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	UNITED NATIONS CHILDREN’S FUND

JOB PROFILE




	I. Post Information



	Job Title: Marketing Assistant
Supervisor Title/ Level: Special Events Officer / NO1
Organizational Unit: Resource Mobilization / PFP
Post Location: Buenos Aires, Argentina 
	Job Level: GS6
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 nations.
Job organizational context 
The Resource Mobilization Section will contribute to following key results of the “Social and Resource Mobilization” CPD component: i) continuous resource mobilization from individual and major donors, corporations, private foundations; ii) increased awareness and engagement of corporations, private foundations and the private sector. In close coordination with Communication, PFP will also contribute to the other two key results of this component: i) increased public awareness and engagement on child rights and ii) increased participation and engagement of adolescents. Indirectly, PFP will contribute to the key results of the other four components by promoting private-public alliances related to non-communicable diseases, for example, by fostering innovation and by stimulating social mobilization. 

Since 2003, UNICEF Argentina steadily increased its fundraising income doubling it every two years in local currency and increasing it by a yearly average of 30% in USD. As detailed in the private sector fundraising strategic plan for 2016-2020, the CO plans to continue mobilizing financial resources to cover OR requirements of the CPD for Argentina as well as to increasingly generate funds for global priorities for: regular resources, global and regional thematic funds and emergencies.

In December 2016, the office undertook an “Achieving Breakthrough Fundraising Growth 2018-2021” exercise that forecasted a 100% gross income growth in local currency from 2018 to 2021 (see chart below). These projections require strengthening technical capacities in the office 1) to revamp pathways to increase and retain pledge donors and 2) to test and consolidate high value channels (Legacies, Major and Middle Donors, High Value Donors and Foundations). 

PFP in Argentina is the largest operation in a CO at the global level. The new challenges that the CO assumed until 2021 in terms of fundraising will make the work even more complex in the future.

Purpose for the job 
The job function of the post, under the general supervision of the Special Event Officer and the Marketing Services Specialist (and in close cooperation with the other PFP areas) will assist in the planning, implementation, monitoring and evaluation of Special Events and Projects. 



	III. Key functions, accountabilities and related duties/tasks (Please outline the key accountabilities for this position and underneath each accountability, the duties that describe how they are delivered. Please limit to four to seven accountabilities)


	FUNDRAISING: Contribute to the implementation of the annual Special Events Workplan and Budget
Activities:

· Generate information to be used on the preparation and consolidation of the Special Events FR Workplan and Special Events FR Budget.

· Provide technical support to implement the Special Events FR plan in order to contribute with the fundraising goals.

· Think and identify improvements in fundraising issues for the ongoing events and new special events proposals.

· Provide technical support for the negotiation and agreements with suppliers, allies and counterparts.

· Follow up on all special events incomes and billing processes.

· For every special event, think and promote, together with the Special Events Specialist, new mechanisms or initiatives in order to contribute with the attraction of new pledge donors.

· Contribute and support in coordination with the Special Events relationships with celebrities: spoke persons, celebrities and Goodwill Ambassadors.

· Contribute with the Emergency Fundraising Plan and the PFP team and be ready to support local and international fundraising emergency appeals.

BRAND MANAGEMENT: Contribute to the general positioning of UNICEF Argentina brand and image

Activities:

· Comprehend and respect the regulations included on the UNICEF Brand Toolkit, about UNICEF logo usage in communicational materials to be used on special events.

· Provide technical support to the Special Events Specialist to evaluate the impact the events will have in the UNICEF brand and image and the appropriate positioning strategy of each initiative.

· Communicate UNICEF mission, values, programmatic work and priorities for children among and through special events.

· Together with the Special Events and Marketing Services Manager, contribute to think on the programmatic content and Digital FR needs to support Special Events.

PLANS & PROCEDURES: Contribute to the effective implementation of the Special Events plans in accordance to the established workplan, rules and regulations.

Activities:

· Be aware of individual and collective responsibilities in accordance with UNICEF's Policies on Security Accountability; Prevention of Harassment and Abuse of Authority; Ethics, Integrity and AntiFraud.

· Assume operative functions when required, in accordance with UNICEF rules and regulations.

· Timely PAS preparation and completion.

TEAM WORK & OFFICE SUPPORT: Support PFP and overall CO management through participation in meetings and activities, contribution to PFP and CO performance indicators and performance of different operative tasks.

Activities:

· Participate in meetings and activities generating the proper documentation for each meeting when required. 

· Maintain a positive disposition for continuous improvement and learning opportunities.

· When requested or necessary and in consultation with the Special Events Specialist and the Marketing Services Manager, offer support and advice to other UNICEF CO in Special Events FR matters.

· Maintain a healthy, respectful work environment that is conducive to team wellbeing.

· Contribute with the establishment of a working environment that motivates colleagues, promotes confidence and increase performance.

· Assume other operative functions when required by the PFP area or by the Organization.




	IV. Impact of Results (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)


	· Contribute with the implementation and follow up of 5 events and new FR actions that increase economic support to UNICEF goals. Events to be organized in 2017: 1) Carrera UNICEF Buenos Aires, 2) Carrera UNICEF Rosario, 3) Carrera UNICEF Córdoba, 4) Un Sol para los Chicos, 5) Cena UNICEF

· Optimization of budget doing review proposals, preparation of comparative table of prices, negotiations with different suppliers, allies and counterparts
· Special Events agreements’ compliance with internal due diligence process and UNICEF brand toolkit.



	V. Competencies and level of proficiency required (please base on UNICEF Competency Profiles)


	Core Values 

· Commitment 

· Diversity and inclusion

· Integrity

Core competencies

· Drive for Results (L2)

· Communication (L2)

· Working with People (L2)


	Functional Competencies:

· Analyzing (L2)

· Planning & Organizing (L2)

· Applying Technical Expertise (L2)

· Following Instructions and Procedures (L2)




	VI. Recruitment Qualifications



	Education:
	Completion of secondary School. Technical and/or University Degree in Marketing, Publicity, Business Administration will be an asset.


	Experience:
	6 years practical work experience in marketing, events and/or fundraising areas.


	Language Requirements:
	Fluency in Spanish and English is required.



	VII. Signatures- Job Description Certification



	Name:    Sofia Gowland                             Signature                                         Date

	Title: Special Events Officer
Name    Florence Bauer                             Signature                                         Date

	Title: Head of Office



