
  
SPECIFIC JOB DES CRIPTION  

 

I. Post Information  

 

 

POST NUMBER/ CASE NUMBER: 13469 7 

POST/CASE NUMBER OF SUPERVISOR: 15832  

REASON FOR CLASSIFICATION: New Post  

REGION/DIVISION: HQ  

COUNTRY: Belgium  

DUTY STATION:  Brussels  

OFFICE: DFAM  

SECTION:  FRAM  

UNIT: AMU  

 

CATEGORY: IP  

PROPOSED LEVEL:  P2  

JOB TITLE: Account s Officer  

Functional Code:  Finance Management  

ICSC CCOG Code:   

 

 

 

II. Strategic Office 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, 

emphasizing the most disadvantaged and excluded children and famil ies, 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 ha s 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 th e 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 h uman 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. 

 

Strategic  office  context :  

 

To contribute to the goal of maintaining sound system of financial internal controls ensuring 

effective and efficient use of resource s and safeguarding of UNICEF assets through accurate and 

timely financial reporting to external and internal stakeholders.  

 

Purpose for the job : 

 

The purpose of the role of the Accounts  Officer is to contribute to the maintenance of robust 

financial internal controls, ensuring effective and efficient use of resource s and safeguarding of 

UNICEF assets through accurate and timely financial reporting to external and internal 

stakeholders.  

 

 

 

 



III. Key function s, accountabi lities and related duties/tasks:  

 

1) Financial Analysis and Monitoring : 

a.  Review and analyze the financial activities of the assigned financial processes and  

provide second level support  and training  to internal customers and participate in 

capacity building activities on these processes . The  assigned  processes include but are 

not limited to : Cash ; Cash Transfers to Implementing Partners ; Cash Transfers to 

Beneficiaries, Inventory; Receivables  and  Payables  including inter -agency transactions ; 

Goods Receipt/Invoice Receipt ; Value Added Tax and Other Taxes ; and  Unapplied 

Receipts  

b.  Identify and monitor trends, variances, ratios and any process or system gaps that 

require attention.  

c. Oversee and monitor compliance with UNICEF’s rules, regulations, policies, procedures, 

and guidelines ensuring that offices have access to and are familiar with the relevant 

documentation.  

d.  Perform periodic processing/closing activities which include  year -end accounts closure 

in advance of the preparation  of UNICEF’s financial statements and  the annual  interim  

and final  external audit s. 

2) Oversight of office compliance : 

a.  Report on and escalate significant findings from financial analysis to the DFAM Senior 

Management Team via the AMU P4 Finance Manager, Regional Office , Country Office 

Senior Management Team  or  Office of Internal Audit and Investigations , as appropriate.  

b.  Provide strategic guidance to stakeholders on complex cases that require decisions 

outside of the first level support provided by  country office s, regional office s and/ or 

GSSC . 

3) Reporting  – for the assigned financial processes (as per 1a) : 

a.  Produce timely and informative reports, schedules, and analysis both on regular and ad 

hoc basis for action by offices and management decision -making.  

b.  Provide data, schedules  and analysis for input into DFAM/FRGM’s quarterly financial 

reports , UNICEF’s annual financial statements and other corporate and UN reports as 

required . 

c. Maintain dashboards and other reports that are used to report on the assigned financial 

processes . 

4) Preparation and Maintenance of UNICEF Policies and Procedures : 

a.  Draft timely updates to UNICEF ’s Regulatory Framework  Documents (RFDs)  

b.  Regularly review and update the accounting  manual chapters  for assigned financial 

processes (as per 1a)  

c. Provide detailed instructions to internal stakeholders based on policies , procedures and 

guidance established in UNICEF ’s RFDs , accounting manual chapters  and IPSAS policy 

position papers . 

d.  Identify and provide feedback and recommendations  to management related to 

improvements to system s, dashboards, reports and UNICEF’s policies, procedures, and 

processes.  

5) Systems : 

a.  As instructed, engage in user acceptance testing of ERP and other system developments  

and training of internal stakeholders  during the roll out phase of system developments.  

6) Perform other duties  to support the P3 Finance Specialist, the AMU P4 Finance Manager and the 

FRAM team,  as required  and provide back -up to the P3 Finance Specialist during absences.  

 

 
 

 

 

IV. Impact of Results  

 



The effective delivery of the above key functions, accountabilities and related duties/tasks supports 

DFAM’s objective s of ensuring :  

• In a decentralized finance function, accounting processes as identified in RFDs, accounting 

manual chapters , user guides and IPSAS policy position papers  are followed  

• Adverse trends and sub -optimal processes , and emerging financial risks,  are identified an d 

mitigated ; and   

• Accurate, timely, and reliable financial reporting is provided to both internal and external 

stakeholders.  

 

To achieve these results , the P2 Accounts  Officer must prepare  high -quality financial  reports and  

statements, as well as systematic ally and rigorously  analyzing  of financial data and processes to 

identify trends, variances, risk areas, and opportunities to enhance financial compliance and control.  

 

 

 

 

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

 

 

 

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)  

• Drives to Achieve Impactful Results (1)  

• Manages Ambiguity and Complexity (1)  

 

 

 

 

 

 

 

 

VI I . Recruitment Qualifications  

 

 

Education:  

• University degree ( bachelor’s  degree ) in Finance, 

Accounting, Business  or a related fi eld  

 

 

Experience:  

Minimum requirements:  



• At least two  (2) years of experience in positions of increasing 

responsibility in the field of accounting, financial analysis 

and monitoring, or financial auditing , with  a preference for  

not -for -profit  sector  experience  is required  

• Advanced Excel, data analytics, attention to detail, data into 

business, interpret trends, identify risk  is required  

Desirable s:  

• Hold a professional accounting qualification (e.g., CA, CPA, 

or equivalent);  or  

• Be currently pursuing a professional accounting 

qualification and have recent relevant experience aligned 

with the functions described in the job description;   

• Experience in applying International Financial Reporting 

Standards (IFRS) or International Public Sector Accounting 

Standards (IPSAS) . 

• Experience working with enterprise resource management 

(ERP) systems  for financial processing and reporting.  

• Experience with SAP ECC or S/4 HANA is an advantage . 

• Knowledge of the UN system and the humanitarian sector is 

an advantage . 

 

 

Language Requirements:  

Fluency in English is required. Knowledge of another official UN 

language (Arabic, Chinese, French, Russian or Spanish) is 

considered an asset.  

 

 

 

VI I I . Child Safeguarding  

 

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 

communication  will not be 

moderated and relayed by 

another person?  

No  

 

 

 

Is this post a child data role in 

which incumbents  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  

 

 

 


