
  
GENERIC JOB PROFILE 

 

I. Post Information  

 

 

Job Title:  Programme Officer  

Supervisor Title/ Level:   

Organizational  Unit:  Field  (Country ) Office  

 

Job Level:  P2/NOB  

Job Profile No :____ 

CCOG Code:  1A02  

Functional Code  : PMA  

Job Classification Level:  P2/NO B 

 

 

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, 

emphasiz ing 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 an d 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 nation s. 

 

Job orga nizational context: The (post’s title) GJP is to be used in small to medium size Country Offices 

(CO) reporting to the (post’s title), or in a large country office reporting to a higher -level professional 

(post’s title).  

 

Purpose for the job : 

Under the guidance of the supervisor, provide professional technical assistance and support for 

programme planning and implementation, data analysis, including grant and budget management, in 

close coordination with Operations  to ensure timely and quality implementatio n. 

 

 

 

III. Key function s, accountabilities and related duties/tasks  

 

Within the delegated authority and under the given organizational set -up, the incumbent may be 

assigned the primary, shared, or contributory accountabilities for all or part of the following areas of 

major duties and key end -results.  

 

 



1. Knowledge Management for Programmes  

Contribute to the country programme implementation and evolving earthquake emergency respon se 
by supporting knowledge management through providing professional assist ance in data collection 
and analysis, complete and accurate reporting.  Participate in information exchange with partners as 
well as in the development of training and orientation material by providing professional technical 
assistance. Participate in the preparation of, and making professional contribution to, the preparation 
of programme reports required for the management.  

2. Programme Development and Management  

Provide professional technical assistance in the collecting and analyzing of data and monitori ng of 

implementation of activities and grants progress. Contribute to the identification of critical intervention 

points and measures by administering a consistent and transparent monitoring system  between 

programme sections as well as other parts of the UNICEF team.  Propose adjustments/changes in work 

plans. Propose program recommendations for inclusion in formal programme documentation, and new 

approaches, methods and practices for supervisor.  

3. Grant and Budget Management / Optimum Use Of Program Funds  

Monitor programme implementation progress, grant utilization, budget performance and compliance 

with applicable UNICEF procedures and donor requirements. Monitor the allocation, disbursement and 

liquidation of programme funds, ensuring that funds are properly planned, coordinated, tracked and 

used in line with approved grants, programme budget allotments and workplans. Identify budgetary 

risks, follow up on timely expenditure and reporting, and recommend corrective actions to optimize the 

use of programme funds.  For this end, apart from the programme sections, closely collaborate with the 

Implementing Partnerships Specialist as well as the Operations team.  

4. Programme Monitoring and Evaluations  

 

Undertakes field visits to monitor and assess programme implementation and proposes required 

corrective action.  Collaborate with partners to carry out a rigorous and transparent approach to 
evaluation and participate in the major programme evaluation exercises in consultation with the 

Representative, the Operations  Officer, the Evaluation Officer and others to improve efficiency and 

quality of programme delivery. Collaborate and prepare program status reports in a timely manner, as 

required.  
 
5.  Rights -Based and Results -Based Programme Management Approach  
 
Support a rights -based programmes approach in the formulation of programme goals and objectives 

and development of strategies and implementation frameworks. Collaborate with partners and assist in 

the strengthening of quality child rights -based programmes through consistent and effective planning, 

design, implementation, monitoring and/or evaluation of programmes and projects. Contribute to 
coherence, synergy and added value to the programming planning and design processes using a 

results -based management approach to programme planning and design.   
Provide professional technical assistance in preparing viable recommendations on project 
implementation, alternative approaches, new initiatives and optimal utilization of resources that 
contribute effectively to the fulf ilment of the rights of children and women.  
 

6.  Partnership s, Coordination and Collaboration.  

Facilitate partnership and collaboration with internal and external counterparts, including those of the 
UN and national partners to improve the ability to collect and disseminate development data and 

information, exchange information on programme  status and implementation and 

movement/distribution of supplies.  Maintain close and proactive cooperation with the Operations 

Section to establish and maintain sound int ernal controls supportive of programming endeavors , and to 
coordinate financial management, grant management, supply management, procurement planning 

and accountability requirements. Work closely with Operations to ensure that programme budgets, 

fund allocations, disbursements, liquidations and related grant -management processes are properly 

coordinated, monitored and completed in accordance with programme budget allotments, donor 

requirements and UNICEF procedures.  



 

 

IV. Impact of Results  

 

1. Effective k nowledge management and UNICEF system  update s foster  information exchange 

for strengthening of programme management and activities.  

2. C ritical programme intervention s/measures identified  and recommended for management 

decision or action . Programme reports prepared as required.  

3. Programme funds, grants and budgets optimally managed and used, with timely monitoring 

of allocations, disbursements, liquidations, expenditure and donor requirements.  

4. Programme monitoring and evaluations effectively conducted  to improve programme 

performance, and programme status reports timely prepared.  

 
5. Rights -based and results -based programming approach fully incorporated into all phases of 

programme and projects processes.   

6. Effective partnership and collaboration achieved and maintained for advocacy, technical 

cooperation, programme development/management/coordination, information sharing and 

networking.  

 

 

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

 

 



i) Core Values  

 

• Care  

• Respect  

• Inte grity  

• 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) 

 

iii) Core Competencies for Staff without Supervisory Responsibilities  

 

• Demonstrates Se lf 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)  

 

 

  Technical Knowledge    

 

a)  Specific Technical Knowledge Required (for the Job)  

• Rights -based and Results -based approach and programming in UNICEF.  

• UNICEF programme policy, procedures and guidelines in the Manual.  

 

                  b) Common T echnical Knowledge Required (for the job group)   

•  Methodology of programme/project management  

• UNICEF programmatic goals, visions, positions, policies and strategies.  

• Knowledge of global human rights issues, specifically relating to children and women, and 

the current UNCEF position and approaches.  

• UNICEF policies and strategy to address on national and international issues, particularly 

relating to conflicts, natural disasters, and recovery.  

• UNICEF emergency programme policies, goals, strategies and approaches.  

•  Gender equality and diversity awareness  

 

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

• UN policies and strategy to address international humanitarian issues and the responses.  
•  UN common approaches to programmatic issues and UNICEF positions  
• UN security operations and guidelines.  

• UNSECORD training for members of Security Management Team.  

 



 

VI. Recruitment Qualifications  

 

 

Education:  
A university degree in one of the following fields is required: Social 

Sciences , International Relations, Government, Public 

Administration, Public Policy, Social Policy, Social Development, 

Community Development, or another relevant technical field.  

 

Experience:  

A minimum of two years of relevant professional work experience 

is required.  

 

Experience working in a developing country is considered as an 

asset.  

 

Background/familiarity with emergency is considered as an asset.  

Language Requirements:  Fluency in English  and Spanish  is required. Knowledge of another 

official UN language  (Arabic, Chinese, French, Russia n) is an asset.  

 

 

VII. Child Safeguarding  

 

(Please respond with Yes or No)  

 

 

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 incumbents 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 p erson?  

 

 

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  

i 

 

JOB GRADE FACTORS i 



 
P2 Grade       

• The impact of the actions affects the quality of services, efficiency of processing and delivery, 

performance of systems and teamwork in support of t he country programme. Supervise the work of 

junior staff.  

• Regularly makes recommendations on project implementation, alternative approaches, and optimal 

utilization of UNICEF resources.  

• Work requires understanding of principles and technical knowledge, skills, acquired through formal 

training at the university level.  

• Conduct research, data collection & analysis requiring analytical and conceptual thinking at a 

professional level.  

• The work requires evaluation and analysis of programme implementation, with basic professional 

technical input into programme design, implementation, evaluation, data analysis and progress 

reporting.  

• Provide briefings, training, support and/or guidance to programme team and others, requiring 

communication and presentation skills, human relations skills and teamwork.  

• The decisions and recommendations are primarily based on interpretation of rules, procedures and 

methods.  

 

The differences in the grades of jobs and positions reflect various differences, among others, in the nature an d 

scope of work, individual contribution, professional expertise required, organizational context, risks, coordination 

and networking, engagement, partners, beneficiaries, clients/stakeholders relations, impact of decisions, actions 

and consequences, and leadership roles.  


