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	UNITED NATIONS CHILDREN’S FUND

GENERIC JOB PROFILE (GJP)



	I. Post Information



	Job Title: Registry Assistant 
Organizational Unit: Oper - Administrative Serv, Dhaka
Post Location : Dhaka, Bangladesh

	Job Level: G-5
Job Profile No.: 00014225
CCOG Code: 2A12
Functional Code: ADM 
Job Classification Level: G-5



	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 Generic Job Profile for the Administrative Assistant at the G-5 level can be used in any UNICEF office, as the administrative focal point for a section that is outside of the office’s administrative section.  The Administrative Assistant is accountable for procedural and some specialized communications, operational and administrative support services.
It is worth noting that this GJP covers a broad range of functions, however, depending on the context, the incumbent may focus on all, some, or only one or two areas with great depth. Therefore, if this is the case, this can be made clear in team work plans as well as individual performance plans. However, for the incumbent to remain within the G-5 level of accountability, one, or a combination of the functions highlighted as “specialized” should not encompass the majority of their time.  

To fairly allocate the number of administrative assistants assigned to each team, careful consideration is to be taken with regards to the volume throughput e.g.:
-
size of overall team 

-
size of budget 

-
amount of travel within the teams
-       amount of consultant and institutional contracting and subsequent submissions to the contracts review committee (CRC)
Purpose for the job: 
Under the supervision and guidance of the supervisor, the Administrative Assistant is responsible for executing a broad variety of routine tasks and some specialized for the respective section, requiring thorough knowledge of UNICEF administrative procedures, processes and policies. 



	III. Key functions, accountabilities and related duties/tasks 


	Communications & Workflow 

· Responsible for operation and maintenance of all UNICEF Landline Phones and Mobile phones. 
· Act as focal point for UNICEF Mobile phones
· Check bills for all Mobile phones, Rep’s Direct Telephone line and Fax line and prepare payment and forward to certifying officer.

· Prepare statement of personal calls for payments by the concerned SMs and submit the statement to Finance section for recovery. 
· Prepare quarterly statements for Mobile allowance for SMS get approval and    forward to Finance.
Courier Service Operation

· Arrange, collect and dispatch of New York headquarter pouch services.
· Arrange, delivery of Medical Claims of staff member to Malaysia once a week
· Supervise courier service operation for delivery of letters and parcels to different offices, embassy, and UNICEF field Offices. 
· Supervise packing of materials for delivery to the field offices through courier services. 


	Management of Store Supplies/Equipment

· Receive office stationery and other necessary office supplies.
· Check items and arrange for storage.
· Maintain records and update records
· Monitor and share stock report to Admin Associate for arranging available stock for on time delivery to Sections

· Arrange distribution of stationeries on quarterly basis to concerned Sections
· Arrange delivery of stationeries to Field offices against Purchase requisitions
· Supports management of administrative supplies, office equipment, and updating inventory of consumable items.

· Monitors and supervises adequate and appropriate use of supplies. Ensures that services and maintenance of premises are in accordance with organizational standards.

· Arranges, service/maintenance of Photocopier in duty station with distribution of spare parts and toners


	Other Administrative support work
· Support Admin Associate in preparing bidding documents/publishing in Newspaper. 

· Organize and display sale of items in order as per PSB recommendations

· Check tabulation report with quoted value, security deposit against each Annex and participate as witness. 

· Prepare letter for successful bidder receive payment and arrange handover of items to successful bidders.

· Deposit cash/bank drafts to Finance section.  


	Physical counting of Asset in BCO through mAsset app

· Conduct physical counting of all asset in mAsset App

· Support to Admin Associate in attaching barcode to assets

· Check all workstations and arrange custodian list 

· Maintain and arrange assets servicing like Photocopier, Field Office Generators etc


	Any other: 

· Supervision of cleaners, messengers and electrician. Carry out any other task as assigned by the supervisor. 

· Supervision of cleanliness of entire UNICEF house 
· Ensure deep cleaning and fumigation of UNICEF House on time


	IV. Impact of Results 

	The scope of key results extends beyond small, discrete teams to impact support services of larger, more complex organizational structures. S/He supports the supervisor in the compilation and coordination of work products, ensuring deadlines are met and that established rules and procedures are followed. The work is standardized; yet the incumbent must apply a good knowledge of guidelines, to operationally support the Division/Office. Key performance indicators go beyond the timeliness and accuracy of work to include planning and organizing the work of the team.  
Administrative Assistants at this level represent the supervisor in communications involving the exchange of non-routine information, coordinating and following up on deadlines as well as establishing and maintaining communications with staff across various divisions. Communications require tact and discretion. They may also provide guidance and direction to temporary or lower level staff 



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


	Values 

· Care 

· Respect

· Integrity

· Trust

· Accountability

Competencies

· 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


	· Training and experience using MS Word, Excel, PowerPoint and other UNICEF software such as SharePoint; knowledge of integrated management information systems required. 

· Thorough knowledge of UNICEF administrative policies and procedures. 

· Organizational, planning and prioritizing skills and abilities. 

· Ability to deal patiently and tactfully with visitors. 

· High sense of confidentiality, initiative and good judgment. 

· Ability to work effectively with people of different national and cultural background. 

· Ability to work in a team environment to achieve common goals and to provide guidance to more junior support staff




	VII. Recruitment Qualifications



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


	Experience:
	A minimum of 5 years of relevant administrative or clerical work experience is required.

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



Child Safeguarding Certification

(to be completed by Supervisor of the post)

Child Safeguarding refers to proactive measures taken to limit direct and indirect collateral risks of harm to children, arising from UNICEF’s work or UNICEF personnel. Effective 01 January 2021, Child Safeguarding Certification is required for all recruitments.

	1.Is this position considered as "elevated risk role" from a child safeguarding perspective?* If yes, check all that apply below. 
	☐ Yes

(☐ No

  

	2a. Is this a Direct* contact role?

2b. If yes, in a typical month, will the post incumbent spend more than 5 hours of direct interpersonal contact with children, or work in their immediate physical proximity, with limited supervision by a more senior member of personnel.

*“Direct” contact that is either face-to-face, or by remote communicate, but it does not include communication that is moderated and relayed by another person.  


	☐ Yes

(☐ No

☐ Yes

(☐ No



	3a. Is this a Child data role? *:

3b. If yes, in a typical month, will the incumbent spend more than 5 hours manipulating or transmitting personal-identifiable information of children (names, national ID, location data, photos)

* “Personally-identifiable information”, in this context, means any information relating to a child who can be identified, directly or indirectly, by an identifier like a name, ID number, location data, photograph, etc. This is a “child data role”.
	☐ Yes

(☐ No

☐ Yes

(☐ No



	4. Is this a Safeguarding response role*

*Representative; Deputy representative; Chief of Field Office; the most senior Child Protection role in the office; any focal point that the office designated for Child Safeguarding; Investigator (Office of Internal Audit and Investigations


	☐ Yes

(☐ No



	5. Is this an Assessed risk role*? 

*The incumbent will engage with particularly vulnerable children
; or Measures to manage other safeguarding risks are considered unlikely to be effective
.

	☐ Yes

(☐ No




End.
� Common sources or signals of additional vulnerability may include but are not limited to: age of the child (very young children); disability of the child; criminal victimization of the child; children who committed offences; harmful conduct by the children to themselves or others; lack of adequate parental care of the children; exposure of the children to domestic violence; a humanitarian context; a migrant (refugee/asylum-seeking/IDP) context. No ‘baseline’ vulnerability will be set. Hiring Managers will need to use judgment, taking into consideration the implications that follow from an assessed risk role (additional vetting scrutiny, training).


� i.e. the role-risk will be compounded by other residual risks.




















