
 
JOB PROFILE 

 
 

I. Post Information  

 
 

Job Title:  Knowledge Management 

Specialist, P -3 (TA, 6 months)  

Supervisor Title : Area Representative , 

Multi -Country O ffice for the Caribbean 

(MCO)   

Organizational Unit : MCO  

Location: Kingston, Jamaica  

 

Job Level:  P-3  

Job Profile No:  

CCOG Code : IC01  

Functional Code:  KMA  

Job Classification Level:  P-3 

 

 

 

II. Organizational Context and Purpose for the job  
 

 

UNICEF is currently restructuring its presence in the Caribbean, merging four offices into 

one Multi -Country Offi ce (MCO) covering 12 Caribbean countries. The transition presents 

risks commonly associated with organizational change, including the potential loss of 

critical institutional knowledge, reduced continuity of operations, and challenges for 

incoming or reconfigured teams.  

To mitigate these risks, UNICEF will apply a scaled and pragmatic knowledge retention 

approach aligned with the Knowledge Intact methodology developed during the Future 

Focus Initiative (FFI) in 2025. This methodology focuses on identifying,  capturing, 

transferring, and re -using critical knowledge during the transition processes.  

 

Job Organizational Context:  

As part of UNICEF’s Future Focus Initiative (FFI), a corporate -wide transformation launched 

in 2025 to ensure UNICEF remains fit for purpose in an era of declining Official 

Development Assistance and increasing complexity, the offices in Belize, Jamaica, Guyana & 

Suriname, and the Eastern Caribbean Area (ECA) are consolidating into a new Caribbean 

Multi -Country Office —  a regional platfor m combining policy influence, technical depth, and 

strategic partnerships across 12 countries, designed for systems -level impact and results at 

scale.  

The Caribbean MCO operates as one integrated office across all 12 countries: one Multi -

Country Programme Document, one shared basket of resources, and one management 

structure. This means every post in the MCO —  regardless of duty station —  holds a 12 -

country mandate and contributes to shared regional results rather than to a single -country 

portfolio. The Mul ti-Country Programme of Cooperation (2027 –2031), aligned with the UN 

Multi -Country Sustainable Development Framework (UNMSDCF) 2027 –2031, establishes 

three shared programmatic outcomes for the twelve English - and Dutch -speaking 

Caribbean countries: equitable access to primary health care, learning and skills; protection 

of children from all forms of violence; and child poverty reduction and resilience 



strengthening.  

The Caribbean MCO’s management strategy is governed by four principles that together 

transla te the new business model into concrete ways of working:  

• Impact -driven:  technical expertise is organized in shared multi -country working 

groups rather than replicated in each country, with enabling functions aligned 

around UNICEF’s strongest comparative advantages.  

• Effective and agile:  parallel country ecosystems are replaced by harmonized 

systems and flexible cross -country staffing, keeping management lean and 

decisions close to implementation.  

• Grounded:  regional scale is balanced with national depth throu gh country -specific 

workplans, Heads of Office in each duty station, and matrix management that 

anchors authority and accountability at country level.  

• People -centred:  structural and managerial choices are guided by staff wellbeing, 

transparency and inclusion, with clear role definitions, meaningful consultation, and 

continuous investment in learning and development.  

The operational expression of this model is the working group model . Rather than 

replicating similar roles across four separate country offices , technical and operational 

expertise is organized into 16 thematic and functional working groups, each distributed 

across different duty stations and each serving the full 12 -country MCO —  not just its host 

location. Roles are designed around three organizing principles: shared regional service , 

meaning every specialist contributes to the wider MCO; complementary expertise , 

meaning team capabilities reinforce each other rather than repeating the same profile in 

multiple places; and agile presence , meaning the workforce can be rapidly deployed across 

countries through travel, surge support or remote modalities in line with evolving needs 

and priorities. This working group model is the foundation of a fundamentally new way of 

working for UNICEF in the Caribbean: depth replaces duplication, and shared capacity 

replaces fragmented country -by -country coverage.  

 

Purpose for the job   

 

The incumbent under this assignment will provide support during the transition, 

establishing systems, templates, and capacity for ef fective knowledge handover. The 

purpose of this assignment is to facilitate a smooth and effective transition of knowledge 

during the restructuring by ensuring that essential institutional knowledge is systematically 

documented, retained, transferred, and made accessible to relevant teams and staff across 

the four offices.  

The assignment will support offices to operationalize practical, time -bound KM processes 

that safeguard continuity of programmes, partnerships, and internal operations during and 

immediat ely after the transition period.  

 

 

 

 

 

 



 

III. Key function s, accountabi lities and related duties/tasks:  
 

 

Summary of key functions/accountabilities:  

 

1. K nowledge Management  Transition Design and Coordination  

• Adapt Knowledge Intact guidance, tools, and templates to the Caribbean MCO 

restructuring context.  

• Define a light, time -bound KM transition approach, including roles, timelines, and 

accountabilities for knowledge capture and transfer.  

• Coordinate implementation with management, P&C, and designated foc al points 

to ensure alignment with the broader transition process.  

 

2. Knowledge Capture and Handover (Team and Individual)  

• Support teams to identify and document critical functions, workflows, ongoing 

commitments, key risks, dependencies, and priority actions; including bilateral 

interviews and country visits (Jamaica, Belize, Barbados, Trinidad & Tobago, 

Guyana, Suriname) to ensure real and effective knowledge capture.   

• Lead the systematic capture of individual knowledge for staff affected by the 

restruc turing, including tacit knowledge such as networks, lessons learned, and 

informal practices.  

• Work hand -in -hand with teams at the country level to apply appropriate 

knowledge capture formats (templates, forms, interviews, or facilitated sessions) 

based on role criticality and risk.  

 

3. Systems, Accessibility, and Quality Assurance  

• Provide guidance on the organization, storage, and accessibility of KM outputs 

using existing UNICEF platforms (e.g. SharePoint pages and libraries).  

• Promote consistent standards for naming, tagging, and documentation to ensure 

information is easy to find and use.  

• Provide light oversight and quality assurance to ensure consistent application of 

KM tools and standards across offices.  

 

4. Capacity Building and Transition Use of Knowledge  

• Build practical KM and handover capacity among managers and focal points 

through targeted guidance, brief clinics, and hands -on support.  

• Advise on the integration of retained knowledge into onboarding, workplans, and 

early operations within the new st ructure.  

 

Expected Results  

• A coherent and effective KM transition approach is defined and applied 

consistently  across the four offices.  

• Templates and processes are in place to identify, capture, and document critical 



team and individual knowledge relevant to continuity of operations prior to and 

during the transition.  

• Remote and in -person guidance and support to ensure KM handover materials 

are documented and available in agreed, accessible repositories using consistent 

standards.  

• Managers and designated fo cal points have the practical capacity to support, 

oversee and maintain KM handover processes during the transition.  

 
 

 

 

IV. Impact of Results:  
 

The incumbent's work ensures effective retention, transfer, and accessibility of critical 

knowledge during the Caribbean MCO restructuring. This reduces organizational risk, 

safeguards continuity of operations and programmes, strengthens institutional memory, 

and supports the successful integration of teams and functions within the new MCO 

structure. The quality  of KM systems, processes, and guidance provided directly influences 

the organization's ability to maintain productivity, efficiency, and informed decision -making 

throughout the transition perio d 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

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

Framework)  
 

 

i) Core Values  

• Care  

• Respect  

• Integrity  

• Trust  

• Accountability  

• Sustainability  

 

Core Competencies (For Staff without Supervisory Responsibilities)  * 

▪ Demonstrates Self Awareness and Ethical Awareness (1)  

▪ Works Coll aboratively 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 Manages people is only applicable to staff who supervise others.  

 

 

 

 

VI. Skills  

 

Skills and Competencies:  

▪ Strong understanding of knowledge retention, tacit knowledge capture, and 

transition -focuse d KM approaches.  

▪ Ability to work pragmatically and sensitively in high -workload transition contexts.  

▪ Strong facilitation, advisory, and coordination skills.  

▪ Ability to work independently, virtually, and across multiple offices.  

▪ Strong communication and stakeholder engagement skills.  

▪ Fluency in English required.  

▪ Experience working in a country office context is considered highly desirable  
 

 

 

 

VII. Recruitment Qualifications  

 
 

Education:  

An advanced university degree (master’s degree or 

equivalent) in know ledge management, Organizational 

Learning, information Management, Business 



Administration, library and information studies, social 

sciences, public policy, development studies, 

communications, international relations, or another 

relevant field is required.  

 

Experience:  

 

A minimum of five (5) years of progressively responsible 

professional experience in knowledge management, 

organizational learning or change/transition support, 

documentation, knowledge exchange, evidence curation 

and dissemination, program me support, or related advisory 

support is required.  

 

Relevant experience should include:  

• Experience supporting restructuring, handovers or 

institutional knowledge retention process.  

• D evelopment or implementation of knowledge 

management strategies, plans, frameworks, or 

systems  

•  D ocumentation of lessons learned, good practices, 

institutional knowledge, or transition -related 

learning  

• Use and strengthening of digital repositories, 

SharePoint or  comparable collaborative platforms, 

and knowledge -sharing tools  

• Facilitation of peer learning, communities of 

practice, webinars, or knowledge exchange 

processes  

• Packaging, organization, and dissemination of 

knowledge products for different audiences  

• Support to staff and offices on knowledge 

management approaches embedded in 

programming or business processes.  

• Experience supporting organizational change, 

transition, restructuring, or knowledge -retention 

processes is highly desirable.  

• Experience working with evidence, research, 

evaluations, or analytical outputs from a kno wledge 

management, learning, or dissemination 

perspective is desirable.  

• Experience with digital workplace tools, knowledge 

platforms, or AI -enabled knowledge management 

tools in line with organizational guidance is 



desirable.  

• Experience working in UN or international 

development settings, in a regional, multi -country, 

or similarly complex coordination environment is 

highly desirable.  

Developing -country work experience and/or 

familiarity with emergency contexts is considered 

an asset.  

• Experience supporting l arge -scale organizational 

change, office mergers, restructuring processes, or 

knowledge retention initiatives within international 

organizations is highly desirable  

 

 

Language Requirements:  

Language requirements: Proficiency (Written & Oral) in 

English is required. Knowledge of another official UN 

language (Arabic, Chinese, French, Russian or Spanish) is an 

asset.  

 

 

 

 

 

 


