
 

    

TERMS OF REFERENCE  

TEMPORARY APPOINTMENT  

Position Title: Security Assistant  

Contract Type: Temporary Appointment (TA)  

Level: G-5  

Duration: 3 Months   

Duty Station: Nairobi, Kenya  

Supervisor: Security Associate (G-6)  

  

I. JOB ORGANIZATIONAL CONTEXT  

The fundamental mission of UNICEF is to promote the rights of every child, everywhere, 

in everything the organization does — in programmes, advocacy, and operations. The 

equity strategy, emphasizing the most disadvantaged and excluded children and families, 

translates this commitment into action.  

Within this context, the Security Section plays a critical role in enabling programme 

delivery through the provision of effective security risk management and operational 

support. The Section ensures that UNICEF personnel, eligible family members, premises,  

assets, and operations are protected in line with the United Nations Security 

Management System (UNSMS).  

  

II. PURPOSE OF THE POSITION  

Under the supervision of the Security Associate (G-6), the Security Assistant provides 

technical, operational, and administrative support to the Country Field Security Advisor 

(CFSA) and Security Section.  

The incumbent contributes to:  

• Ensuring the safety and security of personnel and eligible family members of all 

UNICEF personnel in Kenya  

• Safeguarding UNICEF assets and premises  

• Supporting secure programme implementation  

• Compliance with UN security policies, procedures, and standards  



 

    

The role requires adherence to established protocols, proactive support to field 

operations, and effective coordination with internal and external stakeholders.  

III. MAIN RESPONSIBILITIES AND TASKS  

1. Security Planning  

• Support the implementation of Security Risk Management (SRM) measures and 

the UN Country Security Plan  

• Assist in the collection, analysis, and dissemination of security information 

required for planning  

• Support implementation and monitoring of:  o Minimum Operating Security 

Standards (MOSS)  

o Residential Security Measures (RSM)  

• Conduct and follow up on residential security assessments for UNICEF personnel  

• Contribute to the development and update of contingency plans (relocation, 

evacuation, fire safety)  

• Assist in drafting and maintaining security documentation including Security 

Incident Reports (SIRs), mission reports, and security returns  

2. Safety and Security Services  

• Monitor the local security environment and provide timely updates and advisories  

• Provide security support to field missions, including:   

o Pre-deployment briefings o Mission planning and coordination  

o Movement tracking  

• Support the operation of:   

o Vehicle tracking systems  

o Communication and warden systems  

• Assist in incident response and emergency coordination  

• Provide support to ensure safety of personnel, premises, and programme 

implementation  

• Conduct physical security assessments of residences and facilities  

• Provide guidance and support to staff on security procedures and protocols  



 

    

3. Security Coordination and Networking  

• Maintain effective liaison with:  o Government security agencies o National police 

services  

o UNDSS and UN agencies  

• Support coordination for field access and security arrangements  

• Facilitate communication between UNICEF and external security stakeholders  

• Contribute to inter-agency security coordination mechanisms  

4. Knowledge Management and Capacity Building  

• Support delivery of security briefings for:   

o Staff o Visitors  

o Consultants  

• Assist in organizing and conducting:   

o Security training sessions  

o Awareness initiatives  

• Support training for drivers, guards, and staff on security procedures  

• Maintain and update security-related systems including:   

o TRIP  

o Vehicle tracking platforms  

o Security databases and records  

IV. IMPACT OF RESULTS  

The effective performance of the Security Assistant directly contributes to:  

• Safe and secure delivery of UNICEF programmes  

• Reduction of operational risks  

• Increased staff awareness and compliance with security procedures  

• Strengthened emergency preparedness and response  

• Enhanced coordination with security stakeholders  

V. REQUIRED QUALIFICATIONS AND EXPERIENCE  



 

    

Education  

• Completion of secondary education supplemented with training in security, 

military, or police disciplines  

Experience  

• Minimum of 5 years of progressively responsible experience in a security-related 

environment  

• Experience in UN or humanitarian operations is an asset  

Skills  

• Strong knowledge of local security environment  

• Analytical and reporting skills  

• Communication and coordination abilities  

• Ability to work in diverse and high-risk environments  

VI. LANGUAGE REQUIREMENTS  

• Fluency in English is required  

• Knowledge of a local language or another UN language is an asset  

VII. COMPETENCIES  

Core Values   

• Care   

• Respect  

• Integrity  

• Trust  

• Accountability  

• Sustainability  

Core Competencies    

• Nurtures, Leads, and Manages 

People (1)  

• 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)  

  

  



 

    

  


