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GENERIC JOB PROFILE


	
I. Post Information


	Job Title: Security Associate (Access and Coordination)
Supervisor Title/Level: Security Manager
Organizational Unit: Security/Operations Section
Post Location: East Jerusalem / Country Office
	
Job Level: GS-6
Job Profile No: 
CCOG Code:  
Functional Code:   SEC
Job Classification Level: 




	
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 nation.

Job organizational context:

The post is situated in the UNICEF Country Office Security/Operations function and reports to the Security Manager/ consistent with applicable UNICEF reporting arrangements. The post supports personnel movements into and out of Gaza and security-related operations across the office, including the West Bank and Jerusalem.

Purpose for the job:
The Security Associate (Access and Coordination), GS-6, provides operational coordination, security and administrative support to enable safe, timely and well-organised UNICEF activities. The role is expected to devote approximately 50% of working time to access and personnel movement coordination, 35% to security functions and 15% to associated (security) administrative support. The incumbent facilitates, tracks and communicates movement arrangements but does not independently grant security clearances, approve access, or assume the security decision-making authority of the supervisor or responsible authorities. All duties are carried out in accordance with supervisors’ instructions and applicable UN/UNICEF security policies, rules and procedures.




	
III. Key function, accountabilities and related duties/tasks 


	Summary of key functions/accountabilities:

1. Access and Personnel Movement Coordination (approximately 50%)
2. Security Planning, Safety and Security Services, and Security Networking (approximately 35%)
3. Administrative, Personnel Accountability and Information Support (approximately 15%)
4. Knowledge Management and Capacity Building (integrated within security responsibilities)


	1. Access and Personnel Movement Coordination (approximately 50%)

•  Coordinate and facilitate UNICEF staff rotations and movements into and out of Gaza, consolidating staff requests, deployment preferences, anticipated movement dates and operational requirements.
•  Liaise with the Access Security Unit (ASU), UNICEF Gaza team and other relevant UN agencies and counterparts to coordinate the practical arrangements for planned movements and rotations.
•  Coordinate with Gaza-based colleagues to confirm accommodation capacity and other relevant deployment constraints, and integrate these into movement planning.
•  Maintain up-to-date rotation plans, movement schedules and accurate tracking records; verify information, identify discrepancies and escalate potential scheduling or access problems promptly.
•  Provide timely and clear movement-related information to staff, follow up changes and ensure relevant personnel are included in requested or confirmed rotation arrangements.
•  Coordinate with programme, operations, administration and security colleagues at all levels to support smooth movement arrangements and resolve practical coordination issues.
•  Support urgent or time-sensitive movements and respond to operational changes, including outside normal working hours when required and in line with approved arrangements.
•  Refer movement decisions, security approvals, access authorisations and exceptions to designated officials; keep relevant records of communications and approved arrangements.

	2. Security Planning, Safety and Security Services, and Security Networking (approximately 35%)

•  Support the supervisor administratively and logistically in security planning for UNICEF personnel and eligible family members and protection of premises, assets and resources in accordance with UN and UNICEF Security Management Systems.
•  Collect and maintain information supporting the UN Country Security Plan, applicable security standards and residential security measures, security assessments and relevant security instructions.
•  Assist in the preparation and upkeep of routine security documentation, contingency, fire and evacuation plans, and security incident reports and returns.
•  Monitor local security developments through media and established networks and provide timely factual updates and emerging concerns to the supervisor.
•  Assist with security arrangements supporting UNICEF personnel, premises and operations, and provide routine technical and operational support to contracted security providers as directed.
•  Under direct supervisory guidance, disseminate relevant security instructions and emergency procedures to personnel and eligible family members.
•  Support the establishment, maintenance and periodic testing of communications and warden systems and help organise security contingency exercises.
•  Conduct residential physical security surveys of international personnel residences, as required and under the applicable security framework.
•  Under the guidance of the supervisor, liaise with UNDSS, relevant UN security counterparts, local authorities and other appropriate stakeholders on security-related coordination.

	3. Administrative, Personnel Accountability and Information Support (approximately 15%)

•  Maintain and regularly update the West Bank mission matrix and liaise with sections to obtain and verify information on planned and undertaken missions.
•  Maintain accurate and current UNICEF personnel presence and warden lists across the area of responsibility.
•  Compile and share UNICEF personnel presence figures with UNDSS on a weekly basis, following established office procedures.
•  Support personnel headcounts and accountability exercises, including reconciling available records and highlighting gaps for follow-up.
•  Maintain orderly records, trackers and relevant correspondence for movement, mission and personnel-accountability processes, with appropriate confidentiality and attention to accuracy.
•  Provide other related routine administrative and logistical assistance to the Security/Operations team as assigned.

	4. Knowledge Management and Capacity Building (within the security allocation)

•  Coordinate with UNDSS, as required and under the supervisor’s guidance, to support completion of mandatory security training and briefings by UNICEF personnel.
•  Support country-level familiarisation sessions for contracted security guards concerning their UNICEF-related duties.
•  Support security familiarisation for drivers, including appropriate actions when confronted with security incidents while driving.
•  Assist with security training or briefings for UNICEF personnel and eligible family members, including local-language support where appropriate.



	
IV. Impact of Results 


	Effective access and personnel movement coordination enables UNICEF to maintain a planned and accountable staff presence in Gaza, while reducing avoidable delays, omissions and operational costs. Reliable security support contributes to appropriate implementation of security measures protecting personnel, eligible family members, premises, assets and resources. Accurate mission tracking and personnel-accountability records strengthen operational continuity, staff awareness and the quality of information available to supervisors and UNDSS. The incumbent’s contribution is measured by the timeliness, accuracy, completeness and responsiveness of support within delegated authority.



	
V. Capabilities Required 


	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

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 

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)

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 

Role-specific application of the above capabilities

•  Coordinate multiple staff rotations and changing schedules while maintaining accurate and auditable records.
•  Check information carefully, identify omissions early and escalate problems that may create security, operational or financial consequences.
•  Communicate clearly with staff, ASU, UNDSS, Gaza-based counterparts and programme and operations teams; handle personnel-related information discreetly.
•  Maintain and analyse mission, movement and presence data using standard office information-management tools.



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


	i) Core Values 

· Care 
· Respect
· Integrity
· Trust
· Accountability
· Sustainability

ii) Core 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)





	
VII. Recruitment Qualifications


	
Education:
	
Completion of secondary education, supplemented by relevant technical/military/police courses and/or university courses in a relevant discipline. 

	
Experience:
	A minimum of 6 years of progressively responsible experience in a security related environment is required.
Experience in staff movement/access coordination, operational logistics, UN inter-agency liaison, personnel tracking or a comparable complex operational environment is an asset.

A Bachelor or equivalent (First Level University Degree) from a recognized academic institution in a field relevant to the position may replace 3 years of related work experience. A Master or equivalent (Advanced University Degree) may replace an additional 2 years.

	
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.
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