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	UNITED NATIONS CHILDREN’S FUND

JOB PROFILE




	I. Post Information



	Job Title: Programme Budget Officer, P2
Supervisor Title/ Level: Deputy Representative, P4

Organizational Unit: Programme Section
Post Location: Lome - Togo
	Job Level: Level 2
Job Profile No.: 

CCOG Code:

Functional Code:

Job Classification Level: (For non GJP)



	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 Programme Budget Officer, P2, position reports to the Deputy Representative - Programme, P4.
Purpose for the job: Under the general supervision of the Deputy Representative, performs a variety of specialized tasks in support of the preparation, planning, monitoring, and control of the budget involving several different sources of funds and programmes and monitors and allocates incoming funds, manage donor Grants within VISION (SAP) and make allocations to the appropriate programmes. Additionally, the incumbent will monitor fund utilization and progress reporting and capacity building



	III. Key function, accountabilities and related duties/tasks 



	Summary of key functions/accountabilities: 

1. Participate in the development of the office work plan, annual management plan and donor proposals. Monitor compliance to ensure fund management objectives and targets are met and achieved, and that staff is aware of donor conditions.
2. Structure and code the annual programme budget, and supervise its updates, including coding of new allocations. This will be done by assisting Programme Staff in preparing budgets to reflect the respective Country Programme Documents. Collect and analyse budget and financial data for programme/project planning, management, monitoring and evaluation purposes.
3. Review the accuracy of VISION/SAP generated data. Be responsible for accuracy of financial data and information. Coordinate with HQs and programme sections on incoming funds, grant creation, extension and adjustments as well as reallocations; monitoring conditionality and deviations; monitoring Change of funding source and coordinate responses to financial queries and enquiries from donors and headquarters.

4. Ensure that Sections implement the programme within the planned time frame of the grant, and as per the donor’s agreement. Monitor commitments and expenditures to ensure timely, accurate and appropriate management information is provided on programme budget, allocations, commitments, expenditures and projections and ensure errors and discrepancies are detected and corrected. Ensure that OR is only used for the purposes agreed. When changes in conditions demand a changed response, ensure that donor’s agreement is obtained in advance before committing funds in any new way.

5. Carry out annual budget adjustment as required. Alert the management and chiefs on low utilization and recommend budget reallocation based the trend analysis. Bring key issues to the attention to management.

6. Provide support to Programmes through preparation of monitoring reports (donor utilization reports, all routine management reports produced by VISION, non-routine reports and presentations), review and analyse reports and recommend actions to be taken to maximize the efficiency of the office’s fund utilization. Assist management and programme staff in allocation and reallocation of funds. Conduct regular review and reconciliation of Grants; provide analysis by using the management indicators. Ensure that the contribution is utilized in full to enable the final report to be issued to the donor, and the file closed, together with the Partnerships Head of unit.
7. Attend technical cooperation meetings prepare notes and undertakes follow-up actions related to programme planning, budgeting and implementation.

8. Guide professional and support staff in budget preparation, monitoring and reporting. Ensure their orientation and training needs are met and provide on-the-job training, also by selecting and compiling training and orientation materials for budgeting and reporting. Arrange Vision coding training for Programme Professionals as well as General Service Staff as may be required.
9. Create and monitor staff payroll: support staff payroll run by ensuring that adequate funds are allocated for staff salary and cost distribution uploaded for all staff on FT and TA, maintain an analysis for the payroll and related gaps payroll.




	IV. Impact of Results 



	Accurate recommendations made to Senior Management and supervisor on appropriate course of action regarding Programme Budget adjustments and grant conditions because of analysis and observation for follow up action contribute for successful Programme/Operations/Administrations and monitoring and result in timely delivery and efficient and effective utilization of donor funds.


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


	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. Recruitment Qualifications



	Education:
	First University degree in Business Administration, Financial Management or related technical field.



	Experience:
	Two years of professional work experience in accounting, budgeting and project administration, monitoring and evaluation.
Developing country work experience and/or familiarity with emergency is considered an asset.

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