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UNICEF's Global Shared Services Centre (GSSC) provides services to UNICEF offices around the world in the areas of Finance,
Master Data Management, Human Resources Administration, Payroll, and IT Customer Care. Our mission is to be a Centre of
Excellence for the global delivery of efficient services within a culture of customer service, continuous business improvement,
knowledge-sharing and innovation to support the effective achievement of UNICEF's program results worldwide.

Centralized Individual Consultant Contracting Services (ICCS) is one of the three new services established within GSSC in the
context of UNICEF's Future Focused Initiative. Having an effective end-to-end process for engaging with individual consultants as
vendors is of strategic importance to the organization. Centralized and standardized processes for individual consultant
contracting is important to streamline business processes, improve compliance with policies, minimize risks, bring cost efficiencies
and enhancing the partnering experience for individual consultants.

The Contracts Officer (ICCS), P2 reports to the Finance Manager for supervision and technical guidance. As a team lead, the
Contracts Officer provides day-to-day operational and advisory support, ensuring high-quality service delivery, performance
excellence, and full compliance in managing consultancy contracts across both pre- and post-contracting phases. The role directly
line manages a team of contract processing staff and involves active engagement with contracting managers in offices across the
globe, offering expert guidance on procedures, compliance standards, and best practices. The Contracts Officer oversees the
end-to-end lifecycle of individual consultancy contracts—including reviewing Terms of Reference (TORs), supporting sourcing and
selection, preparing offers, issuing contracts, and managing closure processes. Manage all escalations from the offices and
contracting managers.

All activities are conducted in strict alignment with DPC Individual Consultant Procedures and internal guidance, ensuring timely
and accurate execution in accordance with GSSC service level agreements (SLAs) and key performance indicators (KPIs).

Summary of key functions/accountabilities:

1. People management

2. Operational Support and Service delivery - Consultancy lifecycle management
3. Stakeholder Coordination and Client Support

4. Process Improvement and Innovation Support

5. Knowledge management and capacity building

1. People management

- In consultation with the supervisor, ensure the team is adequately staffed and equipped with the necessary skills to fulfill their
responsibilities.

- Provide effective leadership to the team by setting clear expectations and supporting professional development.

- Foster a collaborative and inclusive work environment through promoting a culture of care, accountability, support and
continuous feedback, while building individual and collective capacity through coaching and mentoring.

- Regularly monitor team performance and take proactive steps to sustain high standards and motivation.
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2. Operational Service Delivery-Consultancy lifecycle management

- Support the day-to-day operations of the ICC unit to ensure timely and accurate service delivery aligned with productivity goals
and compliance standards.

- Monitor case volumes and coordinate workload distribution to maintain service quality and adherence to Service Level
Agreements (SLAS).

- Monitor suspended and ageing cases, escalate issues as needed, and report irregularities.

- Respond to Contract Review Committee (CRC) information requests and assist with processing.

- Provide guidance to colleagues on policy and process-related queries.

- Liaise with other departments (e.g., PERCS) to resolve operational issues related to consultants and contracting managers.
- Review transactions within delegated authority, ensuring compliance with UNICEF policies.

- Ensure monthly monitoring reports and assist in identifying process bottlenecks.

- Support audit preparation and documentation for consultant contracts.

3. Stakeholder Coordination and Client Support

- Act as a business partner to contracting managers, providing hands on support and guidance through the consu;tsultancy
process.

- Support interpretation and application of policies and procedures, escalating complex cases as needed.

- Assist in resolving operational challenges and ensure timely follow-up.

- Maintain effective communication with internal stakeholders across offices and divisions.

- Contribute to client satisfaction by responding to feedback and supporting continuous improvement.

4. Process Improvement and Innovation Support

- Lead in projects aimed at improving ICCS processes, including automation and simplification initiatives.
- Support implementation of internal controls and contribute to enhancing efficiency and productivity.

- Provide input on innovative approaches to improve service delivery and reduce transactional time.

5. Knowledge management and capacity building

- Stay informed about changes in UNICEF rules and regulations relevant to GSSC operations.

- Support in developing and delivering training sessions to enhance team knowledge and compliance.
- Contribute to the creation and maintenance of process documentation and guidance materials.

Specific Work Conditions: Staff may be assigned as duty officers on a rotational basis as part of their regular duties.

The Contracts Officer (ICCS), P2 plays a pivotal role in ensuring the timely and compliant management of individual consultancy
contracting services across UNICEF globally. By overseeing the full lifecycle of consultancy contracts and streamlining operational
workflows, the Contracts Officer (ICCS) directly supports uninterrupted program implementation and enhances client
engagement.

Their efficiency, accuracy, and adherence to UNICEF policies and procedures reduce operational risks, reinforce data integrity, and
strengthen the GSSC's capacity to deliver high-quality support to country offices. This, in turn, enables UNICEF to mobilize
expertise more effectively and deliver impactful programmes for the most vulnerable women and children worldwide.

Core Values:
Care

Respect
Integrity

Trust
Accountability
Sustainability

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)

Education requirement: A university degree in Business Administration, Management, Human resources, Finance Procurement,
International Development, or related field is required

Experience required: A minimum of two (2) years of relevant experience at the national and international level in contracting,
procurement, administration, human resource or other directly-related technical fields is required, preferably with the UNICEF/UN
or another international organization is required.



Work experience in team leadership in a shared services centre context is an asset.
Previous experience in planning, organizing and delivering consultancy administrative support services is highly desirable.
Knowledge of UN/UNICEF's rules, regulations and procedures is considered is desirable.

Skills:

Ability to supervise and direct a team of transaction processing staff is highly desirable.

Good knowledge of latest developments and technology in individual consultancy management is highly desirable

In depth understanding of individual consultancy processes, from programme needs assessment, through planning, hiring,
selection and contracting, and service delivery, monitoring and evaluation is desirable.

Good knowledge and understanding of UNICEF programmes, financial and legal aspects of contracting ethics and risk
management of consultant contracting is an asset.

Good analytical and negotiating skills is an asset.

Ability to work in a multicultural environment and establish harmonious working relationships, both within and outside the
organizationis an asset

Fast learner, adapts, responds and owns change, tolerates ambiguity is an asset.

Ability to contribute to formulation of strategies and policies is an asset.

Language requirements: Fluency in English (verbal and written) is required. Working knowledge of French and/or Spanish is an
advantage. Knowledge of another official UN language (Arabic, Chinese or Russian) is an asset.
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