
 

 

 

 

UNICEF-BCO:     TERMS OF REFERENCE (TOR) 

Job Title and Level: Chief Field Office, P-5 

Section: Chief Field Office 

Duration: 1.5 Months 

Duty Station: Cox’s Bazar 

Reports to: Representative 

1. Purpose of Assignment: 
Reporting to the Representative, and in close coordination with the deputy representative, deputy 
representative (Operations), field services, and the programme sections, the CFO would provide interim 
headship of the Cox’s Bazaar office until a replacement arrives, and will lead and coordinate the review, 
design, of the response to the Rohingya crisis in Cox’s Bazaar (Bangladesh). He/she will support the 
programme alignment, engage with partners and coordinate and manage all phases of programme 
formulation, new initiatives, planning, design, implementation and administration of the total programme 
commitment of the Cox’s Bazaar office with a broad range of projects, consistent with the organization’s 
goals, strategy, and priorities.  This is a programme of more than one hundred million USD and represents 
around 150 staff and consultants. 
 
The key activities will be: 
 
1. Managerial guidance, policy advice and coordination 
2. Field programme development and management  
3. Rights-based and results-based programme management approach  
4. Optimum use of programme funds 
5. Programme monitoring and evaluations 
6. Local capacity building/sustainability 
7. Coordinate communication activities, field visits and resource mobilization activities 
8. Rights perspective and advocacy at the district, community and family Levels 
9. Advocacy, communication and networking through partnership and collaboration 

 
 

2. Major duties and responsibilities:  
 

1. Managerial guidance, policy advice and coordination 
 
• Stay abreast of the political, security, social & economic situation of children in Bangladesh and in 
the Cox’s Bazar, of the latest development of the emergency related to the Rohingya crisis and any 
other pertinent issues and make recommendation to the Representative/Deputy Representative for 
appropriate action  
• Under overall direction of the Representative, contribute strategic thinking and represent UNICEF in 
high level discussions in CXB on the formation of a Humanitarian Corridor to support populations in 
Myanmar; as guided by MCO support procurement, warehousing and shipment opportunities of 
supplies from Bangladesh to the isolated areas of Northern Rakhine State. Ensure security concerns of 
the humanitarian workers delivering supplies, as well as the UNICEF staff working within the camps 
are guaranteed by all parties to the Myanmar conflict.  Contribute to regular strategic calls with the 
DED Emergency and Regional Director. 
• Ensure the achievement of programme and project goals for the Rohingya response in Camps in 
Bangladesh. Recognizing the dramatic downturn in funding, the future scenario of funding for 2026, 

 TERMS OF REFERENCE  
 (FOR Temporary Appointments) 



this position will be joining the office at a critical period where PBR decisions will need to be well 
consulted and finalized. The leader will a) identify sector wide focus areas, prioritized and integrated 
programme plans staying within a significant cut to budget; b) managing internal and external 
communications, ensuring wide consultation and discussion, ensuring partner engagement as relevant 
etc.; c) identify significant staff cost cuts in time for June PBR and support implementation of changed 
reporting lines across the office; d) negotiate changed scenarios and programming with UN leadership 
and the Government leadership in CXB; and e) build relationships with key actors regarding 
programming in the host community and support strategic positioning of UNICEF on the governance 
model for this population going forward. Provide overall leadership and managerial guidance to senior 
level programme teams on policy direction, work plans and control mechanisms and by monitoring 
compliance and performance standards, in accordance with Country Programme Recommendations 
and Country Programme Management Plan, focused on achievement of UNICEF's Priorities. 
• Provide expert technical and policy advice to the Representative on programme strategies, planning 
and courses of action related to the Cox Bazar field operation; provide authoritative interpretation of 
guidelines and organizational policy, contributing to the development of new guidelines through the 
programme cycle. 
• Monitors development activities at the international, national, regional and provincial levels. Initiates 
new approaches and develops methodologies to best meet goals and objectives. Prepare position 
papers for use in the development of the UNICEF global programme policy. 
• Collaboration with National, Regional Advisers and HQ Officers for overall coordination. Collaborate 
with the Operations Section to establish and maintain sound internal controls supportive of 
programming endeavours and to coordinate financial and supply management requirements and 
accountability. 

2. Field programme development and management 
 
• Supervises and coordinate the preparation/updating of the Situation Analysis for children in Cox’s 
Bazar for programme development. Enhance the identification/review of critical intervention points 
and measures by administering a consistent and transparent monitoring system, providing accurate, 
updated analysis of local level socio-political-economic trends and their implications for ongoing 
programmes and projects. 
• Lead program planning, implementation and monitoring of the UNICEF Cox Bazar Office in response 
to the Rohingya crisis and support to the host community with a special attention on Gender, Disability, 
Equity & Disparity reduction. Ensure strong interaction between the various sections for better 
interaction. Coordinate HACT assurance plan. Contribute to and participate in various internal and 
external statutory meetings for the implementation of the Bangladesh Country program 
• Formulates programme goals and objectives and develops strategies and implementation 
frameworks. Coordinates inputs for the preparation of the Joint Response Plan, the Country Programme 
Recommendations, and related documentation.  Analyzes, evaluates and consolidates programme 
documentation. Prepare program recommendations for inclusion in formal programme 
documentation, and new approaches, methods and practices. 
• Coordinate or prepare programme work plans and changes as required. Provide leadership and 
guidance in meeting objectives. 
• Supports overall management through participation in management meetings within the office, to 
review major office operations, human resources, programme and administrative budget management. 

3. Rights-based and results-based programme management approach 
 
• Adopt rights-based programmes approach in the formulation of programme goals and objectives and 
development of strategies and implementation frameworks. Bring coherence, synergy and added value 
to the programming planning and design processes using a results-based management approach to 
programme planning and design. 
• Prepare and submit viable recommendations on project implementation, alternative approaches, and 
optimal utilization of resources that contribute effectively to the fulfilment of the rights of children and 



women, and recommendations on programme new initiatives and management issues to ensure 
achievement of stated objectives. 

4. Optimum use of programme funds 
 
• Oversee and establish the field office programme work plans and monitor progress and compliance.  
Approve and monitor the overall allocation and disbursement of programme funds, making sure that 
funds are properly allocated, effectively utilized, monitored and liquidated.  
• Take appropriate actions to optimize use of programme funds. Ensure programme efficiency and 
delivery through a rigorous and transparent approach to programme planning, monitoring and 
evaluation. 

5. Programme monitoring and evaluations 
 
• Undertakes field visits to monitor and assess programme implementation and decides on required 
corrective action. 
• Carry out a rigorous and transparent approach to evaluation and coordinate the major programme 
evaluation exercises in consultation with the Representative, the Operations Officer, the Evaluation 
Officer and others to improve efficiency and quality of programme delivery. Participate in annual sector 
review meetings with government counterparts.  Ensure the timely preparation of annual program 
status reports. 

6. Local capacity building/sustainability 
 
• Assists government authorities to plan and organize training programmes for the purpose of capacity 
building and programme sustainability. Ensure the building or reinforcing of the commitment and 
institutional capacities of the national and local partners, taking a strategic approach to the 
identification of these partners and partnerships. 

7.  Coordinate communication activities, field visits and resource mobilization activities 
 
• Enhance UNICEF external relations and visibility and promote UNICEF mandate and work with the 
government partners, media, donors, Natcoms, other UN agencies, religious groups, civil society and 
NGO partners to strengthen the collaboration and coordination. Improve UNICEF ability to collect and 
disseminate qualitative/quantitative information on programme/project activities. 
• Facilitate the visits of Government, Natcoms and private sector donors, media, and actively contribute 
to attract new funding for programme sustainability and improve UNICEF visibility. 

8. Rights perspective and advocacy at the district, community and family Levels 
 
• Approaches policy analysis from a children's and women's rights perspective and advocacy at the 
government, community and family levels for elevating credibility in national and international policy 
debates. Promote the organization goals of UNICEF through advocacy and policy dialogue. 

9. Advocacy, communication and networking through partnership and collaboration 
 
• Promote and ensure the inclusion of children and the obligations of various actors to meet their rights 
in international debates, in UNSDCF, in cross-sectoral national policies in legal reforms, in the 
development of the JRP, in budgetary decisions, in poverty reduction strategies, in sector-wide 
approaches and individual programmes and projects. Collaborates with Communication and 
Programme Communication Officers on strategies for information and social mobilization. 
• Promote partnership and collaboration with internal and external counterparts, including those of 
the UN and national partners, to improve the ability to collect and disseminate development data and 
information, exchange information on programme/project status and implementation and 
movement/distribution of supplies. Ensure the linkage to the Regional Programme Knowledge Network 
to ensure the availability of current and accurate programme data. 
• Represent UNICEF in meetings with high level and senior government officials as well as multi-lateral, 
bi-lateral agencies and NGOs to conduct programme advocacy and negotiations, identify strategic 



alliances and influence policy development to facilitate achievement of programme goals and 
objectives. Participate in international/national meetings and workshops. 
• Represent UNICEF in coordination meetings with ISCG, Government officials’ donors, media, bi and 
multilateral agencies and NGOs to support development of the Joint Response Plan, the CxB district 
plan, conduct emergency program advocacy, implementation and monitoring, resources mobilization 
and contribute in negotiate strategic alliances aiming to the realization of the program objectives to 
respond to the Rohingya crisis and support to the host communities. 
 

3. QUALIFICATION and COMPETENCIES (indicates the level of proficiency required for the job.) 
 
EDUCATION & OTHER SKILL: 
• Advanced university degree in Social Sciences, International Relations, Government, Public 
Administration, Public Policy, Social Policy, Social Development, Community Development, or other relevant 
disciplines. 
 
Person Profile 
• Strong background in development, both upstream and at community level, with knowledge of a broad 
range of children's issues to lead and guide UNICEF's work in a challenging context 
• Demonstrated ability to leverage resources with national and international partners, including private 
sector 
• Strong commitment and experience with UN coherence 
• Demonstrated strong experience with emergency preparedness, response and staff security 
• Demonstrated team building and leading experience within a complex cultural environment 
 
WORK EXPERIENCE:  
•     A minimum of 10 years of UNICEF senior level experience in development cooperation at the 
international level is required. 
•     International and developing country work experience and field work experience. 
•     Background/experience with Emergency is an asset. 
 
LANGUAGE PROFICIENCY: 
• Fluency in English is required. Knowledge of another official UN language or a local language is an asset. 
 

COMPETENCIES/SKILLS: UNICEF foundational/functional competencies 

Core Values  
▪ Care 
▪ Respect 
▪ Integrity 
▪ Trust 
▪ Accountability 
 

Core competencies 
▪ Builds and maintains partnerships 
▪ Demonstrates self-awareness and ethical awareness 
▪ Drive to achieve results for impact 
▪ Innovates and embraces change 
▪ Manages ambiguity and complexity 
▪ Thinks and acts strategically 
▪ Works collaboratively with others 
▪ Nurtures, leads and manages people 

 

 
 
 
 
 
 
 
 



Child Safeguarding Certification 
(to be completed by Supervisor of the post) 

 

 
Child Safeguarding refers to proactive measures taken to limit direct and indirect collateral risks of harm to children, arising 

from UNICEF’s work or UNICEF personnel. Effective 01 January 2021, Child Safeguarding Certification is required for 

all recruitments.  

 
 

1.Is this position considered as "elevated risk role" from a child safeguarding perspective?* 
If yes, check all that apply below.  
 

 

☒ Yes  ☐ No 

   
 

 
2a. Is this a Direct* contact role? 
 
 
2b. If yes, in a typical month, will the post incumbent spend more than 5 hours of direct 
interpersonal contact with children, or work in their immediate physical proximity, with 
limited supervision by a more senior member of personnel. 
 
*“Direct” contact that is either face-to-face, or by remote communicate, but it does not include 
communication that is moderated and relayed by another person.   

 

 

☐ Yes  ☒ No 
 

 
 

☐ Yes  ☐ No 

 

 
3a. Is this a Child data role? *: 
 
 
 
3b. If yes, in a typical month, will the incumbent spend more than 5 hours manipulating or 
transmitting personal-identifiable information of children (names, national ID, location 
data, photos) 
 
* “Personally-identifiable information”, in this context, means any information relating to a child 
who can be identified, directly or indirectly, by an identifier like a name, ID number, location data, 
photograph, etc. This is a “child data role”. 

 

 

☐ Yes  ☒ No 

 
 

 
 

☐ Yes  ☐ No 
 

 
4. Is this a Safeguarding response role* 
 
*Representative; Deputy representative; Chief of Field Office; the most senior Child Protection role 

in the office; any focal point that the office designated for Child Safeguarding; Investigator (Office of 
Internal Audit and Investigations 
 

 

☒ Yes  ☐ No 

 

 
5. Is this an Assessed risk role*?  
 
*The incumbent will engage with particularly vulnerable children1; or Measures to manage other 
safeguarding risks are considered unlikely to be effective2. 

 

 

☐ Yes  ☒ No 

 

 
1 Common sources or signals of additional vulnerability may include but are not limited to: age of the child (very young children); disability of the 

child; criminal victimization of the child; children who committed offences; harmful conduct by the children to themselves or others; lack of adequate 

parental care of the children; exposure of the children to domestic violence; a humanitarian context; a migrant (refugee/asylum-seeking/IDP) context. 

No ‘baseline’ vulnerability will be set. Hiring Managers will need to use judgment, taking into consideration the implications that follow from an 

assessed risk role (additional vetting scrutiny, training). 
2 i.e. the role-risk will be compounded by other residual risks. 

https://unicef.sharepoint.com/teams/DHR-TalentAcquisition/DocumentLibrary1/Forms/AllItems.aspx?id=/teams/DHR-TalentAcquisition/DocumentLibrary1/Child%20Safeguarding%20Risk%20Roles%20Assessment_finalversion.pdf&parent=/teams/DHR-TalentAcquisition/DocumentLibrary1

