
UNITED NATIONS CHILDREN’S FUND 
Specific Job Profile 

I. Post Information

Job Title: Senior Finance Associate 
Supervisor Title/ Level: Finance Specialist, 
NOC 
Organizational Unit: Admin & Finance  
Post Location: New Delhi 

Job Level: GS7 
Job Profile No.:  
CCOG Code: 
Functional Code: 
Job Classification Level: 

II. Organizational 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 nation. 

Job organizational context: 

The Job Profile for the Senior Finance Associate at the G-7 level based in New Delhi, India 
UNICEF country office. This post reports to Finance Specialist. 

Purpose for the job: Under the supervision of the Finance Specialist, perform specific 
accounting functions related to Private Sector Fund Raising in India Country Office. With a strong 
focus on financial management, systems strengthening, compliance, and operational efficiency, 
while supporting the application of UNICEF's 3Cs (Convene, Converge, and Catalyze) for Every 
Child approach.

III. Key function, accountabilities and related duties/tasks

Summary of key functions/accountabilities: 

1. Monitor and manage daily banking transactions for donations received and ensure compliance
with established procedures and norms. Verifies the various reports received from the banks and



processing agencies for direct credits, cash deposits on daily basis and co- ordinate with the 
transaction in house donation processing team (for proper recording of donation, timely 
processing of batches and registering the same in VISION.  Preparation of monthly analysis of 
Bank GL, manual clearing entries of bank reconciliation statement (BRS) for submission to GSSC 
as per monthly closure schedule. Follow up on reconciling items appearing in the BRS for timely 
clearance. 

2. Deposits of all refunds and recoveries of India Country Office and field offices as per the
timelines. Follow up for unidentified deposit and timely action for clearance.

3. Management of Revenue and Receivables in compliance with UNICEF’s policy
Generate and analyze VISION and Insight reports on overdue receivables and unapplied receipts
and follow up with sections in Delhi/Field Offices on the same.

4. Review grant creation/amendment requests and applicable supporting documents (donor
agreements/ MOUs) for adequacy, accuracy and completeness and submit the request to service
gateway GSSC for processing.

5.Support country offices to ensure receipts for Common Services are correctly recorded in the
Unapplied Contributions Receipts GL.6. in compliance with UNICEF’s policies.

6. Share information relating to update Banking regulations, accounting policies and procedure
with the PSFR Team (Individual giving & Corporate Team) to ensure adequate internal control.
Follow up with the Bank and Agencies for timely receipt of MIS. Analysis of monthly MIS and
inform Finance Manager and PSFR Manager for immediate action in case of deviation.

7. Responsible for preparation of monthly and yearly Financial closing for the unit. Preparation of
monthly contribution report to be submitted to DFAM Contribution unit. Coordination with DFAM
unit  & RM team for the required details on the agreement for issuance of  new Grant. Address
queries from PPD/ GSSC/ country offices and other internal stakeholders on matters related to
Grants Management in compliance with UNICEF’s policies

8.Support in Preparation of Quarterly Financial Report, Revenue Expenditure Report. Detailed
monthly reconciliation process between Salesforce and VISION. Verify data, answers queries and
obtains additional information on accounts and financial transactions, as required.

9.Focal point for Cash Management System with the bank. Liaison with officials of local banks to
follow up on the outstanding deposits not credited by the bank and reversal of charges.
Coordinates with the bank for implementation of new products available with the bank for
acceptance of donations. Responsible for all matters pertaining to maintenance of office bank
accounts.

10.Provide support to supervisor and the rest of the team with reports and schedules both on
regular and ad hoc basis. Back-up of Finance Officer/ Senior Finance Associate/Assistant in the
Unit and perform other assignments as required by supervisor.

IV. Impact of Results

The position provides details and information to the supervisor to make decisions on the 
accounting processes and internal controls, good knowledge of UNICEF rules and procedures 
relating to finance areas is essential to ensure accuracy in work. 



V. Competencies and level of proficiency required

Core Values 

• Care
• Respect
• Integrity
• Trust
• Accountability
• Sustainability

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)

VI. Recruitment Qualifications

Education: 
Completion of secondary education is required. 
Professional/university level courses in Accounting and 
Finance/Business administration considered as an asset. 

Experience: 
A minimum of seven years of experience in the area of finance and 
accounting is required. Experience of financial transactions relating to 
Fund raising activities would be considered as an asset.  
A bachelor’s degree from a recognized academic institution in a 
relevant field may replace three years of related work experience. A 
master’s degree may replace an additional two years.

Language Requirements: Fluency in English is required. Knowledge of another official UN 
language (Arabic, Chinese, French, Russian or Spanish) or a 
local language is an asset. 
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