
 
  

  

TERMS OF REFERENCE FOR TEMPORARY APPOINTMENT  

  

Title                          : Programme Officer, Budget and Grant management   

Contract type   :   TA  

Proposed level  :    NOB  

Duration    :  364 days   

Duty Station   :    Juba - South Sudan Country Office  

Supervisor    :             Programme Specialist  

Funding Source (WBS): 4040/A0/04/001/004/001  

Grant and percentage of cover: SC250754 (100%) subject to availability of funds in the 

next cycle of six months.  

    

  

PURPOSE  

The Programme Officer, Budget and Grant Management serves as the financial backbone of 

UNICEF's Global Fund Malaria grant portfolio, responsible for end-to-end budget planning, 

expenditure tracking, compliance with UNICEF regulations, IPSAS standards, and Global Fund 

requirements, while overseeing implementing partner financial management, sub-recipient 

audits, and risk oversight. The role provides critical technical and operational support across the 

full grant lifecycle — including the closure of Grant Cycle 7 and setup of Grant Cycle 8 — 

ensuring resources are managed with integrity, accountability, and a focus on results.  

  

MAIN RESPONSIBILITIES AND TASKS  

  

The role provides essential technical and operational support to UNICEF and the National Malaria 

Control Programme, contributing to effective grant management, risk mitigation, and a smooth 

transition from GC7 to Grant Cycle 8, while strengthening coordination, oversight, and results-

based use of resources by performing the following functions:  

1. Support financial planning and management  

▪ Provide support to the financial planning process for the country office by 

preparing/analyzing financial data/estimates and documentations verifying relevancy, 

accuracy and completeness to support budget planning. Provide financial operations 

support throughout the financial planning and implementation process.  

▪ Provide technical support to UNICEF and the National Malaria Control Program in the 

closure of the Global Fund Grant Cycle 7 and set up of Grant Cycle 8  

▪ Plan for the commencement of sub-recipient external audits, including the selection of 

external auditors and a timeline for the audit process.  

▪ Provide technical and operational support on the application, interpretation and 

implementation of operational policies, procedures and guidelines to the Representative 

and CO colleagues and stakeholders related to the Global fund Malaria for the Health 

Section. Resolve routine financial operational issues and/or recommend (and record) 

deviation from policies and guidelines to meet objectives.  

▪ Provide technical support to the programme counterparts/committees, e.g. review budgets 

and financial plans of implementing partners; monitor compliance with HACT 



 
  

framework, including support to assessments, assurance and capacity development of 

implementing partners in alignment with the Global fund budgeting guidelines.  

▪ Prepare and/or monitor financial exception reports to assess unusual activities and 

transactions, investigate anomalies, and keep supervisor informed for timely action.  

▪ Review financial and reputational risks in the transactions carried out by the office and 

raise flags when action is needed by management.  

▪ Where applicable, support activities on budget preparation, strategic income projection/ 

reporting, setting, and monitoring performance indicators, revenue and expense reporting, 

and provide technical advice during strategic planning exercises.  

  

2. Control of accounts   

▪ Process and/or review (as per delegated authority) the accurate and timely processing 

submission of payments (e.g. MIP, travel claims, pension fund, advances to governments 

etc), journal entries and other financial transactions within scope to the Global Shared 

Services Center (GSSC), ensuring compliance with budgetary limits, IPSAS and 

organizational regulations, rules, policies, procedures, standards of accountability, and 

ethics. Take timely action on outstanding accounts to resolve pending issues. This includes 

dialogue and follow up with the GSSC to facilitate timely processing of financial 

transactions submitted to the center.  

▪ Review GC7 budget expenditures for compliance with guidelines and procedures and 

report non-compliance to stakeholders  

▪ Review budget expenditures according to allotment and codes and verify compliance with 

guidelines and procedures related to the Global fund Malaria Grants for the Health Section 

while Keeping stakeholders informed for timely action.  

▪ Process/supervise (as per delegated authority) the disbursement of payments when done 

locally via bank letters, checks, or petty cash.  

▪ Process and supervise cash receipts and reconcile income contributions to ensure their 

timely deposit and recording in UNICEF systems.  

▪ Monitor and analyze financial transactions, accounting reports and reconciliation of 

accounts to ensure accurate and current financial information for applicable compliance 

(e.g. IPSAS, donor reporting, internal policies) and management oversight, planning 

and/or action.   

▪ Complete applicable accounts closure activities (monthly, quarterly and yearly) on a 

timely basis and per closure instructions.  

▪ Examine DCT transactions (transfer, adjustments, reprogramming and liquidation) 

supporting documents to ensure FACE form has been properly entered into the system and 

the expenditure is broadly reasonable and in accordance with policy.  

▪ Maintain a Budget Variance Analysis for the Global fund Grant with up-to-date 

expenditure tracking to guide decision making  

3. Treasury and cash management   

▪ Manage bank, petty and cash on hand accounts transactions and operations in accordance 

with UNICEF/UN financial regulations and rules, policies, procedures and local banking 

practices. Keep abreast of procedures and regulations regarding maintenance of bank 

accounts and exchange and interests’ rates. Keep supervisor and relevant colleagues 

informed for timely action.  



 
  

▪ Maintain contact with Financial Service Providers when necessary on routine operational 

cash disbursement facilitation as approved by Operations section.  

▪ Maintain a system to monitor and forecast periodic cash requirements.  Provide current 

information on cash position/forecast to management and make recommendations or take 

action to ensure sufficient availability of resources for programmes and operations 

activities.  

  

4. Knowledge and capacity building  

▪ Promote a culture of highest ethical standards and behavior in management of UNICEF’s 

resources.  

▪ Support initiatives for management improvement by capturing, institutionalizing and 

sharing best practices and lessons learned internally and with the National Malaria Control 

Program.  Recommend improvements in processes and procedures to enhance 

productivity and performance including implementation of cost saving strategies.  

▪ Participate and/or organize training and learning events to build capacity of staff and 

stakeholders/partners.  

▪ Support operations of the office as required.  

  

  

 MINIMUM QUALIFICATIONS AND COMPETENCIES  

  

Education:  

A first level university degree in accounting, financial management or another related financial 

field is required. Supplemental formal financial / accounting training may be accepted if 

university degree is not in a related financial field. Diploma qualification in CIPFA is acceptable 

in lieu of relevant university degree, or its equivalent.  

  

Work Experience:  

• A minimum of 2 years of professional experience in financial management or audit is 

required.   

• Experience in an international organization and/or large corporation is preferred.   

• Experience in a UN system agency or organization some of which served in a developing 

country is considered as an asset.  

• Advanced knowledge of Microsoft Office, especially Excel required.   

• Experience in database packages, web based management systems and ERP systems 

(preferably SAP financial modules) is considered as an asset.   

• Experience with IPSAS and/or IFRS is considered as an asset.  

  

The competencies required for this post are:  

  

i) Core Values   

  

• Care   

• Respect  

• Integrity  



 
  

• Trust  

• Accountability  

• Sustainability  

  

ii) 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)  

  

http://www.unicef.org/about/employ/files/UNICEF_Competencies.pdf  

  

UNICEF is committed to diversity and inclusion within its workforce, and encourages all 

candidates, irrespective of gender, nationality, religious and ethnic backgrounds, including 

persons living with disabilities, to apply to become a part of the organization.  

  

UNICEF has a zero-tolerance policy on conduct that is incompatible with the aims and 

objectives of the United Nations and UNICEF, including sexual exploitation and abuse, sexual 

harassment, abuse of authority and discrimination. UNICEF also adheres to strict child 

safeguarding principles. All selected candidates will, therefore, undergo rigorous reference and 

background checks, and will be expected to adhere to these standards and principles.  

 

 

  

  

  


