UNITED NATIONS CHILDREN’S FUND
SPECIFIC JOB PROFILE (SJP)

l. Post Information

Job Title: Administrative Specialist Job Profile No : TBC

Post number: 132859 Functional Code: ADM JOB
Supervisor Title/ Level: Admin and Finance Classification: Level 3
Manager, P4

Organizational Unit: Operation
Post Location: Kabul, Afghanistan
Country Office

Il. 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. 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: As the specialist of administrative management services in the
Afghanistan Country Office, will be accountable for provision of managerial leadership and
policy guidance for achievement of effective administrative service management and staff
capacity development. Collaborate with Operations management efficient administrative
operations in support of the Office and country programmes. Ensures the office’s administrative
operations and services are effectively in compliance with the organization's administrative
policy, procedures, rules and regulations, while maintaining the quality operations in complex
and high-volume context, supporting the Country Office based in Kabul and 13 zonal offices
across the country.

Working under the direct supervision of the Admin and Finance Manager, the Specialist will
lead the day to day management of the following service lines, have 3 direct reports, and overall
responsible for the management of a wider team of 31 staff members




lll. Key function, accountabilities and related duties/tasks

KEY END-RESULTS

Appropriate and consistent interpretation and application of administrative policy and
procedures are timely implemented to support operations at the country and sub-country
levels.

The budget preparation and implementation are properly administered, monitored and
controlled in the area of administrative management and services.

Supervision and leadership in management and operations of delivery and improvement
in administrative support services are timely and effectively provided, and security
arrangements are well established for enhanced safety and security.

Property management of administrative supplies, office equipment, vehicles and other
properties is effectively performed.

Oversees the strategic management of UNICEF guest houses across Afghanistan,
ensuring full compliance with safety, financial, and operational policies and standards.

Provides strategic oversight of travel, fleet, and protocol services, ensuring efficient, safe,
and cost-effective arrangements across all duty stations. Maintains compliance with
UNICEF policies while delivering timely, high-quality services that support mission
success and organizational standards.

All administrative transactions and arrangements of contracts satisfy the requirements as
stipulated and are in compliance with the applicable policies, procedures, rules and
regulations.

Staff capacity is enhanced through organized staff learning/development programmes in
the area of administrative management and services.

Effective working relations are maintained with other agencies, local authorities and
implementing partners.

Any other assigned administrative management responsibilities and services are
effectively carried out and delivered.

KEY ACCOUNTABILITIES and DUTIES & TASKS

Within the delegated authority and under the given organizational set-up, the incumbent may be
assigned the primarily, shared, or contributory accountabilities for all or part of the following areas
of major duties and key end-results.

1.

Policy, procedures and strategies

As technical specialist and manager, accountable for the correct and consistent
application of policies and procedures in the management of administrative functions
through the provision of technical leadership, guidance and support to the country office
and sub-offices where applicable.

Contributes to global, regional and country strategic planning and policy




changes/formulation on administrative matters as necessary. Provides technical input to
the establishment of administrative guidelines in close coordination with the head of
office, Chief of Operations and DFAM.

Advises the head of the office and updates staff on administrative policies, procedures
rules and regulations, providing technical advice, guidelines and administrative support.
Implements the appropriate application and interpretation of administrative rules,
regulations, policies and procedures. Briefs and assists arriving and departing staff on
administrative procedures and requirements.

Liaises with the Regional Office and HQ Divisions to support policy reform in the area of
administrative service management; advises on the applicability of new policy directives
at the country level. Makes viable recommendations on the improvement of systems and
internal controls, and resolution of sensitive issues, taking into account the prevailing
conditions in the locality.

Keeps the supervisor abreast of potential problem areas, and identifies and recommends
solutions. Prepares reports on administrative matters.

Provides administrative support and services to country and sub-country offices where
applicable, including preparation and funding of service contracts, preparations of PGMs
for all administrative supplies. Undertakes missions to field locations to review
administrative arrangements and makes appropriate recommendations as required.

Budget management

Monitors the budget in close coordination with the Chief of Operations to ensure that
objectives stipulated early in the fiscal year are realized for smooth operation of the
country office/sub offices, where applicable.

Recommends and prepares estimates on office premises, supplies and equipment
requirements for budget preparation purposes. Assists zone offices in the establishment
and maintenance of administrative services. Prepares monitors and controls the
administrative budget.

Administrative support and services

Ensures timely and effective delivery and improvement in administrative support and
office services for enhanced quality, efficiency and cost effectiveness, including space
management, transport services, vehicle use and maintenance, equipment, conference
and travel arrangements, document reproduction, communications, mail and delivery
services, local procurement and bill payments of utilities.

Ensures the timely and cost-effective provision of basic offices services including space
management, equipment, communications and security to enhance staff safety and
productivity.

Supports the Inter-Agency Operations Management Team's approaches for enhancing
UN common services to attain efficiencies and effectiveness.

Leads the Office’s Administrative Operations and Services in Premises Management
covering the Country Office and 13 Field Offices and Outposts across Afghanistan
ensuring timely/efficient management of commercial leases and MOUs with other
agencies for office space and guesthouses.

Negotiates and supervises matters relating to office premises, utilities and services with
vendors /agencies

Property management

Manages properties of administrative supplies, office equipment and vehicles, updating
inventory of items, serving as ex-officio member to the Property Survey Board and




ensuring follow-up action.

Prepares Property Survey Board submissions for the Senior Operations Officer; prepares
minutes of meetings and assists the Senior Operations Officer in executing PSB
recommendations approved by the Head of Office.

Supervises adequate and appropriate use of supplies. Ensures that services and
maintenance of premises are in accordance with organizational standards.

Guest House Management

Leads and provides strategic and technical oversight of UNICEF's guest house
operations across Afghanistan, managing a substantial portfolio of over 250 units, in
Kabul, zonal offices and outposts. Ensures all guest house operations adhere to
UNICEF's standards for safety, cost-efficiency, accountability, and operational
excellence.

Addresses Afghanistan-specific guest house management needs, including appropriate
housing arrangements, compliance with security protocols, and logistical requirements
unique to the context.

Ensures that financial records, including income, expenditures, and annual accounts
related to guest house operations, are accurately maintained, and reported in accordance
with organizational standards.

Ensures full alignment with UNICEF’s administrative policies. Coordinates with zonal
offices to guarantee timely maintenance, utilities management, and billing processes,
while also working in close collaboration with Supply, Security, and HR teams to ensure
the efficient and smooth functioning of guest house operations across all duty stations

Travel, Fleet and Protocol Services

Leads and provides strategic oversight and technical guidance on the management of
Travel, Fleet and Protocol Services, ensuring that all arrangements for official and
entitlement travel, mission deployments, consultant visits, fleet operations including
replacement and disposal and hosting of official guests are executed with the highest
standards of professionalism, efficiency, and compliance.

Ensures that UNICEF travel, fleet and protocol policies and procedures are correctly
interpreted and consistently implemented across all duty stations. Emphasizes cost-
efficient, safe, and well-maintained fleet and transport management, operational integrity,
and timely service delivery, while upholding UNICEF’s standards of hospitality and duty
of care. Actively monitors the quality of services to ensure they reflect organizational
values and support effective mission execution.

Contract arrangement and control

Ensures that all administrative transactions and arrangements of contracts are in
compliance with the applicable policies, procedures, rules and regulations.

Reviews all contractual arrangements related to administrative support (i.e. courier,
premises maintenance, ancillary administrative support, vehicle maintenance, equipment
maintenance etc.) to ensure that the terms and conditions of all contracts are being
adhered to by providers of services. Proposes to supervisor any changes that may be
required.

Monitors payments against contractual obligations.

Staff learning and development

Develops training programmes to enhance effective performance and efficiency in admin.
services management.




= Implements staff learning and development programme activities for capacity building.
Conducts workshops for staff competency building, staff learning and development and
career development. Provides coaching and counselling to the staff on performance
enhancement/development.

9. Partnership, coordination and collaboration

» Facilitates and maintains effective working relations with other agencies, local authorities
and implementing partners relating to administrative matters for enhancement of
information exchange, collaboration, and harmonization.

= Cooperates and coordinates with other UN agency counterparts in the UN reform
initiatives (including common services and premises agenda, etc.).

= Coordinates field emergency services.

10. Perform any other duties and responsibilities assigned as required

Ensure to provide quality services to the beneficiaries in a timely and cost-effective manner in
performing additional duties and responsibilities assigned in conformance with the policy,
standards, rules and regulations.

IV. Impact of Results

The efficiency and effectiveness of administrative support and service delivery provided by the
Administrative Specialist directly impact UNICEF Afghanistan's ability to implement its country
programme and deliver results for children. High-quality administrative operations—particularly in
a complex and high-volume context like Afghanistan—are essential to sustaining a stable
operational environment, ensuring staff safety and well-being, and enabling effective programme
delivery. The work of the Administrative Specialist has a strategic and multiplier effect,
significantly enhancing operational readiness, cost-efficiency, staff welfare, and overall
programmatic success in support of UNICEF’s equity-focused mandate across the country.

Operational Excellence:

Strategic oversight and sound management of core administrative functions — including travel,
protocol, guest houses, transport, facilities, and asset management — ensure seamless
operations, allowing programme teams to focus on results for children without operational
bottlenecks.

Compliance and Risk Mitigation:

Consistent interpretation and application of UNICEF policies, rules, and regulations reduce the
risk of non-compliance, fraud, or reputational damage. Effective contract management and
adherence to procurement standards ensure value for money and mitigate financial risk.

Resource Optimization:

Prudent budget monitoring and cost-effective use of administrative resources contribute to
financial efficiency and improved service delivery, allowing UNICEF to redirect savings toward
programmatic needs.

Staff Productivity and Morale:

A well-managed work environment — including safe and functional premises, responsive guest
house services, and reliable travel support — enhances staff productivity, morale, and duty of
care, particularly in high-risk or challenging contexts.




Emergency Preparedness and Response:

The ability to rapidly mobilize and support administrative services across 13 zonal offices
strengthens UNICEF’s emergency response capacity, enabling timely and coordinated
humanitarian action.

Leadership and Capacity Building:

Effective supervision and leadership of a team of 31 administrative staff, coupled with structured
learning and development initiatives, strengthen the country office’s long-term administrative
capacity and resilience.

Partnership and Coordination:

Strong engagement with UN counterparts, government entities, vendors, and implementing
partners promotes inter-agency coordination, harmonization of services, and coherent operational
planning in line with UN reform goals.

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

i) Core Values

Care

Respect
Integrity

Trust
Accountability
Sustainability

ii) Core Competencies (For Staff with Supervisory Responsibilities) *

Nurtures, Leads and Manages People (1)

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)

or

Core Competencies (For Staff without Supervisory Responsibilities) *

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)

*The 7 core competencies are applicable to all employees. However, the competency Nurtures,
Leads and Managers people is only applicable to staff who supervise others.

VI. Recruitment Qualifications




Advanced university degree in social sciences, business

Education: management, administration, finance, or any other relevant
field of discipline.
e Five years of progressively responsible experience in
Experience: managing and overseeing a broad range of office,

guesthouse, and administrative functions.

e Experience in a UN system agency or an organization
which served in an emergency context is considered as
an asset.

e Demonstrated ability to lead a team from diverse
backgrounds is required.

e Demonstrated ability to build strong partnerships,
across internal and external stakeholders, is required.

e Excellent communication and presentation skills is
required.

e Demonstrated ability to coordinate among multiple
stakeholders, to achieve goals/results is required.

e Experience in database packages, web-based
management systems and ERP systems (preferably
SAP financial modules) is considered as an asset.

e Demonstrated contract and service delivery
management, is an asset.

Technical Competencies:

a) Specific Technical Knowledge Required

e Specialized knowledge to perform the administrative
service management functions of the job at competent
level. (UNICEF administrative, accounts/finance, HR,
budget, and supply manuals and instructions.) Security
Handbook. UNICEF Mid-Term Strategic Plan (MTSP)
as it relates to administrative service management.

b) Common Technical Knowledge Required (for the job
group)

e Principles of office management, operations
management, programme management and
administration.

e Administrative service management's goals, visions,
positions, policies, and strategies

e Information and Communication Technology
administration.

e Supply operations, logistics and purchasing
administration.

e Rights-based and Results-based management and
programming approach in UNICEF.

e UNICEF emergency programme policies, goals,
strategies, approaches and procedures.

e Gender equality and diversity awareness

c) Technical Knowledge to be Acquired/Enhanced (for the Jol

e UN policies and strategy to address issues in
harmonization of administrative service management
and operations in the common system.

e UNICEF positions about UN common approaches to




administrative service management and operations
issues.

e UN security guidelines.

e Government regulations and laws in the locality
pertinent to administrative service management and
operations.

Language Requirements:

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

VII. Signatures- Job Description Certification

Name: Dehab Mussa Signature Date
Title: Administrative Specialist
Name: Tajudeen Oyewale Signature Date

Title: Representative




