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SPECIFIC JOB DESCRIPTION

1. Post Information

POST NUMBER/ CASE NUMBER: CATEGORY: IP and NO

POST/CASE NUMBER OF SUPERVISOR: People PROPOSED LEVEL: P2/NOB

and Culture Specialist/Manager/Chief JOB TITLE: People and Culture Officer - Payroll
REASON FOR CLASSIFICATION: Revised and Offboarding

Responsibilities Functional Code: HRE

REGION/DIVISION: ICSC CCOG Code: 1A06

COUNTRY: Hungary

DUTY STATION: Budapest
OFFICE: GSSC

SECTION: Payroll and Offboarding

II. Strategic Office Context and Purpose for the job

Strategic office context:

UNICEF's Global Shared Services Centre (GSSC) provides services to UNICEF offices around the
world in the areas of Finance, Master Data Management, Human Resources Administration, Payroll
and Offboarding, and Customer Care.

Our mission is to be a Centre of Excellence for the global delivery of efficient services within a
culture of customer service, continuous business improvement, knowledge-sharing and innovation
to support the effective achievement of UNICEF's program results worldwide.

The GSSC Payroll and Offboarding Section delivers high-quality, responsive, timely, and equitable
payroll and offboarding services for UNICEF offices, including the administration of staff
entitlements and benefits, as well as separation-related processes and support.

Purpose for the job:

The Payroll and Offboarding Officer ensures the accurate, timely, and compliant administration of
payroll and P&C processes while safeguarding equity and consistency in the application of
UN/UNICEF regulations and rules. The role is accountable for end-to-end payroll operations—
including simulations, error resolution, off-cycle runs, retroactive adjustments, and separation
payments—as well as the interpretation and approval of HR entitlements and benefits. In addition,
the position provides expert guidance to management and staff on HR policies, supervises team
members, delivers training, and drives process improvements to enhance efficiency and service
quality. By combining technical expertise with advisory and leadership responsibilities, the Officer
contributes to operational excellence, staff engagement, and the integrity of HR administration
across the organization.




III. Key functions, accountabilities and related duties/tasks:

Payroll Management

e Responsible for payroll processing for assigned pay areas.

e Run and review payroll reports and simulations to identify errors; request and coordinate
timely corrective actions prior to the actual payroll run.

e Review posting results and determine problem areas; take corrective measures.

e  Run off-cycle payrolls as necessary.

e Verify updates of payroll-related tables/information; add, delete, or modify data as
required.

e Administer processing of retroactive adjustments.

e Verify and approve separation payments and salary advances in compliance with policy
and timelines.

e Liaise with DFAM on issues related to payroll processing.

Performance Indicators: Timely execution of payroll runs, nil financial errors, compliance with
audit recommendations, and SLA adherence (90-97%).

Separation from Service, Pension & After-Service Health Insurance Administration

e Ensure equity, transparency, and consistency in the interpretation, determination, and
administration of international and local conditions of service, terms of employment,
benefits, and allowances in accordance with UN/UNICEF regulations and rules specifically
related to Separation from Service, Pension and ASHI

e Responsible for overseeing Pension and ASHI applications for staff members to UNJSPF,
HLIS and CIGNA

e Advise management and staff on correct interpretation and application of HR policies and
procedures and provide guidance as required.

e Review and approve SAP transactions and related personnel actions.

e Ensure services are delivered to designated client groups within expected SLAs with
accuracy and high-quality standards.

e Approve critical transactions in a timely and accurate manner and ensure HR-related
transactions, entitlements, and benefits are monitored in accordance with business
processes and SLAs.

Performance Indicators: SLA compliance dashboards, timely closure of cases, nil repeat errors
after QA reviews, and 90% client satisfaction survey results.

Team Leadership

e Supervise P&C Assistants/Associates and manage team performance and development.

e Deliver supervisory support on aspects related to performance, leave, training, and
career development.

e Ensure ongoing monitoring and discussions around individual performance; support
staff development and career progression.

e Enable high levels of staff engagement and morale through continuous listening,
support, and mentoring.




Performance Indicators: Regular performance reviews, balanced workload distribution, and
positive feedback on collaboration and values.

Training & Capacity Building

e Responsible for the delivery and implementation of training related to HR entitlements,
benefits, and business processes.

e Support HR Manager/Specialist in keeping staff updated on HR rules, regulations, and
processes by delivering training and coaching the newly hired workforce.

e Advise managers/supervisors on appropriate approaches to resolve potential issues.

e Serve as a technical resource person and provide administrative guidance to staff.

Performance Indicators: Consistent training sessions for newcomers, refresher courses, and
at least 2-3 webinars for capacity building and knowledge sharing.

Process Improvement & Projects

e Provide input to identify process bottlenecks; develop requests for system enhancements
and participate in testing revised processes.

e Implementation of projects across Payroll and Offboarding Section; work closely with
Subject Matter Experts, Quality Assurance, and other support functions to streamline and
innovate processes.

e Conduct analysis of staffing patterns and office needs; participate in management
meetings affecting HR planning and management.

¢ Manage orientation and briefing for newly arrived staff.

Performance Indicators: Participation in 3-4 projects, contribution to automation initiatives,
and achieving at least 5% efficiency gains.

Data Analysis & Reporting

e Monitor and analyze SLA compliance and case aging through performance dashboards;
identify trends and areas for improvement.

e Conduct root-cause analysis of quality assurance findings and implement corrective
actions to minimize repeat errors.

e Forecast workload and resource requirements based on historical data and seasonal
trends; escalating potential capacity issues proactively.

e Prepare and review reports on payroll accuracy, HR transactions, and team performance
to ensure compliance and efficiency.

e Provide data-driven insights to support decision-making, process improvements, and
strategic planning.

e Collaborate with stakeholders to share analytical findings and recommend solutions for
enhancing operational effectiveness.

Performance Indicators: Timely and accurate reporting, demonstrated use of data for
decision-making, reduction in SLA breaches, and measurable efficiency gains (e.g., 5%
improvement through automation initiatives).

Other Duties

e Review and respond to queries from staff, Country Offices, Regional Offices, and HQ
divisions on payroll and HR matters.




Assist and carry out any other tasks assigned by the Chief of Payroll.

Performance Indicators: Timely resolution of escalated cases, proactive engagement with
stakeholders, and demonstrated technical competence.

IV. Impact of Results

The effectiveness of the Payroll and Offboarding Officer directly influences the accuracy and

timeliness of payroll processing, the integrity of HR transactions, and the overall employee

experience during critical lifecycle events such as separation. High-quality performance ensures:

Financial Accuracy and Compliance: Payroll and entitlements are processed correctly and
on time, minimizing financial risk, audit findings, and reputational exposure for the
organization.

Operational Efficiency: Timely resolution of errors, proactive process improvements, and
adherence to SLAs to enhance service delivery and reduce bottlenecks across HR operations.
Policy Integrity and Equity: Consistent interpretation and application of UN/UNICEF
regulations to safeguard fairness and transparency in conditions of service, benefits, and
allowances.

Employee Trust and Engagement: Accurate pay, responsive query handling, and
empathetic offboarding foster confidence in HR services and contribute to staff morale.
Capacity Building and Knowledge Transfer: Training and mentoring strengthen team
capability and ensure continuity of high standards in HR administration.

Strategic Contribution: Insights from payroll and staffing analysis inform management
decisions, supporting workforce planning and organizational effectiveness.

Failure to deliver these results could lead to payroll inaccuracies, compliance breaches, employee

dissatisfaction, and operational inefficiencies, impacting the credibility and performance of the HR

function.




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

i) Core Values

e Care

e Respect
e Integrity
e Trust

e Accountability
e Sustainability

i) Core Competencies (For Staff with Supervisory Responsibilities)

e Nurtures, Leads and Manages People (1)

e Demonstrates Self Awareness and Ethical Awareness (2)
e  Works Collaboratively with others (2)

e Builds and Maintains Partnerships (2)

e Innovates and Embraces Change (2)

e Thinks and Acts Strategically (2)

e Drive to achieve impactful results (2)

¢ Manages ambiguity and complexity (2)

VI. Recruitment Qualifications

A university degree in Human Resources, Business

Education: Administration, Finance or a relevant area is required
A minimum of 2 years of relevant work experience in payroll,
Experience: human resources, benefits and entitlements or other related

fields is desired.

Demonstrable experience in delivering strong
Payroll&Offboarding solution with strong client focus is required.
Work experience in Global Shared/Business Services/Business
Support center is desirable.

Supervisory experience in leading, developing and maintaining
high performing team is desired.

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.

VII. Child Safeguarding




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

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?:

No

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?:

No

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

No




