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Mexico Country Office
Terms of Reference

Position Reports to
Title Executive Assistant Head of Office
Level GS-5 D-1
Expected Duration (in months) 364 days

UNICEF Mexico Country Office operates in a complex and high-impact environment, supporting the Government
of Mexico to advance the rights of children and adolescents under the Country Programme 2026—-2031, aligned
with national development priorities. The office focuses on delivering measurable results in health and nutrition,
education, poverty reduction, and child protection, with a strong emphasis on reaching the most vulnerable
populations and reducing inequalities.

To achieve this, UNICEF Mexico is undergoing a strategic transformation—shifting from primarily technical
support to a more influential role in shaping public policy, mobilizing partnerships, and driving system-level
change. The CO is strengthening its position as a trusted advisor and convener, leveraging evidence, advocacy,
and strategic coalitions with government, civil society, academia, and the private sector to influence decisions
that impact children at scale. At the same time, the office is promoting a “One Office” approach, enhancing
internal collaboration and adopting digital innovation to increase efficiency, agility, and impact.

Within this context, the Executive Assistant (GS-5) will work under the supervision of the Head of Office and in
coordination with the executive Associate (GS-6) to assume accountability of communications, operations and
administrative support services to enhance the smooth running of the supervisor’s day-to-day activities.
Executive Assistants also represent the supervisor initiating, following up on and resolving issues pertaining to
administrative requests.

For more information related to the work of our office in Mexico, please visit our website: UNICEF Mexico, or read
our Informe Anual 2024 UNICEF México: acciones por la infancia | UNICEF.

Key End Results

COMMUNICATIONS SUPPORT:

On behalf of supervisor, manage incoming and outgoing correspondence, e-mails and telephone calls.

e Communicate sensitive information to higher level managers.

e Provide routine information pertaining to the work of the division/office.
e Draft responses to written inquiries on routine questions.

e Coordinate responses to sensitive inquiries.

e Prepare briefing materials for official trips or meetings.

Follow up on established deadlines and ensuring timely submissions by staff on reports, correspondence
and other documents.

ADMINISTRATIVE SUPPORT:
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e Maintain the supervisor’s calendar and arrange meetings.

e Organize official travel on behalf of supervisor.

e Prepare documentation for the supervisor’s signature reviewing for style, factual and grammatical
accuracy.

OPERATIONS SUPPORT:

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

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

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

Requirements

Education:
e Completion of secondary education is required, preferably supplemented by technical or university
courses related to the field of work.

Work Experience:
e A minimum of five years of executive support or administrative work is required.
o Three (3) years and an additional two (2) years of experience may be substituted for candidates
holding a bachelor's and master's degree, respectively.

e Experience working directly with senior management of an international or multinational organization is
required.

e Experience working with the UN will be considered a strong asset, especially if working directly with
representatives or country coordinators.

e Previous experience with SAP (VISION) or similar ERPs, desirable.

e Relevant experience at country level, particularly in development, fragile settings and humanitarian
contexts is desirable.

Language:
e Fluency in Spanish is required.

e An intermediate level of English is required. Fluency in English will be an asset.

Desirable technical knowledge and skills:

Core values of care, respect, integrity, trust, accountability and sustainability (CRITAS).
UNICEF competencies required for this post are:
(1) Builds and maintains partnerships (2) Demonstrates self-awareness and ethical awareness (3) Drive to achieve

results for impact (4) Innovates and embraces change (5) Manages ambiguity and complexity (6) Thinks and acts
strategically (7) Works collaboratively with others.
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UNICEF is committed to diversity and inclusion within its workforce, and encourages all candidates, irrespective
of gender, nationality, religious and ethnic backgrounds, including persons living with disabilities, to apply to
become a part of the organization.

We offer a wide range of benefits to our staff, including paid parental leave, breastfeeding breaks, and reasonable
accommodation for persons with disabilities. UNICEF strongly encourages the use of flexible working
arrangements.

UNICEF has a zero-tolerance policy on conduct incompatible with the aims and objectives of the United Nations
and UNICEF, including sexual exploitation and abuse, sexual harassment, abuse of authority, and discrimination.
UNICEF also adheres to strict child safeguarding principles. All selected candidates will be expected to adhere to
these standards and principles and will therefore undergo rigorous reference and background checks. Background
checks will include verification of academic credential(s) and employment history. Selected candidates may be
required to provide additional information to conduct a background check.
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