UNITED NATIONS CHILDREN’S FUND
Emergency Manager P5 — Job description

JOB PROFLE NO.: XXX
CCOG CODE: 1S
FUNCTIONAL CODE: EME
JOB CLASSIFICATION _ P5

JOB TITLE: Emergency Manager

JOB LEVEL.: P5

REPORTS TO: Representative

LOCATION: Caracas, Venezuela Country Office

Humanitarian action is of fundamental importance to UNICEF and encompasses interventions aimed at
saving lives, alleviating suffering, maintaining human dignity, and protecting the rights of affected
populations wherever there are humanitarian needs, as well as interventions addressing underlying risks
and causes of vulnerability to disasters, fragility and conflict. UNICEF’s humanitarian action is guided by
the Core Commitments for Children in Humanitarian Action (CCCs) which set organizational, programmatic
and operational commitments and benchmarks against which UNICEF holds itself accountable for the
coverage, quality and equity of its humanitarian action and advocacy and which are mandatory for all
UNICEF personnel.

Furthermore, UNICEF is committed to supporting humanitarian coordination through the cluster approach.
Introduced as part of the humanitarian reform, the cluster approach, aims at ensuring clear leadership,
predictability and accountability in international responses to humanitarian emergencies by clarifying the
division of labor among organizations and better defining their roles and responsibilities within the different
sectors involved in the response. As a member of the IASC, UNICEF works with national and local
stakeholders (including national and local authorities, CSOs, and communities) to support humanitarian
coordination and to improve the collective impact of humanitarian response. Whether the cluster approach
is activated or not, UNICEF plays a key role in both global and country-level interagency coordination for
its areas of programmatic responsibility. As Cluster Lead Agency (CLA) for Nutrition, WASH, Education
(co-led), and Child Protection Area of Responsibility (AoR) within the Protection Cluster, UNICEF is
committed to fulfil the core functions defined by the IASC when the clusters are activated or when UNICEF
is asked to support sectoral coordination.

JOB ORGANIZATIONAL CONTEXT
PURPOSE OF THE JOB

Under the general supervision of the Country Office Representative, the Emergency manager P5 leads
overall country office emergency preparedness and response. Responsible for the development, planning,
implementation, monitoring and evaluation of the emergency interventions, including fund-raising for
emergency activities, to ensure the survival and well-being of children and mothers and affected
communities in emergency. Provides coordination and support for policy and programme planning and
management in UNICEF supported emergency programme.

KEY END RESULTS

1. Strategic leadership and coordination for UNICEF emergency response efforts is provided,
supporting the Representative in communication and engagement with HQ/RO.

2. Inter-agency coordination is ensured through participation in high-level meetings, joint missions,
and assessments.

3. Emergency preparedness is effectively arranged together with establishment of country
contingency plans and early warning mechanisms.

4. Emergency preparedness and response plans address gender issues that may be expected to
intensify during emergencies.

5. Emergency plans of action are developed, and compliance and coordination of all sectors with the
plans are implemented.

6. Policy advice on emergencies and programme guidance related to implementation of emergency
preparedness measures are effectively provided.
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10.

11.

12.

13.

14.

15.

Coordination and management of emergency preparedness and response and a consistent flow
of information of the humanitarian situation are effectively maintained within the office.

Significant improvements are made in the emergency preparedness and response capability of
UNICEF staff and implementing partners through conduct of effective training activities.

In the event of an emergency, UNICEF's presence is promptly established, and the initial
emergency operational tasks are effectively executed, including provision of support for information
communication technology, telecommunications facility and all staff security related assistance in
the country office.

Needs assessment is effectively conducted to determine priorities and an appropriate intervention
by UNICEF based on the local emergency affecting children and their families and community.
Effective assistance is provided to the Representative in emergency operations oversight and
program management with clear accountabilities.

Emergency appeals and project proposals are prepared, and concerted efforts are put forward to
mobilize donor response and recovery/rehabilitation-related funding.

Longer-term requirements of the emergency operation/interventions are determined to develop a
regular operational and staffing structure.

Continuous, effective and strategic coordination, communication, consultation and liaison are
maintained with Government, UN agencies, NGOs, donors and allies in support of the special
needs of children and women affected by emergency situations within the framework of the cluster
approach and based on the Core Commitment for Children. Management is kept informed of
humanitarian developments in relevant policies, situation developments, potential threats and
opportunities/issues in the country.

Emergency preparedness and response strategies are mainstreamed in the country office's
workplans. Sectoral input is provided for all related documents for the office’s Emergency
Preparedness and Response, as well as for the Situation Analysis and the Country Programme
Document.

KEY ACCOUNTABILITIES and DUTIES & TASKS

Lead Emergency coordination and teams

Support Representative in communicating/coordinating UNICEF emergency response with
HQ, RO, and Geneva.

Support Representative in inter-agency coordination/response, including taking part in senior
level meetings and joint missions/assessments, as required.

Assess and identify critical gaps in the response and mobilize all teams to ensure continued
support.

Guide and support in Emergency Fund Raising.

Provide backstop on emergency for the country office in the absence of the Representative.

Emergency Preparedness

Leads and ensures that adequate emergency preparedness measures are taken through the
development and updating of country contingency plans and establishment of early warning
mechanisms, which leads to more effective preparedness and response to specific
emergencies.

Lead the formulation and development of plans of action in preparation and response to
emergencies, and monitors compliance of all sectors with emergency plans of action, including
financial resources. Ensures coordination of the management of emergency preparedness and
response.

Provides policy and program advice related to emergencies, including on management related
issues. Provides direction and guidance to the country office in the implementation of emergency
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preparedness measures, which strengthens preparedness and response mechanisms in the
country faced with impending emergencies.

Develops and maintains databases on country/regional information and ensures the flow of
information and communication crucial for the planning and implementation of emergencies.
Identifies availability of resources in emergency prone areas and establishes logistics plans to
be implemented during an emergency operation, to ensure a timely and effective emergency
response.

Emergency Response

In the event of an emergency, takes prompt action as Team Leader to establish UNICEF's
presence and implement the initial operational tasks relating to emergency assistance.
Ensures that the office is provided with effective telecommunications facility and security
assistance for the staff in an emergency, as necessary. In coordination with the programme and
operations groups, establishes contact with all UNICEF staff and their dependants and visitors
to ensure their safety and whereabouts, and informs OPSCEN and the Regional Director of their
status.

Assesses local conditions resulting from the emergency situation affecting children and their
families in the country.

Leads and/or participates in needs assessment missions in conjunction with the Regional Office,
the HQ Divisions, and field staff, in order to determine priorities and an appropriate intervention
by UNICEF.

Participates in UN Country team emergency response and contributes to assessing the crisis
and humanitarian situation in the country with special regard to the survival, protection and
wellbeing of children, adolescents and women.

Assists the Representative in emergency operations oversight and program management to
ensure that the funding, budget, management, reporting, and field presence coordination are
managed efficiently and effectively with clear accountabilities.

Emergency Project

Leads and/or prepares inputs for appeals and updates related to emergencies as well as project
proposals for emergency. Works with program sections and senior management to mobilize
donor response and recovery/rehabilitation-related funding, including annual or multi-annual
humanitarian appeals and documents.

Establishes longer-term requirements of the emergency operation/interventions. Plans and
develops a more regular operational and staffing structure to take over from the Emergency
Response Team.

Maintains continuous, effective and strategic coordination, communication, consultation and
liaison with Government, UN agencies, NGOs, donors and allies to appeal for aid for children
and women with the special needs resulting from emergency situations requiring effective
emergency responses in all sectors. Identifies implementing/operational partners and
establishes implementing arrangements. Ensures that the UNICEF support is effectively
provided to the government with respect to sectoral coordination within the framework of the
cluster approach and based on the Core Commitment for Children.

Represents UNICEF in all humanitarian and recovery related forum at the strategic level and
keeps management informed of all humanitarian developments in the country in terms of
policies, strategy, situation developments, potential threats and opportunities/issues in
partnership.

Ensures that disaster prevention, mitigation, preparedness and response strategies are
mainstreamed in the country office's workplans. Prepares sectoral input for the country
programme documents, plan of action, annual workplans, and all related documents of the
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office’s Emergency Preparedness and Response. Contributes towards the preparation of the
Situation Analysis and the Country Programme Document.

IMPACT OF RESULTS

Typically, provides leadership, guidance and direction for overall humanitarian access and
support country office emergency programme development, design, planning, implementation,
and management in a small to medium size country office structure.

Holds primary responsibility for formulation of humanitarian access goals and objectives and the
development of strategies and innovative approaches.

Holds shared responsibility for strategic recommendations and decisions on situation analysis,
programme/project planning, implementation and evaluation as well as administrative decision
making on the use of funds and human resources that have significant impact on Humanitarian
access and Emergency projects.

Support emergency manager and Chief of Field Operations and Emergency management of the
cluster, including oversight/supervision of teams of project staff, financial accountability of funds
and human resources management and development.

The job requires excellent communication, negotiation, and other human relations skills, as well
as effective decisive leadership and decision-making competency under pressure in the
complex working environment dealing with other UN agencies, governmental officials, NGO
counterparts, donors and other important partners.

COMPETENCIES AND LEVEL OF PROFICIENCY REQUIRED (BASED ON UNICEF
PROFESSIONAL COMPETENCY PROFILES)

Core Values

Care

Respect
Integrity

Trust
Accountability
Sustainability

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)

Drives to Achieve Impactful Results (2)

Manages Ambiguity and Complexity (2)

EDUCATION

Advanced university degree in social sciences, law or another related field. A Bachelor or
equivalent (First Level University Degree) in a relevant area combined with 2 additional years of
relevant work experience may be accepted in lieu of an advanced university degree.

A minimum of ten years professional work experience, with progressively greater management
responsibilities in social planning, research, emergency and/or rehabilitation programmes at
national and international levels, with significant emphasis on analysis and advice on the needs
of children and women affected by emergencies. Direct field experience in emergency
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programme planning, management or evaluation a distinct advantage. Work experience in LAC
would be an asset. Relevant UN or international NGO experience is an asset.

- Fluency in English and Spanish is required. Knowledge of another UN working language would
be an asset.

TECHNICAL REQUIREMENTS

The post holder must demonstrate strong knowledge and skills in the following areas:

Technical Knowledge'

- Extensive experience in coordinating response in complex emergencies at senior level in
UNICEF.

- Experience working with cluster coordination system or extensive inter-agency coordination
experience in emergencies.

- Experience working in politically sensitive environment.

- Excellent communication skills.

- Cultural and political sensitivity.

- UNICEF policies and strategy to address national and international emergency issues,
particularly relating to conflicts, natural disasters, and recovery.

- Knowledge of global humanitarian issues, specifically relating to children and women, and the
current UNCEF position and approaches.

- Knowledge of local conditions and country legislation relevant to UNICEF programmes.

- Knowledge of humanitarian reform principles, international humanitarian laws, reform updates.

- Knowledge of the latest developments and trends in emergency preparedness and response
management related fields.

- UN security operations and guidelines.

- Knowledge of the principle of gender parity and equality.

Common Technical Knowledge Required (for the job group)

- The UNICEF mission statement; UNICEF Board policy papers and decisions.

- The Core Commitments for Children in Emergencies.

- The Convention on the Rights of the Child; Convention on the Elimination of All forms of
discrimination against Women.

- EMOPS Technical Notes, EMOPS Emergency Field Book.

- UNICEF Program Manuals, policy guidelines, ExDirs, PROs; Country Programme
documentation.

- UNICEF personnel, financial, supply and administrative rules, regulations and manuals.

- National development plans and policies; Guidelines and manuals from NGO/donor partners

- Annual work plan.

- UNDAF; The UN Humanitarian Reform; IASC documents, guidelines and materials on UN
Humanitarian Reform and the cluster approach.

- Information & Communications Technology literacy, including skills and knowledge of office
system applications, LAN, internet navigation, telecommunications, and data analysis.

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

- Knowledge of local conditions and country legislation relevant to UNICEF programmes.
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UN policies and strategy to address international humanitarian issues and response.
UN common approaches to programmatic issues and UNICEF positions in international
developing cooperation.

Current knowledge of development issues and social programming in international

development cooperation context.
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