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Organizational Context: The Private Fundraising and Partnerships (PFP) Division is responsible for mobilizing financial

resources and strategic partnerships to support UNICEF's global programmes and
operations. Within PFP, the Budget and Analysis Unit (BAU) provides financial management,
operational support and oversight for a range of financing mechanisms and facilitates timely
and effective allocation of resources to Country Offices, National Committees and other
implementing entities. These mechanisms include the Investment Fund (IF), Bridge Financing,
Dynamo Funds, Innovation Funds and other corporate financing instruments that support
resource mobilization and fundraising.

The Finance Associate is based within the Budget ad Analysis Unit (BAU) and under the
Business Analyst (P-3) — Investments, who provides strategic oversight and coordination of
the investment portfolio. The incumbent works closely with the Finance Manager (P-4), the
Financial Reporting Unit (FRU), DFAM Treasury, Country Offices, Regional Offices, National
Committees, PFP business units and other Headquarters stakeholders to ensure the
accurate, timely and compliant execution of investment-related financial transactions,
monitoring, reporting and financial operations. The position plays a key operational role in
supporting the effective administration of PFP financing mechanisms and contributes to
efficient financial management and informed decision-making across the organization.

Purpose of the Job: The Finance Associate provides specialized operational and technical support for the
administration of PFP financing mechanisms, including Investment Funds, Bridge Financing,
Dynamo Funds and other related financial instruments. The position supports the efficient
execution of financial transactions, financial monitoring, reporting, reconciliations and
treasury coordination to ensure the timely, accurate and compliant management of
investment resources.

The incumbent is accountable for maintaining the integrity of financial data, supporting
investment fund operations, ensuring compliance with UNICEF financial policies and
procedures, and delivering high-quality operational support to Headquarters divisions,
Country Offices, Regional Offices, National Committees and other stakeholders. Through
effective financial administration and coordination, the position contributes to sound financial
management, informed decision-making and the efficient implementation of PFP financing
mechanisms.



Key functions, accountabilities and
related duties/tasks:

Impact of Results:

Capabilities required:

1. Supports the administration and operational management of PFP financing mechanisms.
« Coordinates and processes financial transactions related to Investment Funds (IF), Bridge
Financing, Dynamo Funds, Innovation Funds and other PFP financing mechanisms.

* Processes allocations, refunds, advances, net-offs and other funding transactions in
accordance with UNICEF financial policies and procedures.

* Maintains accurate financial records and supporting documentation for all transactions.

« Monitors the status of financial transactions and follows outstanding actions to ensure
timely completion.

« Ensures compliance with applicable financial regulations.

2. Supports financial monitoring, reporting and analysis.

+ Maintains financial monitoring tools and reconciles commitments, expenditures and fund
balances.

* Reviews financial data to identify discrepancies and supports timely resolution of financial
issues.

* Prepares recurring and ad hoc financial reports, analyses and management information
related to investment mechanisms.

« Supports quarterly and year-end financial reporting exercises, including the preparation of
supporting schedules and reconciliations.

« Assists in monitoring budget utilization and fund performance to support operational
decision-making

3. Provides financial systems and accounting support.

* Supports the processing and validation of financial transactions in VISION, CORE and other
corporate financial systems.

« Assists in month-end and year-end financial closure activities

+ Coordinates with Financial Reporting Unit (FRU), Treasury and other finance stakeholders to
resolve accounting and transaction-related issues.

* Ensures financial data integrity through timely reconciliations and system validations.

* Supports implementation of financial procedures and internal control requirements.

4. Coordinates treasury activities and stakeholder support.

« Consolidates and coordinates payment requests and related transactions.

» Liaises with DFAM Treasury, Headquarters divisions, Country Offices, Regional Offices and
National Committees to facilitate timely financial processing.

* Responds to finance-related enquiries and provides guidance on financial procedures and
transaction status.

« Builds effective working relationships with internal stakeholders to ensure efficient delivery
of financial services.

« Supports communication and coordination across finance functions to facilitate effective
operational management.

5. Ad-hoc support and assignments
* Performs other finance-related duties and ad-hoc assignments as required to support the
objectives of the unit and further PFP — Finance.

The accuracy, quality and timeliness of the Finance Associate’s work directly contribute to the
effective administration of PFP financing mechanisms and the efficient management of
financial resources. By ensuring compliant financial transactions, reliable financial monitoring,
accurate reporting and responsive operational support, the incumbent strengthens financial
accountability, facilitates informed decision-making and enhances service delivery to
Headquarters divisions, Country Offices, Regional Offices and National Committees. This, in
turn, supports the timely availability and optimal utilization of resources, enabling UNICEF
PFP to effectively utilize investments and advance its strategic objectives for children.

1. Project Management (3)

« Create project plans, objectives and deliverables

* Track and organize resources like time, budget, and team efforts
« Identify and report potential risks for further guidance



Competencies and level of
proficiency required:

Recruitment Qualifications:

2. Collaboration (3)

« Navigate organizational dynamics and adapt behavior to respond to different situations

+ Choose appropriate words, tone and tailors' messages respectfully and persuasively to suit
different audiences

* Write clear, concise and well-structured reports and documents using appropriate
language

* Pay close attention to what others are saying, asking questions for clarification

* Present ideas and information clearly in front of groups

3. Problem Solving (3)

* Analyze data, identify trends, patterns and anomalies

* Evaluate information, analyze problems, identify underlying causes and risks

* Summarize and communicate findings, focusing on actionable insights to support
decision-making

» Make decisions in time-sensitive situations, even with incomplete information

* Assess the potential impact of solutions (costs, benefits and risks)

4. Digital Dexterity (3)

« Utilize Al-powered tools and platforms to automate data analysis

* Apply prompts to improve the quality of reports and data, ensuring alignment with internal
regulations and policies

* Use specialist technology business systems and software

* Analyze and summarize data from various business systems to generate reports and
insights

Core Values

* Care

* Respect

* Integrity

* Trust

« Accountability
* Sustainability

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)

* Drives to Achieve Impactful Results (1)

* Manages Ambiguity and Complexity (1)

Education:
Completion of Secondary education is required. Professional and/or university courses
related to the field of work are highly desirable.

Experience:

A minimum of six years of practical work experience in finance, accounting, financial
management, financial operations, budget management, or investment fund administration
is required.

The following experience and skills are required:

* Experience in processing and monitoring financial transactions using ERP systems (e.g. SAP
VISION or similar financial management systems).

* Experience in financial reconciliations, account analysis and maintaining accurate financial
records.

« Experience in monitoring budgets, commitments, expenditures and fund utilization.

« Experience in preparing financial reports, reconciliations, management information and
supporting financial analyses.

« Strong analytical skills with experience interpreting financial data, identifying discrepancies



Is this role a Representative,
Deputy Representative, Chief of
Field Office, the most senior Child
Protection role in the office, Child
Safeguarding Focal Point, or
Investigator (OIAI)?:

Is this post a Direct contact role in
which incumbent will be in contact
with children either face-to-face, or
by remote communication, but the
communication will not be
moderated and relayed by another
person?:

Is this post a Child Data role in
which incumbent will be
manipulating or transmitting
personal-identifiable information
on children such as names,
national ID, location data, or
photos)?:

The selected candidate for this
position will be required to engage
with vulnerable children:

Competencies and level of
proficiency required:

Recruitment Qualifications:

Attachments:

and supporting their resolution.

+ Advanced proficiency in Microsoft Excel, including data analysis, reporting and financial
modelling.

« Experience coordinating with multiple stakeholders and providing operational finance
support in a client-oriented environment.

* Strong organizational skills with the ability to manage multiple priorities, work under
pressure and meet tight deadlines while maintaining a high level of accuracy.

» Demonstrated knowledge of financial controls, internal procedures and compliance
requirements.

The following experience is an asset:

« Experience supporting investment funds, or other financing mechanisms.

* Experience using Power Bl or other business intelligence and reporting tools.

* Experience working with IPSAS or other international public sector accounting standards.
* Experience working within UNICEF, the United Nations system or another international
organization.

+ Knowledge of UNICEF financial policies, procedures and corporate systems.

Language Requirements:

Fluency in English is required. Knowledge of another official UN language (Arabic, Chinese,
French, Russian or Spanish) or local language of the duty station is considered an asset.
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