
 
SPECIFIC JOB DESCRIPTION 

 
 

I. Post Information 

 

 

POST NUMBER/ CASE NUMBER:                  6893 

POST/CASE NUMBER OF SUPERVISOR:    71972 

REASON FOR CLASSIFICATION:                 No current GJP   

REGION/DIVISION:                  WCAR/Operations 

COUNTRY:                                  Liberia 

DUTY STATION:                       Monrovia 

OFFICE:                                      Operations 

SECTION:                                   Dep Rep/OPS Office 

UNIT:                                           Dep Rep/OPS Office 

 

CATEGORY:                 GS 

PROPOSED LEVEL:   GS-5 

JOB TITLE:        Operations Assistant 

Functional Code: 

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 families, 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 has 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 the 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 human 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 nations. 

 

Strategic Office Context:  
 

The Operations Associate is based in the Country office and reports to the Deputy Representative/Operations.  

This post provides administrative support in all areas of Operations including Finance, HR, Admin, ICT, etc.  and 

manages the office of the Deputy Representative – Operations. 
 

Purpose for the Job: 
 

Under the close supervision and guidance of the Deputy Representative/Operations, the Operations Assistant 

supports the office’s sections by carrying out a range of procedural, administrative, and operational tasks, to help 

develop, implement and monitor their country programme, ensuring timely and effective delivery that is consistent 

with UNICEF rules and regulations. The post is a key interface with a broad range of contacts including high-

ranking officials, both within and outside the Organization. The post prioritizes tasks and organizes work under 

close guidance from the supervisor. 
 



 

 

III. Key Functions, Accountabilities and related duties/tasks: 

Support to Office of Deputy Representative/Operations: 

o Collect and generate operational data to support the Deputy Representative Operations to identify trends, 

risks, and opportunities and to support anticipatory decision-making and risk mitigation.  

o Coordinate appointments and high-level meetings for the supervisor and section. Ensure all meeting 

outcomes are documented and disseminated to relevant stakeholders to maintain organizational alignment.  

o Maintain supervisor’s calendar, schedule appointments and meetings as requested.  Administer and 

manage travel arrangements for supervisors as necessary.  

o Conduct monthly monitoring of Segregation of Duty (SOD) violations and implement supervised 

mitigation measures. 

o Monitor operational dashboards and Key Performance Indicators (KPIs) to track performance. 

o Establish and maintain operations office filing and reference systems, ensuring the inter/intra-net websites 

are up to date and accurate.  

o Manage and review incoming and outgoing correspondence before supervisor approval to enhance 

timeliness of information sharing. 

o Organize weekly and monthly internal operational management meetings, take minutes, and distribute to 

meeting participants. Trigger, monitor and follow-up actions required from individuals within timeframe. 

o Proactively identify and recommend improvements to administrative work processes, focusing on 

enhancing teamwork and operational agility. 

 

Efficient Support to Administrative, ICT and Finance functions: 

Travel: 

o Provide travel assistance to staff members in section for travel arrangements and entitlements based on 

the organization’s rules and policies.   Liaises with relevant travel focal points to ensure that the 

organization obtains the best service and price for all travel.  

o Arrange for airport transfers, visas, accommodation booking and all other matters relating to the reception 

of staff and visitors.  

o Assist the Briefs/de-briefs staff members on issues relating to related administrative matters such as visas, 

security clearance, and documentation procedures.  

 

Supplies/Equipment: 

o Provide support in arranging for the purchase and timely distribution of office supplies. 

o Supports management of administrative supplies, office equipment, and updating inventory of items 

which may include ICT inventory, manuals and other documentation as needed. 

 

Finance and Invoice Processing: 

o Collect and file invoices and related documents for approval by the Deputy Representative for 

transmission to the relevant office for process; Assist in the process of updating banks signatory panels 

and related files.  

o Support the validation and quality assurance of Mobile money transactions and payments in coordination 

with the finance team. 

o Manage Petty Cash Account as custodian, screen all petty cash request for corrections, completeness and 

fund availability/ FC provided by the requester. 

 

Provide general support for organizing country office events: 

Events/Logistics: 

o Provide support for capacity development activities, meetings and conferences by making logistical 

arrangements, through engaging with facilitators, caterers and hosts; arranging times through liaising with 

participants over availability; liaising with budget focal points and section over costs and needs; and 

preparing background materials for participants. 



 

 

IV. Impact of Results: 

The post will cover a variety of tasks linked to a specific work plan. While detailed instructions will be given to the 

incumbent, the volume and variety of work require the incumbent to check own work and to take initiative in 

identifying potentially problematic situations and discussing with supervisor.  Good knowledge of rules, procedures 

and practices in operations areas is essential to ensure accuracy in work. 

Errors in application of rules could result in processing incorrect documents and lead to wrong reporting to the 

Country Office. 

 

V. Capabilities Required  

 

CURRENTLY FOR GS STAFF ONLY:  Please briefly outline how the efficiency and efficacy of the incumbent 

impacts its office/division and how this in turn improves UNICEF’s capacity in achieving its goals. 

 

By ensuring accuracy, efficiency, and proactive problem-solving, the Operations Assistant strengthens office 

performance and empowers UNICEF to deliver timely, accountable, and impactful results for children. 

 

 

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) 

• Drive to achieve impactful results (1) 

• Manages ambiguity and complexity (1) 

 

 

VII. Recruitment Qualifications: 

 

 

Education: 

Completion of secondary education is required, preferably supplemented 

by technical or university courses related to administration, finance, 

human resources, project management or any other related field of 

discipline 

 

Experience: 

A minimum of five (5) years of progressively responsible administrative, 

finance, human resources, ICT,  or clerical work experience is required.  

 

Language Requirements: 

Fluency in English is required. Knowledge of a local language is an 

asset. 

 

 



 

VIII. Child Safeguarding:  (Please respond with Yes or No) 

 

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 incumbent will be in contact with children 

either face-to-face, or by remote communication, but the communication will not be 

moderated and relayed by another person?: 

 

No 

 

 

Is this post a child data role in which incumbent 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 

 
 

   

VIII. Signatures- Job Description Certification : 

 

Title: Deputy Representative (Operations) 

 

Ebrima Sarr 

 

Name:                                                Signature:                                                           Date: 

Title:   Representative 

 

Andrew Brooks 

 

Name:                                               Signature:                                                           Date: 
 


