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(GENERIC) JOB PROFILE 

 
 

 

I. Post Information 
 
Job Title: Chief of Planning and Monitoring 
Supervisor Title/ Level: Deputy Representative (Programmes)  
Organizational Unit: Programme 
Post Location: Freetown, Sierra Leone 

Job Level: P4 
Job Profile No.: 112427 
CCOG Code: 1A02f 
Functional Code: RPM 
Job Classification Level: Level 4 

 

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 programmes, in advocacy and in operations. UNICEF works to ensure all children have an 
opportunity to survive, thrive, develop and reach their full potential, without discrimination, bias or favoritism.  
 

For decades, UNICEF has played a crucial role in the collection, analysis, dissemination and use of data about 
children. UNICEF supports governments to effectively use data to inform investment decisions, policies and 
programmes, as well as to strengthen national data collection and analysis systems. UNICEF plays a key role in 
developing,  
testing and disseminating new data-related tools and methodologies and UNICEF’s own databases and data analysis 
inform policy dialogue, advocacy and campaigning at country, regional and global levels. 
 

UNICEF has played a critical role in producing reliable estimates for child-related indicators, as well as providing 
evidence-based analysis for policy making and planning. 
 
Job Organizational Context  
 
Strategic Office Context: 
UNICEF’s Situation Analysis of Children and Adolescents in Sierra Leone of 2024 describes Sierra Leone is a low-
income West African country with an estimated population of about 8.4 million people, including nearly 4 million 
children. The country has one of the youngest populations in the world, with a median age of around 19 years and 
almost half of the population under 18 years of age. Despite more than two decades of peace and important progress 
in health, education and child survival, Sierra Leone continues to face significant challenges, including widespread 
child poverty, food insecurity, limited social protection, high adolescent pregnancy and child marriage rates, 
vulnerability to climate change, and unequal access to quality basic services. UNICEF highlights that children and 
adolescents are at the centre of the country’s development prospects, making investments in human capital critical 
for achieving sustainable development. Sierra Leone is a low income country and ranking 185 out of 193 countries 
on the Human Development Index (UNDP) and 152 out of 172 countries on the Gender Equality Index (UNDP), the 
country has a population.   
 
Purpose for the Job: 
Chief Planning and Monitoring is accountable for providing coordination and guidance to the UNICEF Sierra Leone 
programme sections and field office on programme planning, implementation monitoring and reporting, including 
oversight for the Knowledge Management (KM) and HACT adherence.  
UNICEF has a strong role as a knowledge leader, convener, and advocate for children’s rights through sound data 
(household surveys, MICS, DHS and sector routine administrative data), evidence and knowledge management. 
Strengthening the link between data driven programming and real time monitoring enables continuous learning and 
better realignment of programme priorities during implementation; and timely, updated availability of accurate 
analytics (Situation Analysis, In-depth Secondary Data Analysis, Infographics) on the deprivations affecting children 
and enhance evidence-based policies, strategic programming, leveraging partnerships and adequate resource 
allocation for greater impact on children.  
 

 



III. Key Functions, Accountabilities and Related Duties/Tasks  

 

Summary of Key Results-based Functions/Accountabilities 
1.   Programme Planning and Reporting  
2.   Programme Monitoring 
3.   Programme Assurance 
4.   Budget and Contribution Monitoring 
5.   Results-Based Management (RBM) Capacity Development and Quality Assurance 
6.   Coordination and Networking 
 

1.   Programme Planning and Reporting  
Ensure that the Country Office and national partners develop an equality and equity-focused results- based 
and measurable Country Programme that provides the basis for implementation, performance monitoring 
and reporting. 

• Provide support to the Deputy Representative and leads in preparation, review and analysis of strategic 
programme planning documentation, including the overall Country Programme Document (CPD) and cycle and 
leads the office in mid/end year reviews and reporting. 

• Drawing on monitoring and analysis of key programme performance indicators, provide professional inputs to 
management reports including the COAR, as well as reporting on SMQs and KPIs and RAM, among others. 

• Coordinate and guides the preparation of equality and equity-focused, results-based, risk-informed programming, 
guides and oversees rolling plans and leads review exercises of the same. 

• Oversee, provides guidance and technical support and supervise staff responsible for establishing quality 
assurance mechanisms related to improved planning and effective use of planning tools in field offices and 
programme sections in line with the results-based management principles and standards. 

• Conduct periodic programme reviews internal as well as with government counterparts and other partners. 

• Identifies problems or alternative courses of action to accelerate/improve programme delivery. 

• Oversee the regular conduct of the Programme Coordination Meetings, with one monthly meeting – one on KPIs 
and one on thematic issues. Follow up with individual sections as per need. 

• Contribute to UNICEF’s participation in United Nations (UNSDCF, One UN) processes, including coordination of 
Pillars when required, planning and reporting, which is led or contributed by UNICEF, ensuring adequate input on 
the improvement of the well-being of children and women. 

•  

2. Programme Monitoring 
Ensure that the Country Office has quality information to assess progress towards expected results 
established in annual work plans. 

• Oversee, provide guidance and technical support and supervise staff responsible for establishing programme 
monitoring mechanisms including mid-year and annual reviews, mid-term reviews, strategic moments of 
reflection, ensuring identification of progress and encounter of bottlenecks to be addressed by the programme 
sections and field offices. 

• Oversee and provide technical guidance on setting up programme monitoring systems/tools using digital 
platforms and oversee their further development. This includes field-monitoring, third-party monitoring (TPM), 
supply end user monitoring (SEUM), emergency performance monitoring and community-based monitoring. 

• Oversee the implementation performance of the programme monitoring system and regularly adjust standard 
operating procedures to ensure optimal monitoring results. 

• Oversee and coordinate UNICEF’s reporting and programme results reporting against the UNSDCF and 
participate in the M&E group, and PMT(as alternate for the Deputy Representative). 
 

3. Programme Assurance 
Ensure that the Country Office is HACT and e-tools compliant. 

• Oversee, provide guidance and technical support and supervise staff responsible for HACT compliance, ensuring 
the development of assurance plans, as well as regular monitoring of and reporting on HACT compliance. 

• Provide leadership in risk management and HACT implementation and effective use of e-tools. 

• Guide the continued roll-out of HACT, including the training of staff and implementing partners, and continued 
support on issues of operational efficiency and risk management. 

• Facilitate the learning of lessons for improved programme implementation from HACT programmatic checks, 
micro assessments and other reviews. 

• Facilitate, monitor and support management of partnerships with civil society organizations. 

• Oversee the HACT Specialist’s role as Secretary to the Programme Review Committee (PRC) led by the Deputy 
Representative, and ensure high quality programme Documents (PD) and correct processes as well as oversee 
the correct use and input in eTools of relevant data and information. 



 

4. Budget and Contribution Monitoring 
Ensure that the Country Office budget is monitored in line with results-based budgeting principles and 
standards and that grants are reported on and used in line with donor commitments. 

• In close coordination with Deputy Representative Programme, provide guidance to staff responsible for funds 
management (the Budget Specialist reports directly to the Deputy Representative).   

• The Chief P&M will contribute, together with the Budget Specialist, to strengthen increased focus on results-
based budgeting and spending, and monitoring of spending against results;  it includes regular interaction with 
section chiefs and chiefs of field offices on various aspects of fund management, contribute to determining the 
resource envelope for the various programmes, and overseeing that the office achieves all the global indicators 
related to funds management;  

• It will also include linking expenditures to programmes by systematic use of coding expenditures (in VISION and 
FIORI),  in line with results-based budgeting principles. 

• Ensure that the work breakdown structure in VISION is correctly input and adhered to thereafter, and that 
programme coding and all special markers and reporting in VISION are properly done and updated. 

• Ensure that UNICEF’s dashboard system of performance management and reporting is well understood, 
updated and applied across the office. 

• Provide quality assurance on grants management including ensuring that donor funding is spent in line with 
commitments; full utilization including facilitation of no-cost extensions for grants and fund reversals. 

• Ensuring that donor reports are submitted with high quality and in due time. 
 

5. Results-Based Management (RBM) Capacity Development and Quality Assurance 
Ensure that the planning, monitoring and evaluation capacities of Country Office staff and national partners – 
government and civil society – are strengthened, enabling them to increasingly engage in and lead planning, 
monitoring and evaluation processes. 

• Promote the awareness and understanding of the shared responsibility of RBM among all staff members 
through communication, training, learning and development activities organization-wide. 

• Oversee the quality review of donor proposals and reports, as well as draft PCAs, from an RBM perspective. 

• In close collaboration with partners, ensure that RBM capacity development approach for UNICEF/UN staff 
national partners and institutions is developed, implemented and update. 

• Actively seek partnerships with knowledge institutions, including other UN agencies, for the identification of 
capacity gaps and development of strategies to address them. 

•  

6. Coordination and Networking 
Ensure that the UNICEF office is effectively linked to wider UNICEF M&E developments in a way that both 
contributes to and benefits from organizational learning on effective M&E management. 

• Collaborate with Regional PME Advisers and relevant Offices at HQ for overall coordination of priority planning 
and monitoring activities, especially those of regional scope requiring the coordinated effort of multiple 
countries. 

• Partner with the Regional PME Advisers to ensure that current and accurate PME data and results are included 
in regional reports, multi-country studies, and knowledge sharing networks. 

• Undertake lessons-learned reviews on successful and unsuccessful PME practices and experiences at the 
national level, and ensure they are shared as appropriate.  Similarly, pay attention to PME knowledge networks 
to identify innovations and lessons learned that may be relevant for the CO and partners to improve their PME 
function. 
 

 

IV. Impact of Results  

Key deliverables will have an impact on UNICEF's capacity to achieve results for children and adolescents in Sierra 
Leone by strengthening the available evidence to improve children’s wellbeing. This includes consolidation of existing 
information and also working to fill key evidence gaps through coordination of compilation and analysis of related data 
across a variety of sources and promotion of the effective use of data as well as the reproducibility and scalability of 
analytics, including in coordination with Social Policy section. 
 
Key functional results areas are: 

1. Data, Analytics, Child Rights Monitoring Planning – The Country Office and national partners have a well-
prioritised and realistic plan of Data Collection and Analysis, Information Management System, monitoring and 
evaluation activities that provides all the relevant and strategic information needed to manage the Country 
Programme. 

2. Situation Monitoring and Assessment - The Country Office and national partners have timely and accurate 



measurements of change in conditions of children, women, and their families in the country at national 
subnational levels; and this information is available to facilitate planning and measure programme impact, 
including situation analysis.  

3. Programme Performance Monitoring - The planning function of the Country Office has quality information to 
assess progress towards expected annual and multi-year results.  

4. Monitoring and Evaluation Capacity Building - The monitoring and results-based management capacities of 
Country Office staff and national partners – government and civil society – meet the expectations and 
requirements of their positions and responsibilities.  

5. Coordination and Networking - The UNICEF office is linked to wider UNICEF M&E developments within UN, 
Government and Statistics Development Partners Group in way that both contributes to and benefits from 
organizational learning on effective M&E management. 

 

 

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 (2)  
▪ Works Collaboratively with others (2)  
▪ Builds and Maintains Partnerships (2)  
▪ Innovates and Embraces Change (2)  
▪ Thinks and Acts Strategically (2)  
▪ Drive to achieve impactful results (2)  
▪ Manages ambiguity and complexity (2)  

 

 
VI. Recruitment Qualifications 
 
 
Education: 

Advanced University Degree in Social Sciences, Development, Programme Planning, 
Public Administration, Statistics, Demography  or other related area. 
 

Required skills and 
experience: 

Required Experience: 

• At least eight years of relevant professional experience at national and international 
levels in programme planning, budget oversight, monitoring and evaluation. Practical 
experience in monitoring large programmes. Previous experience as Chief P&M or 
PME is a requirement. 

• Strong programme planning skills and experience in monitoring of programmes. 

• Experience in managing a team and coordinating across sectors. 

• Knowledge of qualitative and quantitative data collection and analysis tools, 
approaches, and methods to formulate monitoring strategies. 

• Knowledge of household survey methodologies to design household surveys and 
provide technical support to Statistics Sierra Leone, Line Ministries and District 
Information Management Unit which implement household surveys, and with focus 
on monitoring children's well-being. 

• Solid knowledge of applied theories of change, results frameworks and performance 
indicators to guide the planning of programmes that can be effectively monitored and 
evaluated. 

• Knowledge of existing statistical measurement frameworks, classifications, and 
standards in collecting and compiling sectoral, cross sectoral indicator data to assess 
the quality and suitability of data for different types of analysis. 

• Proven experience in planning, design, organization or coordination of nationwide 
household surveys (MICS, DHS, Nutrition Surveys, other national surveys). 



 
Desirable: 

• Strong interpersonal and communication skills and collegial approach to working with 
others, both with colleagues and external partners. 

• At least one instance of exposure to emergency programming, including 
preparedness will be desirable. 

• Knowledge of AI techniques and platforms and use of these in programme planning 
and monitoring, as well as knowledge management (KM). 

• Sector specific or cross-sector specific programme experience. 

• Experience in managing evaluations. 

 
Language Requirements: 

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

 
 

 
VIII. Child Safeguarding (Refer to Guidance on Elevated Risk Roles) 
 

Is this position considered as “elevated risk role” from a child safeguarding 
perspective?*  

No 

Direct contact role:*  
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? *:  
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.:  

Yes, only 
occasionally. 

Child data role:  
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)? *:  
If yes, please indicate the number of hours/months of manipulating or transmitting 
personal-identifiable information of children (names, national id, location data, or 
photos)?:  

No. 

The selected candidate for this position will be required to engage with vulnerable children*:  Yes, only 
occasionally. 

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)? *: 

No. 

Assessed risk role: Low risk. 

 

https://unicef.sharepoint.com/sites/portals/RF/Regulatory%20Framework%20Library/126450_UNICEF%20Policy%20on%20Safeguarding.pdf

