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GENERIC JOB PROFILE (GJP) 

 

 
 

I. Post Information 
 
 
Job Title: Education Officer (Digitalization)  
Supervisor Title/ Level: Education Specialist, 
Head of Education, P3  
Organizational Unit: Programme 
Post Location: Country Office, Bhutan 

 
Job Level: Level 2 (TA) 
Job Profile No.:  
CCOG Code: 1F 
Functional Code: EDU 
Job Classification Level: Level 2 
 

 

 
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 programmes, 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. There is growing evidence that investing in the health, education and protection of a 
society’s most disadvantaged citizens and 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. 
 
Job organizational context: The Education Officer GJP is to be used in a Country Office (CO) 
where the Education Programme is a component of the Country Programme (or UNSDCF). The 
Officer (NOB TA) reports to the Education Specialist, Head of Education Section, P3. The 
incumbent will work closely with UNICEF Education, Youth, Child Protection, Health, Social 
Policy and Social and Behaviour Change programmes and colleagues.  
 
Purpose for the job: Under the guidance and general supervision of the Head of Education 
(P3), the Officer supports the development and preparation of the Education programmes, 
focusing on digitalization of education.  He/she is responsible for managing, implementing, 
monitoring, evaluating and reporting the progress of digitalization in education 
programmes/projects. The Officer provides technical guidance and management support 
throughout the programming processes to facilitate the administration and achievement of results 
on education programmes/projects to improve learning outcomes and ensure equitable and 
inclusive education, especially for children and youth who are marginalized, disadvantaged and 
excluded from society. Specific attention will be given to the planning of interventions related to 
digitalization in education, including implementation of the Education Technology Framework, 
capacity building of stakeholders, content development for STEM, digital skills development of 
adolescents and youth, support for coordination of national digitalization in education initiatives. 
The Officer will ensure strong connection to digital skills as part of the development of 
employability skills through both formal and non-formal education settings. 
The Officer contributes to achievement of results according to plans, allocation, results based-



management approaches and methodology (RBM), as well as UNICEF’s Strategic Plans, 
standards of performance, and accountability framework. 

 
 
 
 
 
 
 

 
III. Key functions, accountabilities and related duties/tasks  
 

 
Summary of key functions/accountabilities:  
 
1. Support to programme development and planning 
2. Programme management, monitoring and delivery of results 
3. Technical and operational support to programme implementation 
4. Networking and partnership building 
5. Innovation, knowledge management and capacity building 

 

1. Support to programme development and planning 

▪ Contribute to the preparation, design and updating of the situation analysis for the 
education programmes to ensure that current and comprehensive data on education 
issues is available to guide UNICEF’s strategic policy, advocacy, intervention and 
development efforts on education programmes focusing on digitalization. Increased 
attention will be given to design actions, in consultation and collaboration with 
stakeholders for the implementation of the standards and guidelines under the Education 
Technology Framework.  

▪ Help supervisor set priorities, strategies, design and implementation plans. Keep abreast 
of development trends to enhance programme management, efficiency and delivery. 

▪ Participate in strategic programme discussion on the planning of education programmes 
and provide technical guidance and expertise to the digitalization in education agenda. 
Formulate, design and prepare programme proposals for the sector, focusing on 
digitalization for the formal and non-formal education, focusing on adolescents’ skilling 
and ensuring alignment with UNICEF’s Strategic Plans and Country Programme and 
coherence/integration with the UN Sustainable Development Cooperation Framework 
(UNSDCF), regional strategies and national priorities, plans and competencies. 

▪ Establish specific goals, objectives, strategies and implementation plans for UNICEF 
contribution to digitalization in education agenda, using results-based planning 
terminology and methodology (RBM). Prepare required documentation for programme 
review and approval. 

▪ Work closely and collaboratively with internal colleagues and partners to discuss 
strategies and methodologies, and to determine national priorities to ensure the 
achievement of concrete and sustainable results, focusing on digital skills and STEM as 
part of employability skills.  

 

2. Programme management, monitoring and delivery of results.  

 

• Work closely with internal colleagues and external partners to collect, analyze and share 
information on implementation issues and establish monitoring benchmarks, performance 
indicators and other UNICEF/UN system indicators to assess/strengthen performance 
accountability, coherence and delivery of concrete and sustainable results for the 
assigned sector on education programmes, focusing on digitalization in education and for 



adolescents’ skills development. 

• Participate in monitoring and evaluation exercises, programme reviews and annual 
reviews with the government and other counterparts to assess progress and to determine 
required action/interventions to achieve results. 

• Prepare and assess monitoring and evaluation reports to identify gaps, strengths and 
weaknesses in programme management. 

• Identify lessons learned and use knowledge gained for development planning and timely 
intervention to achieve goals. 

• Actively monitor programmes/projects through field visits and surveys, and exchange 
information with stakeholders to assess progress, identify bottlenecks and potential 
problems, and take timely decisions to resolve issues and/or refer to relevant officials for 
timely resolution. 

• Monitor and verify the optimum and appropriate use of sectoral programme resources 
(financial, administrative and other assets) confirming compliance with organizational 
rules, regulations/procedures and donor commitments, standards of accountability and 
integrity, ensuring timely reporting and liquidation of resources. 

• Prepare regular and mandated programme reports for management, donors and partners 
to keep them informed of programme progress. 
 

 

3. Technical and operational support to programme implementation 

 

• Provide technical guidance and advice to UNICEF colleagues, government counterparts 
and partners on the digitalization of education, including the use of technology and AI in 
education.  

• Provide technical guidance and operational support to government counterparts, NGO 
partners, UN system partners and country office partners and donors on interpretation, 
application and understanding of UNICEF policies, strategies, processes and best 
practices and approaches on education and related issues to support programme 
management, implementation and delivery of results. 

• Participate in education programme meetings including programme development and 
contingency planning to provide technical and operational information, advice and 
support. 

• Undertake field visits and surveys and share information with stakeholders to assess 
progress and refer to relevant officials for resolution. Report on critical issues, bottlenecks 
and potential problems for timely action to achieve results. Draft policy papers, briefs and 
other strategic programme materials for management use. 
 

 
4. Networking and partnership building 
 

• Build and sustain effective close working partnerships with relevant government 
counterparts, national stakeholders, global partners, donors, and academia through 
active networking, advocacy and effective communication to build capacity, exchange 
knowledge/expertise and to reinforce cooperation to achieve sustainable and broad 
results on education programmes, focusing on digitalization in education. 

• Prepare communication and information materials for CO programme advocacy to 
promote awareness, establish partnerships and support fund raising for education 
programmes, digitalization in education. 

• Participate and/or represent UNICEF in appropriate inter-agency (UNCT) discussions on 
education and related issues to collaborate with inter-agency partners/colleagues on 
UNSDCF planning and preparation of programmes/projects ensuring organizational 
position, interests and priorities are fully considered and integrated in the UNSDCF 
process in development planning and agenda setting.  

▪ Research information on potential donors and prepare resource mobilization materials 
and briefs for fund raising and partnership development purposes. 
 



 
5. Innovation, knowledge management and capacity building 
 

▪ Contribute to identifying, capturing, synthesizing, and sharing lessons learned for 
knowledge development and capacity development of stakeholders, focusing on 
digitalization in education. 

▪ Apply and introduce innovative approaches and good practices to build the capacity of 
partners and stakeholders, fundraise and support the implementation and delivery of 
concrete and sustainable programme results. 

• Keep abreast, research, benchmark, and implement best practices in programme 
management. Assess, institutionalize and share best practices and knowledge learned. 

• Research and report on best and cutting edge practices for development planning of 
knowledge products and systems.  

• Participate as a resource person in capacity building initiatives to enhance the 
competencies of clients/stakeholders. 

 

 
IV. Impact of Results  
 

 
The efficiency and efficacy of support provided by the Education Officer to programme 
preparation, planning and implementation, contributes to the achievement of sustainable results 
to improve learning outcomes and universal access to quality, equitable and inclusive education. 
Success in education programmes and projects in turn contribute to maintaining and enhancing 
the credibility and ability of UNICEF to provide programme services for mothers and children that 
promotes greater social equality in the country. 
 
 

 

 

V. Competencies and level of proficiency required (based on UNICEF Professional 

Competency Profiles) 
 

Core Values  
 

• Care  

• Respect 

• Integrity 

• Trust 

• Accountability 
Core Competencies 

• Nurtures, Leads and Manages People (1) 

• Demonstrates Self Awareness and Ethical Awareness (2) 

• Works Collaboratively with others (2) 

• Builds and Maintains Partnerships (2) 

• Innovates and Embraces Change (2) 

• Thinks and Acts Strategically (2) 

• Drives to achieve impactful results (2) 

• Manages ambiguity and complexity (2) 
Functional Competencies  

• Analyzing (2)  

• Applying technical expertise (2)  

• Learning and researching (2)  

• Planning and organizing (2) 
 

 



 
VI. Recruitment Qualifications 
 
 
Education: 

 
A university degree in one of the following fields is required: 
digital technologies, educational sciences or another relevant 
technical field. 

 
Experience: 

 
A minimum of two years of professional experience in 
programme planning, management, and/or research in 
digitalization in education is required. 
 
 
Experience working in a developing country is considered as an 
asset. 
 
Relevant experience in a UN system agency or organization is 
considered as an asset.  

 
Language Requirements: 

 
Fluency in English is required.  Knowledge of another official 
UN language or local language of the duty station is considered 
as an asset. 

 
 
 


