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SPECIFIC JOB DESCRIPTION

	
I. Post Information


	
TITLE OF SUPERVISOR: PEOPLE & CULTURE SPECIALIST, P3
REASON FOR CLASSIFICATION: There is no Generic Job Profile for this post title and level.  Thus specific JD is developed 
REGION: SAR
COUNTRY:  NEPAL COUNTRY OFFICE
DUTY STATION: KATHMANDU
SECTION: PEOPLE & CULTURE

	
CATEGORY: GS
PROPOSED LEVEL:  GS-7
JOB TITLE:  SNR . PEOPLE & CULTURE ASSOCIATE,
Functional Code:
ICSC CCOG Code:




	
II. Strategic Office 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.

Strategic office context  : 

Nepal Country Office current CPMP 2023 -2027 is still ongoing. The country office is undergoing a Programme Budget Review (PBR) process to align with UNICEF global Future Focus Initiative (FFI) which has resulted in change/reduction in staff structure of the country office requiring corresponding reduced number of staff in the P&C Section to provide HR services.  In addition, the global shift and transition of Recruitment Administrative Services (RAS) and Individual Consultancy Contract Services (ICCS) to GSSC has reduced the volume of transactional work of the Section.  Accordingly, the structure and accountabilities of the P&C Section have been streamlined to align with the changing context and future need of the Nepal Country office 

Purpose for the job:
The Senior People & Culture Associate G-7 will work under the direct supervision of the People & Culture Specialist P3 to assist and contribute to the efficient delivery and implementation of strategic and broad range of HR functions, which includes business partnering for all categories of personnel in Nepal Country Office ensuring quality, time and cost efficiency and client satisfaction to support delivery of country programme results.  She/He will work with some degree of independence and to apply knowledge of theoretical HR models, as well as understanding of organizational HR policies and procedures and consult with supervisor in complex and intricate HR matters on which authoritative procedural advice/decision is required.   



	
III. Key functions, accountabilities and related duties/tasks:


	
Support Business Partnering
· Support the business partners in using HR systems and advising on changes to HR processes and policies and ensuring the highest level of client orientation with minimal guidance from supervisor. 
· In consultation with supervisor, support the business partners in developing initiatives to encourage employee well-being and employee recognition schemes. 
· Support supervisor to proactively advise clients on the resolution of human resources issues by recommending equitable and transparent solutions that protects both the staff and organization’s interests in accordance with policies, regulations and procedures. 
· Contribute to provide guidance to clients on performance management, organize capacity building sessions and consolidate data for talent review meetings. 
· Through research of policies and analysis of data which contributes in providing advice to clients on HR related needs and developing subsequent plans of action. 
·  In consultation with supervisor, analyze, research, verify and compile data and information on cases that do not conform to UN or UNICE’s HR rules and regulations, to support consistent and equitable application of decisions and implementation of agreed upon action.

Strategic Human Resources 

· Assist supervisor liaise with Regional Office, Centre of Excellence HQ Divisions, and other country offices to support and contribute to corporate HR strategy formulation and global implementation. 
· Research and provide data which helps inform the improvement of HR systems, policies and processes.
· Keep abreast and research best and cutting-edge practices in HR management and contribute to the development of global policies and procedures and introduce innovation through sharing of best practices and knowledge learned.

Recruitment and placement
· Coordination and technical support of recruitment of GS staff (non-administrative roles): 
a. Guide managers to develop job descriptions and ensure classification 
b. review vacancy announcements and longlist received from GSSC to ensure accuracy, consistency, quality and policy compliance 
c. Identify and recommend local context vacancy sourcing channels to contribute to country office strategies for improved workforce diversity.
d. In close consultation with supervisor, liaise with candidates and hiring managers and selection panel in various stages of assessments and writes quality and policy compliance selection reports for review by supervisor and panel members. 
e. Guide hiring managers in conducting quality and detailed reference check and follow up with GSSC on other verification checks.
f. Consolidate and undertake all system input of all recruitment reports and documents for approving process.
g. Undertake on-boarding of new staff, draw up and ensure detailed orientation working closely with hiring managers , Guide staff through off-boarding providing clarity on health/life insurance, pension and other entitlements. 

· Guide hiring managers to facilitate non-regular recruitments (UNVs and Low Value Contract)  
a. Coordinate with all programmes and facilitate compilation of UNV Annual plan and individual consultant annual plan, monitor, review and ensure periodic reporting of status to supervisor
b. Focal Point liaising with UNV Office for various stages of recruitment of UNVs, participate in assessment and onboarding and offboarding of UNVs, monitor and report to supervisor.

Support to Implementation of assigned Human Resources Services

· Provide support on various or one specific HR activities and services (for example, workforce planning, office positive work culture, diversity improvement strategies measures, staff wellbeing initiatives, change and transition staff support measures,,  client outreach and process and policy advocacy webinars, guidance to staff on entitlements, inter-agency HR Working Group etc.), to help their supervisors in implementing efficient client services that help either attract, retain and/or motivate staff of the highest caliber. 
· When assigned casework in the relevant area on either a routine or non-routine basis, analyze and synthesize issues and problems, and interpret established, formal guidelines to address and recommend solutions or further actions to the supervisor for review
· Perform the GSSC Local Focal Point (LFP) role by collaborating with GSSC, and consulting with supervisor on complex cases, to analyze, research and verify information for the purpose of responding to staff queries on benefits and entitlements, guide staff on relevant forms and actions, initiate system on-boarding and off-boarding processes and follow-through with GSSC. 

Learning and Capacity Development

· Support supervisor’s collaboration with business owners, to research and conduct surveys, to map out upskilling topics, competency gaps and develop yearly learning plan (efficient and cost-effective learning products and budget) which enable staff to learn and build their capacity, coordinate implementation and progress reporting of the plan.  

· Participate as a resource person (where applicable at this level of responsibility) in learning and capacity building initiatives to enhance learning needs of  clients/stakeholders.
· Organize group orientation for new staff and facilitate individual briefing 

HR Data Analytics
· Collect, interpret and analyze HR data to help inform decision making on HR processes and strategies.
· Support supervisor the development and implementation of data collection systems to optimize data quality.
	






	
IV. Impact of Results 

	
The responsibilities to be carried out by the Senior People & Culture Associate will contribute to the achievement of overall HR service delivery results in the country office, including the field offices.  His/her work will be performed with some level of independence in technical tasks and with close supervision and consultation with supervisor in some of the complex and sensitive research analysis, policy interpretation, recommendations and decisions requiring authoritative procedure and influencing.  High level of demonstration of core values impacts positively on client’s’ sustained trust in HR strategic business partnering services for delivering programme results of the UNICEF Nepal. The impact is thus centered on providing thorough and accurate analysis of individual cases and processes.  The overall incumbent’s work strengthens the supervisor’s capacity in effectively and efficiently executing all human resource services and tasks in a country office.





	
V. Capabilities Required  

	
The position is at the top level of GS category, thus comes with some expectation of working independently on assigned responsibilities with expected high level of efficiency and efficacy, accurate analysis, quality work and thorough self-review of work. Incumbent must have solid technical knowledge and practical country office experience to provide contexualized guidance to clients on policies, systems, entitlements and problem-solving ability and other support.  Timely consultation with supervisor on complex cases should be ensured. The overall incumbent’s work strengthens the supervisor’s capacity in effectively and efficiently executing all human resource services, contributes to overall good people management in the country office, which is fundamental and indispensable for implementing programmes and achieving target results for children in Nepal.




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


	i) Core Values 
· Care 
· Respect
· Integrity
· Trust
· Accountability
· Sustainability

ii)  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)
· Drives to Achieve Impactful Results (1)
· Manages Ambiguity and Complexity (1)




	
VII. Recruitment Qualifications


	
Education:
	
Completion of secondary education is required. Professional and/or university courses related to the field of work are highly desirable.

	
Experience
	Minimum seven years of work experience in human resources is required.  A mix of experience in human resources and administration may be considered with dominance in human resources. 

Experience in an international organization or the UN is desirable.

A bachelor’s degree from a recognized academic institution may replace three years of related work experience. 
A master’s degree may replace an additional two years.

Work experience in emergency context is an asset

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


	Technical knowledge/skill































Capabilities Required
	Technical 
  - Extensive knowledge of HR principles and concepts of human resources management, rules, regulations and procedures within the UN 
 
-Ability to proactively identify clients’ issues, analyze the issues extract and make recommendations or non-complex decisions to solve HR and operational problems 
-Excellent knowledge of IT and HR systems and tools to support work.
Strong research and data analytics skills and utilizing data to draw conclusions and promote different areas of HR work.
-Ability to organize own work, set priorities, work independently and meet deadlines.  
 
Interpersonal and communication 
-Takes responsibility to respond to internal and external service needs promptly and proactively; takes initiative to ensure that deadlines, rules and regulations are met. Uses own discretion to address unforeseen situations.  
-Demonstrates a high degree of confidentiality, initiative and good judgment.  
-Demonstrates courtesy, tact, patience and ability to work effectively with people of different national and cultural backgrounds.  
-Ability to empathize with client managers, supervisors and staff while advocating for consistent and equitable applications of promulgated HR regulations and rules.

1. Project Management (3)
· Create project plans, objectives, and deliverables.
· Track and organize resources like time, budget, and team efforts.
· Identify and report potential risks for further guidance.
2. Collaboration (3)
· Navigate organizational dynamics and adapt behavior to respond to different situations.
· Choose appropriate words, tone and tailors' messages respectfully and persuasively to suit different audiences.
· Write clear, concise and well-structured reports and documents using appropriate language.
· Pay close attention to what others are saying, asking questions for clarification.
· Present ideas and information clearly in front of groups.
3. Problem solving (3)
· Analyze data, identify trends, patterns and anomalies.
· Evaluate information, analyze problems, identify underlying causes and risks.
· Summarize and communicate findings, focusing on actionable insights to support decision- making.
· Make decisions in time-sensitive situations, even with incomplete information.
· Assess the potential impact of solutions (costs, benefits and risks).
4. Digital dexterity (3)
· Utilize AI-powered tools and platforms to automate data analysis.
· Apply prompts to improve the quality of reports and data, ensuring alignment with internal regulations and policies.
· Use specialist technology business systems and software.
· Analyze and summarize data from various business systems to generate reports and insights.




	
VIII. Child Safeguarding

(Please respond with Yes or No) 


	
Is this role a representative, deputy representative, chief of field office, the most senior child protection role in the office, child safeguarding focal point, or investigator (OIAI)?:
	


NO

	Is this post a direct contact role in which incumbent will be in contact with children either face-to-face, or by remote communication, but the communication will not be moderated and relayed by another person?:
	
NO




	Is this post a child data role in which incumbent will be manipulating or transmitting personal-identifiable information on children such as names, national id, location data, or photos?:

	


NO

	The selected candidate for this position will be required to engage with vulnerable children:
	

NO
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