[image: image1.png]unicef &





GJP Prog Off P-2/NOB                                                                                                                                              
UNITED NATIONS CHILDREN’S FUND

GENERIC JOB PROFILE


	  JOB TITLE:       Programme Officer 

  JOB LEVEL:      P- 2 TA
  LOCATION:        Sudan Country Office
	CCOG CODE:1A02
FUNCTIONAL CODE: PMA
JOB CLASSIFICATION: P2 TA

	BACKGROUND

UNICEF has been in Sudan since 1952 and provides long-term humanitarian, development and peacebuilding assistance to children and young people, their mothers, families and communities. We target the most vulnerable children, including refugees and internally displaced persons, through lifesaving programmes, especially at the household and community levels; while strengthening systems and working to sustain peace and advocate for respect, dignity and the full realization of children’s rights.

PURPOSE OF THE JOB 

Under the guidance of the Deputy Representative Programmes, provide professional technical assistance and support for programme design, planning and implementation, and management, especially with regards to integrated and cross-cutting programmes in support of programme goals and objectives. The Programme Officer will be expected to work closely across all teams in Port Sudan and liaison with the field, while also acting as secretariat to statutory programme meetings, including the United Nations Programme Management Team which is chaired by the UNICEF Deputy Representative. 



	KEY ACCOUNTABILITIES and DUTIES & TASKS  

Within the delegated authority and under the given organizational set-up, the incumbent may be assigned the primarily, shared, or contributory accountabilities for all or part of the following areas of major duties and key end-results.
1. Support to programme priority setting and decision making

Assist in managing the flow of information to the supervisor, in identifying priority matters that need to be urgently addressed by the supervisor and in proposing actions; analyze supporting documentation and summarize most relevant points for the supervisor; contribute to ensuring that appropriate action is taken by responsible section/division heads on matters brought to the attention of the supervisor. 

Confer with Section Heads to secure timely and authoritative information relevant to matters requiring action, decisions or approval of the supervisor. 

Ensure that the supervisor is prepared for meetings and missions by drafting talking points and by researching relevant information; and by establishing contacts (within and outside UNICEF) on the subject matters to be discussed.

Accompany the supervisor to meetings and on missions in order to prepare notes on the discussions, ensure follow-up in matters raised, and support the supervisor with any relevant input.

Contribute to coordinating drafts of position papers and other documents relevant to the activities of the office.

As part of the front office team, ensure that high-level visitors are appropriately addressed, that they receive background information as  necessary, and that protocol is respected.
Develop and maintain a monitoring system to store, retrieve and track critical correspondence, decisions, memoranda and other documents of the office.

2. Support to programme development and management
Provide professional technical assistance in the preparation of strategies, reports, LOUs and TORs for programme development and management by collecting and analyzing data and monitoring implementation progress. Draft or prepare programme work plans as required. Propose adjustments/changes in work plans. Propose program recommendations for inclusion in formal programme documentation, and new approaches, methods and practices for supervisor.
Collect, draft and/or organize materials and related documentations for office strategies to ensure optimum impact, scale and sustainability of achievements/results. 
Assess and/or recommend appropriate information and materials for office initiatives verifying accuracy and quality for dissemination. 
3. Knowledge Management for Programmes
Manage and coordinate knowledge on UNICEF Sudan’s Country Programmes together with focal points.
Work with the other KM focal points in sections to organise and promote the use of Microsoft Teams and Sharepoint collaboration sites.
Provide professional assistance in documenting good practice and lessons learned. 
4. Support to events, meetings and conferences
Prepare, distribute and maintain office event calendars ensuring key organisational and partner events, priorities and deadlines are reflected and updated as required.

Contribute to preparations of logistics for events involving senior management participation. By participating in such meetings, follow up on the implementation of recommendations and actions by the relevant offices.

Coordinate preparation of background documents and material for these meetings 
5. Coordination and Supervision

Supervise the Admin Associate in all of his/her tasks in support of the Deputy Representative and build capacity for career growth and development.
Coordinate with other members of the front office team providing support to the Representative, the Deputies, and other senior managers as and when needed.



	JOB GRADE FACTORS 

P2 Grade      
· The impact of the actions affects the quality of services, efficiency of processing and delivery, performance of systems and teamwork in support of the country programme. Supervise the work of junior staff.
· Regularly makes recommendations on project implementation, alternative approaches, and optimal utilization of UNICEF resources. 
· Work requires understanding of principles and technical knowledge, skills, acquired through formal training at the university level. 
· Conduct research, data collection & analysis requiring analytical and conceptual thinking at a professional level.
· The work requires evaluation and analysis of programme implementation, with basic professional technical input into programme design, implementation, evaluation, data analysis and progress reporting.
· Provide briefings, training, support and/or guidance to programme team and others, requiring communication and presentation skills, human relations skills and teamwork.
· The decisions and recommendations are primarily based on interpretation of rules, procedures and methods. 



	Recruitment Qualifications
1. Education
A university degree in one of the following fields is required: Social Sciences, International Relations, Government, Public Administration, Public Policy, Social Policy, Social Development, Community Development, or another relevant technical field. 

2. Experience
A minimum of two years of relevant professional work experience is required. 

Experience working in a developing country is considered as an asset.

Background/familiarity with emergency is considered as an asset. 

3. Language Requirements
Fluency in English is required. Knowledge of another official UN language (Arabic, Chinese, French, Russian or Spanish) or a local language is an asset.

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

i) Core Values 

· Care 

· Respect

· Integrity

· Trust

· Accountability

ii) Core Competencies (For Staff with Supervisory Responsibilities) 
· 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)

· Drive to achieve impactful results (2)

· Manages ambiguity and complexity (2)

5.  Technical Knowledge   

a)  Specific Technical Knowledge Required (for the Job)
• Knowledge of Sharepoint, Teams, and other management and communication tools
• UNICEF programme policy, procedures and guidelines in the Manual.

                  b) Common Technical Knowledge Required (for the job group) 

•  Methodology of programme/project management

• UNICEF programmatic goals, visions, positions, policies and strategies.

• Knowledge of global human rights issues, specifically relating to children and women, and the current UNCEF position and approaches.

• UNICEF policies and strategy to address on national and international issues, particularly relating to conflicts, natural disasters, and recovery. 

• UNICEF emergency programme policies, goals, strategies and approaches.

•  Gender equality and diversity awareness
c) Technical Knowledge to be Acquired/Enhanced (for the Job) 
• UN policies and strategy to address international humanitarian issues and the responses.
•  UN common approaches to programmatic issues and UNICEF positions

• UN security operations and guidelines. 




� The differences in the grades of jobs and positions reflect various differences, among others, in the nature and scope of work, individual contribution, professional expertise required, organizational context, risks, coordination and networking, engagement, partners, beneficiaries, clients/stakeholders relations, impact of decisions, actions and consequences, and leadership roles.
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