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SPECIFIC JOB PROFILE




	
I. Post Information


	
POST NUMBER: 00132591

REGION/DIVISION: APROCOUNTRY: Nepal

DUTY STATION: Kathmandu

OFFICE: NEPAL COUNTRY OFFICE
SECTION: Operations

UNIT: Administration
	
CATEGORY: General Services

POST LEVEL: GS6

JOB TITLE: Administrative Associate (Travel, Protocal & Transport)

Functional Code: ADM

ICSC CCOG Code:1A12




	
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 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 : 

The Nepal Country Office is a medium size country office with five  office locations in Kathmandu, and four  field offices (JanakpurBhairahawa,Surkhet and Dangadhi).  The Administrative Unit is part of the overall operations under the oversight of the Deputy Representative (Operations).  The Unit provides administrative services, guidance, and operational support to the Kathmandu office, while also supporting the four field offices as required. The country office is in the UN House premises along with other UN Agencies and plays key tole at inter-agency level collaboration (joint Working Group). 
The country office strategic and cost-efficient operational consolidation aligns with global shift of international and entitlement travel to the Global Shared Services Centre (GSSC) and the broader reform agenda under the Future Focus Initiative, ensuring the office remains fit-for-purpose. This transition enables the consolidation and realignment of travel/protocol and fleet management functions into an optimized role of Administrative Associate G6 level, for the effective delivery of UNICEF’s programs for children under the UNICEF’s value-for-money principles.

Purpose for the job:

Under the supervision and guidance of the Administrative Officer, the Administrative Associate will provide comprehensive support in travel coordination, protocol services, and fleet management. The role ensures operational efficiency, compliance with UNICEF policies, and timely service delivery to support program implementation. The incumbent will supervise drivers, manage vehicle logistics, and liaise with different government agencies and service providers to facilitate smooth services and provide guidance on applicable requirements and compliances. 





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


	
1. Travel and Protocol Management:

· Facilitate national travel arrangements and bookings for all personnel (staff, UNVsand consultants). Act as the Travel  Administrator for Nepal Country office. Verify and post Travel Authorizations (TA) according to UNICEF travel policy and guidelines and SOPs
· Focal point to coordinate with GSSC for international travels and guide staff and ensure compliance with travel policies and accurate processing of entitlements.
· Facilitate issuance of Nepali resident visas for international personnels and their dependents and other official travelers into Nepal. Facilitate foreign visa application and receival for country office staff embarking on official international travels.and provide required advisories.
· Network and coordinate with different government ministries for visa processing, identity cards, driving licenses, prior approval for purchase/sale of official and personal vehicles and other protocol services for all foreign official missions, foreign media teams into Nepal etc.
· Manage protocol-related requests, coordinate meeting accommodating arrangements with hotels and meeting facilities. 
· Support the establishment and renewals of long term arrangements (LTA), including regularly monitoring performance of hotels and similar meeting facilities on LTAs.
· Regularly assess the performance of travel agencies on long term arrangements (LTAs) with UNICEF. Conduct periodical spot checking of airfare quotes to ensure competitiveness and adherence to the contractual terms and conditions.
· Arrange airport reception and departure for senior staff and visitors.

2. Fleet and Transport Management:

· Oversee daily vehicle assignments, bookings, and field trip logistics.
· Maintain fuel consumption records and monitor vehicle performance indicators.
· Maintain and update the system, orient staff and drivers, record and monitor daily transport requests, prioritize and assign vehicles, support/train drivers in security clearance and travel authorizations, and manage shift duty rosters and overtime.
· Request fuel coupons, maintain fuel consumption records, provide key performance indicators for fuel efficiency, maintenance costs, and electric vehicles.
· Ensure timely renewal of third-party insurance and vehicle registration, assist in issuing UNICEF driving permits, digitize vehicle documents, and update asset records.
· Check and verify invoices for vehicle maintenance, fuel bills, and rented vehicles, and forward them for payment processing.
· Supervise day-to-day maintenance, ensure MOSS compliance, supervise minor repairs, and arrange for other repairs as needed.
· Coordinate with field offices for vehicle accessories/spare parts, maintain maintenance records, and monitor the use of spare parts.
· Ensure compliance with safety regulations, security operating procedures, and communication procedures, and ensure all mandated security equipment is operational.
· Supervise and guide a team of 7 drivers, including shift scheduling and performance monitoring.
· Provide updated technical compliance training to drivers
· Cordinate inter-agency field mission transport arrangements when needed.

3. Administrative Oversight and Reporting:

· Maintain accurate records of travel, vehicle usage, and protocol documentation.
· Digitize and archive transport and travel-related documents.
· Support procurement of vehicle accessories and coordinate with field offices for servicing needs.
· Prepare reports on fleet efficiency, cost analysis, and compliance metrics.

4. Vendor and Stakeholder Liaison:

· Monitor performance of travel agents and service providers under LTAs.
· Coordinate with hotels and event venues for UNICEF meetings and protocol events.
· Ensure timely processing of invoices and payments related to transport and travel services.
· Uploads electronic files and verifies results to destination system. Responds to client transaction status and other inquiries. 
· Facilitates the processing of contracts for hired vehicle, vehicle maintenance, spare parts, drivers’ uniform , and external partners (as and when required) to provide a service to the section. This includes preparing and filing documents, completing necessary forms and templates, uploading TORs in VISION, and making necessary logistical arrangements. 
· Maintains up-to-date vendor lists and rosters. 

5. Communications & Workflow :

· Facilitates the communications and workflow of the organizational unit to enhance the efficiency and timeliness of operations and outputs. 
· Communicates routine and non-routine information pertaining to the work of the team. 

6. Nurture and Supervise:

· Supervise the work of the direct reports in the unit and provide guidance, review of assignments, trainings, and performance appraisal. 


	






	
IV. Impact of Results 

	
The efficiency of this role directly impacts UNICEF Nepal’s operational readiness and program delivery. By consolidating key administrative functions, the position enhances responsiveness, reduces delays, and ensures cost-effective service delivery. This contributes to UNICEF’s ability to achieve results for children in a timely and accountable manner.





	
V. Competencies and level of proficiency required


	
Core Values attributes

· Care
· Respect
· Integrity
· Trust
· Accountability


	
Core competencies skills

· 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) 
 



	

	




	
VI. Recruitment Qualifications


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


	
Experience:
	A minimum of 6 years of relevant work experience in administrative functions, focusing mainly on protocol services   involving government agencies, international travel coordination, fleet and transport management, and contract management of travel and transport service providers. 

Possess in-depth technical knowledge about the vehicle to support on issues of vehicle maintenance.

In-depth years of experience in managing UN protocols and liaison with external government agencies and providing guidance on protocol procedures is required.

Experience in coordinating with external LTA vendors for smooth transport service in normal and emergency settings.

Experience in allocating assignments, supervising, and guiding work of the transport team and their wellbeing.
 
Experience in coordinating travel, transport, fleet and protocol services in intensive emergency settings, with the ability to manage high-volume, time-critical operational requirements and rapidly changing priorities.




Strong coordination skills with field offices and effective communication with staff are also required. 



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.


	
Language Requirements:
	
Fluency in English and Nepali language is required. 

	Specific technical skills and knowledge
	
· Strong interpersonal and communication skills. 
· Ability to work effectively with diverse teams and external stakeholders. 
· Ability to deal patiently and tactfully with visitors. 
· Strong knowledge of managing the transport team. 

· Familiarity with vehicle maintenance and vendor coordination. 
· Proactive tracking and monitoring of protocol records. 
· Effective collaboration with external networks/ government agencies to facilitate protocol clearances 


	Desirables
	Work experience in emergency context is an asset

Experience in any UN organization and inter-agency collaboration, and supervising, an asset. 

Fleet and transport management in a large office setting.

Experience in coaching and mentoring will be considered as an asset.

Knowledge of road safety and experience in defensive driving principles relevant to fleet and transport operations would be an asset. 

Relevant experience at country level, particularly in development, fragile setting and humanitarian contexts.
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