
 

 

 
 
 

UNITED NATIONS CHILDREN’S FUND 
JOB PROFILE 

 

 
I. Post Information 

Job Title:   People and Culture (Project) Officer, 
Staff Support Unit (SSU) 

Job Level:  P2 

Post Location: New York, USA CCOG Code: 1.A.06 

Post Supervisor 
Title : 

People and Culture Manager, SSU NY 
Branch 

Functional Code:  OH 

Organizational 
Division: 

Division of People and Culture Job Classification 
Level:  

P2 

 
 

 
II. Organizational Context and Purpose for the job 
 
 
Job Organizational Context:  

 

UNICEF is the leading humanitarian and development agency working globally for the rights of 
every child. Child rights begin with safe shelter, nutrition, protection from disaster and conflict and 
traverse the life cycle: pre-natal care for healthy births, clean water and sanitation, health care 
and education. UNICEF has spent nearly 70 years working to improve the lives of children and 
their families. Working with and for children through adolescence and into adulthood requires a 
global presence whose goal is to produce results and monitor their effects. UNICEF also lobbies 
and partners with leaders, thinkers and policy makers to help all children realize their rights— 
especially the most disadvantaged. 

As part of the HQ Efficiency Initiative (HQEI) and related staff support strategy, the Staff Support 
Unit (SSU) was established by the Division of People and Culture (DPC) to serve as a central 
resource for staff during the HQ – NY and Geneva - transition. SSU’s mandate was expanded to 
include UNICEF’s Future Focus Initiative (FFI) which served to reposition the organization to 
meet the needs of the most vulnerable children in a rapidly changing world where humanitarian 
and development resources are increasingly limited and deliver on the bold ambitions of the new 
Strategic Plan. The SSU acts as a referral service and advisory unit to staff globally affected by 
these initiatives. 

SSU will ensure that support and information is people-centered and consistent across divisions, 
working closely with different stakeholders, DPC section chiefs, divisions, and other networks. 
The unit will deliver a range of services and events in line with the Staff Support Strategy, 
including policy and career guidance and advice on mitigation procedures. Services will be 
delivered through internal resources and external providers as needed. 
 
Purpose for the job  
 
Under the guidance of the P&C Manager (SSU), the People and Culture Officer (Project), P2 will 
work as a strategic lead to ensure a seamless flow of information within the SSU Unit through 



effective coordination and communication. The People and Culture Officer (Project) will be 
supported by a project team to carry out the functions as a centralized resource for staff and will 
liaise with the Specialized Support Network (SSN) in the design and implementation of staff 
support frameworks during major organizational transitions and provide timely and consistent 
information to staff.   
 
The incumbent will be responsible for integrating multi-divisional workflows and providing expert-
level advisory on complex cases. The incumbent will organize regular meetings with different 
focal points to discuss concerns, identify specific requests, and collect lessons learned, and 
propose proactive mitigation strategies to the People and Culture Officer Manager and Senior 
Management on any concerns that may arise. 
 

 
III. Key functions, accountabilities and related duties/tasks:  
 
 
Summary of key functions/accountabilities:  
 

 Monitor daily performance of the Unit and update the case management system 
regularly ensuring effective coordination with clients. 

 Establish workflows, communication, and coordination mechanisms for seamless 
service to clients ensuring continuous optimization of the SSU operational framework. 

 Through data analytics, produce regular reports identifying surge and trends as part of 
the service delivery of the Unit to inform the briefing to Chief HRBP and senior 
management.  Utilize advanced analytics to move from "reporting trends" to predictive 
forecasting. 

 Through research of policies and analysis of data, and in close coordination with the 
SSN, serve as the primary technical lead for resolving high-sensitivity or non-standard 
staff support cases. Interpret complex HR policies gather information for knowledge 
sharing and provide support to staff promptly. 

 Troubleshoot issues and promptly escalate concerns to the People and Culture 
Manager/Chief HRBP, as necessary. 

 Organize regular meetings with respective focal points of the unit, the Specialized 
Service Network (SSN) and the clients to discuss concerns, identify specific requests, 
and collect lessons learned. 

 Oversee the evolution of the SSU Knowledge Base by designing a strategic 
communication architecture that ensures global staff have real-time access to critical 
information. 

 Support the end-to-end relocation support framework through process 
optimization, identifying systemic gaps in the relocation lifecycle and 
implementing corrective measures in coordination with SSN. 

 Compile FAQs based on staff questions to share within the Unit and work closely with 
the People and Culture Manager and Chief HRBP on advising subsequent plans of 
action. 

 Issue timely reports on the performance of the Unit to the People and Culture Manager 
and Senior Management. 

 In collaboration with COEs, coordinate the organization of learning programs, 
wellbeing sessions and capacity building initiatives and briefing sessions as needed. 

 Represent change management in various forums related to Staff Support 
Frameworks. 

 



 

 
IV. Impact of Results: 
 
The effective execution of the above tasks directly impacts on the ability of the SSU to provide 
consistent and thorough information to staff members that enables them to make informed 
decisions concerning the transition. This contributes to maintaining and enhancing the credibility 
of UNICEF as an effective employer of highly qualified staff members, performing effectively in 
support of its mission, goals and objectives. 
 

V. Competencies and level of proficiency required   

Core Values  
 Care, Respect, Integrity, Trust and Accountability 

 
The UNICEF competencies required for this post are... 

 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. Skills 

 
 Knowledge of current theories and practices in People and Culture management. 
 Thorough knowledge of HR systems, policies and procedures.  
 Highly proficient in Excel, PowerPoint and other data analytic tools and platforms. 
 Good project management skills.  
 Ability to research, analyse, evaluate, and synthesize information and work with dashboards.  
 Ability to proactively coordinate and communicate with relevant stakeholders for knowledge 

management and information sharing purposes.  
 Excellent planning, organizing and coordination skills. 
 Able to use a high level of tact and judgement and empathy in dealing with client needs.  
 Very good ability to articulate clear and concise ideas and concepts in written and oral form. 
 

 
VII. Recruitment Qualifications 
 
 
Education: 

 
A University Degree in human resource management, business 
management, international relations, psychology or other 
related social science field is required. 

 
Experience: 

 
A minimum of two years of professional experience in People 
and Culture/ human resource management in an international 
organization and/or large corporation is required. 
 
Familiarity with UNICEF HR systems, policies and procedures 
are highly desirable.    

 
Language Requirements: 

 
Fluency in English is required.  Knowledge of another official 



UN language is an asset.  
 
 
 


