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	UNITED NATIONS CHILDREN’S FUND

Specific Job Description



	I. Post Information



	Job Title: Administrative Associate (Travel and Protocol)
Supervisor: Administrative Specialist, NOC
Organizational Unit: Travel and Protocol, Admin/Operations
Post Location : Amman, Jordan Country Office

	Job Level: G-6
Job Profile No.: 

CCOG Code: 2A12
Functional Code: ADM 
Job Classification Level: G-6



	II. Organizational Context and Purpose for the Job


	The fundamental mission of UNICEF is to promote the rights of every child, everywhere, in everything the organization does — in programs, in advocacy and in operations. The equity strategy, emphasizing the most disadvantaged and excluded children and families, translates this commitment to children’s rights into action. For UNICEF, equity means that all children have an opportunity to survive, develop and reach their full potential, without discrimination, bias or favoritism. To the degree that any child has an unequal chance in life — in its social, political, economic, civic and cultural dimensions — her or his rights are violated. There is growing evidence that investing in the health, education and protection of a society’s most disadvantaged citizens — addressing inequity — not only will give all children the opportunity to fulfill their potential but also will lead to sustained growth and stability of countries. This is why the focus on equity is so vital. It accelerates progress towards realizing the human rights of all children, which is the universal mandate of UNICEF, as outlined by the Convention on the Rights of the Child, while also supporting the equitable development of nations.

Purpose for the job: 
Under the supervision and guidance of the  Administrative Specialist, the Administrative Associate is responsible for executing a broad variety of procedural and specialized administrative tasks on Travel and Protocol for the section requiring in-depth knowledge of UNICEF administrative procedures, processes and policies. 



	III. Key functions, accountabilities and related duties/tasks 


	Summary of key functions/accountabilities: 

1. Protocol

2. Travel

3. Invoice processing

1. Protocol
· Support in submitting and following up on the issuance of visas for official travel, entry visa to Jordan, obtain residencies through Ministry of interior and work permits through Ministry of Labor when needed.
· Support in extension of staff entry visas through police stations or border department. Follow up with staff driving licenses, customs clearance, TRC and tax department.

· Support in submitting and following up the free quota entitlements for diplomatic staff and shipments customs exemptions with MoFA, customs department and Asycuda.

2. Travel 

· Supports in ensuring that timely travel and transportation support is provided as per established UN travel rules and regulations.
· As part of the Common Services, support in participating in regular market review of travel and transportation service providers to achieve cost-effective travel and logistics arrangements to meet office requirements
· Assist in briefing international and national staff on all travel related entitlements and advisories, including security and visa/immigration/vaccination 
· Prepare correspondence and reports on travel and Protocol as required by supervisor.
· Prepare and finalize the travel authorization (TA) in Vision for staff travel (duty or entitlement) and ensuring that UNICEF financial, staff rules and travel policy are being observed. 

· Determine, in coordination with the Administrative Specialist and HR, Staff Travel entitlements (e.g. field visits, official travel, home leave, family visit, medical evacuation, and education grant)
· Timely preparation for Travel Advance after verifying applicable entitlements, and follow-up with Finance Section for Payment. Generate reports and monitor the travel authorizations to ensure the compliance with travel rules and regulations.

· Responsible for handling the section records and files and provide support documents to travelers or staff when needed.
· Work closely with designated travel agencies to ensure suitable itineraries are established.  Responsible for certifying all settlements to travel agencies for official travel.
3. Invoice Processing

· Responsible for collecting invoices and filing documents for approval and, thereafter processing in VISION.

· Uploads electronic files and verifies results to destination system.

· Responds to client transaction status and other inquiries.



	IV. Impact of Results 

	The G-6 staff member is predominantly accountable for applying a broad range of specialized administrative rules and procedures in the coordination of administrative support to the team served. Efficiently initiating, monitoring and ensuring the provision of administrative services allows the professional staff of the organization to focus on substantive core work. 
Administrative Associate represents the supervisor in initiating, following up on and resolving issues pertaining to administrative requests. External contacts include counterparts in international organizations, bi-lateral and multi-lateral institutions and national governments to organize meetings, workshops and conferences. Communications involve the exchange of information across the UNICEF at the most senior levels and externally to governing body representatives. 



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



	i) Core Values 

· Care 

· Respect

· Integrity

· Trust

· Accountability
· Sustainability

ii) Core 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)




	VI. Skills


	· Training and experience using MS Word, Excel, PowerPoint and other UNICEF software such as SharePoint; knowledge of integrated management information systems required.

· In-depth knowledge of UNICEF organizational structure, administrative policies and procedures.

· Organizational, planning and prioritizing skills and abilities.

· Ability to deal patiently and tactfully with visitors.
· High sense of confidentiality, initiative and good judgment.

· Ability to work effectively with people of different national and cultural background.

· Ability to work in a team environment to achieve common goals and to provide guidance to more junior support staff.


	VII. Recruitment Qualifications



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


	Experience:
	A minimum of 6 years of relevant administrative or clerical work experience is required.
Experience in administering Travel and/or Protocol related tasks is highly desirable. 

	Language Requirements:
	Fluency in English and Arabic is required




	VIII. Child Safeguarding Risk Assessment



	Is this position considered as ‘elevated risk role’ from a child safeguarding perspective?
	
Yes  No 

If Yes, check all that apply


	Direct contact role
	
Yes  No
If yes, please indicate the number of hours/months of direct interpersonal contact with children, or work in their immediate physical proximity, with limited supervision by a more senior member of personnel.

	Child data role
	
Yes  No
If yes please indicate the number of hours/months of manipulating or transmitting personal-identifiable information of children (names, national ID, location data, photos).

	Assessed Risk Role
	
Yes  No

If yes, please indicate the number of hours/months of direct engagement with particularly vulnerable children

	Safeguarding response role
	 
Yes  No




	IX. Organizational Structure
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