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	UNITED NATIONS CHILDREN’S FUND

GENERIC JOB PROFILE (GJP)



	I. Post Information



	Job Title: Programme Associate
Supervisor Title/ Level: Health and Nutrition Manager (P4)
Organizational Unit: Programme
Post Location: UNICEF Country Office
	Job Level: G-6
CCOG Code: 2A02
Functional Code: PMA
Job Classification Level: G-6



	II. Organizational Context and Purpose for the job



	Background:

Sudan is the third largest country by land area in Africa and is geo-strategically important being located at the cross-roads of Sub-Saharan Africa, East Africa and the Middle East. It has long been a center of trade and commerce and link between neighbouring countries. The country has significant natural resource endowments, including vast arable lands, water, forests, minerals, and precious metals. 

Sudan’s history has been marked by coups, political instability, and conflict, which is hindering socio-economic development gains. 

The last five years were marked by several rapid political changes. Despite the efforts to shield Sudan’s poor from the effects of the economic adjustments, Sudan’s economic crisis worsened over time, exacerbated by the effects of COVID-19.  In April 2023 the situation escalated further into open violent conflict between the Sudanese Armed Forces (SAF) and the Rapid Support Forces (RSF), reactivating over time also prior fault lines in different parts of the country. With the state of the economy already precarious, exacerbated by social unrest, shortages of basic services and livelihood inputs, and freezing of foreign assistance, the military conflict risks pushing the country into a state of collapse. 

Fighting between the RSF and the SAF in various states as well as heavy clashes in Khartoum and other urban areas has led to significant displacement of millions of people, both internally and across the border into neighbouring countries. Approaching a year of conflict, almost all schools across the country remain closed.

UN entities are working with international and national NGOs to address the immediate needs. Basic services across Sudan have been characterized by weak capacity for delivery, low levels of public expenditure, shortage of qualified personnel, and inadequate infrastructure; further strained by the conflict, including pressure by displaced populations.

UNICEF is responding to the crisis by providing integrated Health, Nutrition, WASH, Education, Child Protection, and Cash assistance. While much of the response is focused on humanitarian interventions UNICEF and other partners are also aiming to build on Sudan’s strong community-based organizations, and lessons learned from other projects, to provide sustainable community led basic services.
Purpose for the job: 
Under the supervision and guidance of the supervisor, the programme associate supports the respective section (s) by carrying out a range of programme support functions to help develop, implement and monitor their country programme, ensuring effective and timely delivery that is consistent with UNICEF rules and regulations.   

The Programme Associate works in close collaboration with a range of staff in the CO, external partners and agency counterparts in support of programme design and delivery. S/He provides regular feedback on the status of projects through monitoring milestones and advises on improvements to keep activities on track. 




	III. Key functions, accountabilities and related duties/tasks 


	Summary of key functions/accountabilities: 

· Ensuring the timely and accurate recording and administrative processing of government & NGO’s proposals and requests for direct cash transfers (DCTs).
· Helping conduct regular spot checks of partner’s projects to assess their financial record-keeping, expenditure controls and reporting systems.
· Assist in monitoring and tracking the efficient distribution of supplies that are required for effective programme delivery.

· Carrying out transactions in VISION ensuring programme results, activities and programme coding are as per annual work plans (AWPs) and making amendments and alterations as per section revisions when necessary.
· Carrying out transactions in VISION pertaining to grants and programme-related items for his/her section including but not limited to raising sales orders, release orders, travel authorization requests for non-staff, etc.

· Preparing monitoring and reporting information for supervisor and team on agreed performance indicators to drive more efficient management and accountability for results.
· Supports capacity development activities related to programme development by preparing training materials and participating in exercises.


	


	IV. Impact of Results 

	S/He is accountable for the full spectrum of administrative and project/programme support activities. The key results have an impact on the overall performance of the country office and success in the implementation of project/programme activities. Accurate programme monitoring and recommendations, data entry and presentation of information ensure proper programme decision-making. 




	V. UNICEF values and competency Required (based on the updated Framework)


	i) 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. Skills

	· In-depth knowledge of the administration which underpins UNICEF country office programme/project operations, including monitoring and evaluation processes.
· Strong organizational, planning and prioritizing skills and abilities. 
· High sense of confidentiality, initiative and good judgment. 
· Ability to work effectively with people of different national and cultural backgrounds.
· Strong office management skills.
· High attention to detail.
· Ability to effectively manage the section’s material resources and monitor its budget.
· Good analytical skills.

· Experience using MS Word, Excel, PowerPoint and other UNICEF software such as SharePoint



	VII. Recruitment Qualifications



	Education:
	Completion of secondary education is required, preferably supplemented by technical or university courses related to the work of the organization. 

	Experience:
	A minimum of six years of administrative or clerical work experience is required. 

Prior experience in programme support functions is 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 Arabic is an asset.


