 

      In the above context, a governance structure for GenU in India has been set up. This is made up of 

the (a) Advisory Board which provide strategic direction, oversee the partnership and mobilizing 

knowledge, resources and leadership; (b) the Alliance which will implement plans by participating in 

the co-creation and implementation of solutions & (c) the Secretariat which is responsible for planning, 

young people’s participation, investment and programme support, communication and advocacy and 

operations. 

 

The strategic plan for 2026–29 further focuses on the work with youth, reinforcing the need for 

sustained support.   

 

In the above context, the proposed position is required to support the YuWaah section by carrying out 

a range of procedural, administrative, and operational tasks, to help develop, implement and monitor 

the country programme, ensuring timely and effective delivery that is consistent with UNICEF rules 

and regulations. 

 

Justification - The role of Program Assistant has been critical as this position primarily manages the 

L1 functions for the section which are crucial for initiating any transactions related to supply & 

procurement of services in VISION which include creating new and amending purchase requisitions, 

TA Requisition/TOR Form 
(FOR Temporary Appointments) 



 
creating requests in PCM, all transactions related to partnership management in ezhact 

2.0/etools/UNPP, fund management services for allocation/transfer and rephasing, MDM cases for 

vendor and partner management, creating TRIPs-TOB” for staff in Fiori, and other logistical support 

for events/meetings/travel arrangements etc.  

 

Unlike other sections, YuWaah is a unique combination of programmes and partnerships with a 

centralized structure in Delhi. As a partnership platform, YuWaah undertakes numerous convenings, 

collaborations, and partnerships requiring meticulous planning and execution. Dedicated operations 

support is critical for seamless coordination across diverse initiatives and stakeholders.  

 

Due to its unique structure and extensive activities, the section is supported with an Operations Officer 

and the responsibilities of the position are distinct. L1 transactions cannot be performed by the 

Operations Officer to maintain proper segregation of duties and internal controls within the section 

 

2. WBS# (Attach completed funding certificate):   
 

Funding Certificate

 
 

3. Indicative assignment dates:  

      01 August 2026 to 30 July 2027 (364 days) 

4. Supervisor: (must be a staff member, not a consultant) 

Operations Officer, YuWaah 

Major duties and responsibilities: (fill-in key responsibilities) 
 

• Facilitate processing of contracts for consultants, vendors and external partners that support 
the office in programme delivery. This includes preparing and filing documents, completing 
necessary forms and templates, uploading TOR’s in VISION, and making necessary logistical 
arrangements. Keeps vendor lists, partners, and consultant rosters up-to-date. 

• Collect invoices and filing documents for approval and thereafter processing in VISION and 
service gateway. 

• Prepare and maintain records, documents and control plans for the monitoring of 
project/programme implementation and financial expenditures. 

• Supporte the management of administrative supplies and office equipment. 
• Provide travel assistance to staff members in section for travel arrangements and entitlements 

based on the organization’s rules and policies. Liaise with relevant travel focal points to ensure 
• Carry out transactions in VISION ensuring programme results, activities and programme coding 

are as per annual work plans (AWPs), and make amendments and alterations as per section 
revisions when necessary. 



 
• Support capacity development activities, meetings and conferences by making the logistical 

arrangements, through engaging with facilitators, caterers and hosts; arranging times through 
liaising with participants over availability; liaising with budget focal points and section over costs 
and needs.  

 

Qualifications or specialized knowledge/experience/competencies required for the assignment: 
 

EDUCATION 
Completion of secondary education is required, preferably supplemented by technical or university  
courses related to the work of the organization  
 
TECHNICAL SKILLS 

• Strong organizational, planning and prioritizing skills and abilities 
• In depth knowledge of administration- general policies and procedures 
• High sense of confidentiality, initiative and good judgement 
• Ability to work effectively with people of different national and cultural backgrounds 
• Strong office management skills 
• Good knowledge of book-keeping. 
• Experience using MS Word, Excel, PowerPoint, and other UNICEF software such as 

SharePoint. 
• Knowledge of using/facilitating virtual platforms for meeting. 

 
WORK EXPERIENCE 

• Minimum 5 years of progressively responsible administrative or clerical work experience is 
required. Knowledge of SAP etc. is an asset. Relevant experience in a UN system agency or 
organization is desirable. 

 
LANGUAGES 

• Fluency in English & Hindi (written and verbal) is required 
 
COMPETENCIES 

• 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) 

 
CORE VALUES 

• Care 
• Respect 
• Integrity 
• Trust 
• Accountability 

 
 


