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UNITED NATIONS CHILDREN’S FUND
People and Culture Associate G-6 (TA)


	I. Post Information


	Job Title: People and Culture Associate
Supervisor Title: People and Culture Manager P3

	Job Level: TA, G-6
Job Classification Level: G-6


	
II. Organizational Context and Purpose for the job


	UNICEF is a leading humanitarian and development agency working globally for the rights of every child. Child rights begin with safe shelter, nutrition, protection from disaster and conflict, and traverse the life cycle—from pre-natal care for healthy births, to clean water and sanitation, health care, and education. UNICEF has spent nearly 70 years working to improve the lives of children and their families. Working with and for children through adolescence and into adulthood requires a global presence whose goal is to produce results and monitor their effects. UNICEF also partners with governments, leaders, and communities to help all children realize their rights, especially the most disadvantaged.

Strategic office context: 
The Belize Country Office (BCO) works to advance UNICEF’s mandate for every child, focusing on equitable access to quality education, child protection, adolescent development, early childhood care, and emergency preparedness. The office collaborates closely with government, civil society, and regional partners to achieve results for children and young people within the framework of the Country Programme of Cooperation 2022–2026.
To deliver on these goals, the Belize CO depends on a motivated, inclusive, and high-performing workforce. The People & Culture function plays a pivotal role in cultivating such an environment, one that reflects UNICEF’s values of care, respect, integrity, trust, accountability, and sustainability.
This position, based in the Belize Country Office, will focus primarily on strengthening organizational culture, wellbeing, engagement, and staff experience. It contributes to the broader People & Culture strategy by ensuring that the BCO continues to be a place where people feel heard, supported, and connected to UNICEF’s mission.
Purpose for the job:
The People & Culture Associate (Culture Focus) serves as the key focal point for implementing initiatives that foster a positive, inclusive, and values-based workplace culture within the Belize Country Office.
The position is accountable for advancing employee engagement, wellbeing, and organizational culture efforts that enhance staff morale and reinforce UNICEF’s core values. It supports the office in translating global and regional People & Culture strategies into practical, locally relevant actions that strengthen teamwork, trust, and respect across all levels.
The incumbent ensures continuity of HR and P&C-related initiatives during the office’s transition period, supporting staff onboarding, team cohesion, and staff recognition, while coordinating with regional and global colleagues to align local actions with UNICEF’s People Strategy.


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


	HR ADMINISTRATION
Advance Staff Engagement and Wellbeing
· Coordinate office-wide engagement activities such as retreats, recognition events, and staff pulse surveys.
· Promote access to well-being resources and psychosocial support available through UNICEF’s global Wellbeing Programme.
· Track and report on staff engagement indicators and follow up on Global Staff Survey (GSS) and pulse survey action plans.
· Facilitate initiatives that encourage open dialogue, trust, and staff recognition.

Act as Process Support expert for HR Administration:
· Provide expert guidance across technical and functional HR administration areas, ensuring consistency, accuracy, and compliance with evolving policies, procedures, and operational frameworks.
· Execute strategic initiatives to enhance HR administration processes, drive innovation and efficiency across the organization.

Driving Business Process and System Improvements:
· Partner with the streams to identify continuous improvement initiatives by reviewing process inefficiencies, translating business needs into technical requirements, coordinating system enhancements, and ensuring alignment between SOPs and HR systems like SAP, TMS, and Service Gateway.
· Ensure the implementation of major system upgrades and transformations, ensuring seamless integration and minimal disruption to operations.
· Create system test scenarios, mitigate risks and undertake thorough testing for gamechanger and other enhancement initiatives.

Develop and Maintain Technical Documentation:
· Create and update detailed technical documents, including workflows, process maps, and user guides, to support effective use and understanding of HR systems and procedures in line with UN modalities.

Deliver Training and Knowledge Sharing:
· Facilitate onboarding, system training, and regular knowledge-sharing sessions to strengthen the team’s capabilities, support adaptation to new tools, and build capacity in HR administration practices.
· Evaluate training effectiveness and continuously improve training methodologies to ensure maximum impact and engagement.

Coordinate with Key Stakeholders for System Support:
· Act as the main point of contact for system-related issues, including help identifying, raising, and tracking system bugs. Collaborate with relevant technical teams and process owners to ensure timely resolution, implement fixes, and maintain smooth operations across HR systems.
· Develop and maintain strong relationships with key stakeholders, ensuring alignment and collaboration on system support initiatives.
Foster a Positive and Inclusive Organizational Culture
· Coordinate activities that promote UNICEF’s Core Values of Care, Respect, Integrity, Trust, Accountability, and Sustainability.
· Support initiatives that strengthen a respectful, inclusive, and enabling workplace culture, in line with UNICEF’s People Strategy and Diversity, Equity and Inclusion (DEI) principles.
· Facilitate office discussions, team sessions, and communications that reinforce ethical awareness, mutual respect, and collaborative behaviors consistent with UNICEF’s organizational values.
· Support implementation of ethics, inclusion, and wellbeing initiatives in collaboration with the Regional People and Culture team and the Staff Association.

	

	
IV. Impact of Results 

	The effectiveness of the People & Culture Associate (Culture Focus) directly influences the morale, engagement, and overall well-being of staff within the Belize Country Office.
By fostering a respectful and inclusive work environment, the incumbent helps strengthen organizational resilience and staff commitment, ultimately enhancing UNICEF’s capacity to deliver on its goals for children.
A cohesive, motivated, and values-driven workforce enables the Belize CO to operate efficiently, maintain high ethical standards, and deliver quality results — ensuring that UNICEF continues to be recognized as an employer of choice that lives its values every day.
The impact of the work of People and Culture Associates affects the delivery of discrete support services and is closely interrelated with the work of other members of the People and Culture team. The work performed affects not only the timely delivery of HR processes but also indirectly the delivery of the client departments/divisions’/offices’ programmes. They play a key role, as a member of the team, in providing routine and specialized information both to client’s departments and to more senior members of the - People and Culture team on HR procedures and the progress of delivery against standards and deadlines

	
V. Capabilities Required

	
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  

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, ask 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)

Digital dexterity (3)
· Utilize AI-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  

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


	
i) 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)
· Drive to achieve impactful results (1)
· Manages ambiguity and complexity (1)




	
VII. Recruitment Qualifications


	
Education:
	
Completion of bachelor’s degree, related to the field of work.

	
Experience:
	A minimum of seven (7) years of progressively responsible experience in human resources, organizational culture, staff engagement, or related administrative functions.
Experience coordinating staff engagement or wellbeing initiatives is an asset.
Prior experience with UNICEF or another UN organization is an advantage.

	
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.
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VIII. Child Safeguarding

	
This post is NOT at elevated risk for Child Safeguarding
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