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UNITED NATIONS CHILDREN’S FUND
GENERIC JOB PROFILE (GJP)




	
I. Post Information


	
Job Title: Operations Associate
Organizational Unit: ICT & Supply
Post Location : Astana, Kazakhstan

	
Job Level: G-6
Job Profile No.: 
CCOG Code: 2A12
Functional Code: ADM 
Job Classification Level: G-6




	
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 an Operations Associate at the G-6 level can be used in any ECAR UNICEF office. They generally report to a professional staff member in either the national or international category, at all levels, depending on the office context.  

[bookmark: _Hlk205982861]This GJP covers a broad range of Operations-related functions and is intended for use in specific cases where a role has been combined into a hybrid position, as approved by the PBR. Offices may  prioritize certain responsibilities within the relevant area of expertise, which can be captured in work plans and/or individual performance plans. 

The focus of Operations Associate positions at this level is on providing comprehensive operational and technical support across core functional areas including administration, finance and budget, people and culture, information and communications technology (ICT), and supply and procurement. The role involves implementation, coordination, data and records management, and client-oriented services in line with UNICEF’s operational policies, systems, and strategic objectives. Support includes transactional and specialized activities such as managing office systems and workflows, supporting event logistics, processing travel and financial transactions, maintaining ICT platforms and cybersecurity practices, and coordinating procurement and supply chain operations. Operations Associates are expected to interpret and apply organizational rules, regulations, and procedures, often in situations requiring adaptation and problem-solving beyond standard guidelines. These positions require the incumbent to work independently with limited supervision oversight, ensuring timely and accurate delivery of results in alignment with work plans and operational priorities.

Purpose for the job: 

Under the supervision and guidance of the supervisor, the Operations Associate provides a broad range of procedural, administrative, and specialized operational support across functions such as supply and procurement, and information and communications technology (ICT). The role requires in-depth knowledge of UNICEF procedures, processes, and policies to ensure the smooth and efficient delivery of services, accurate application of rules and regulations, and effective coordination with internal and external partners.

	
III. Key functions, accountabilities and related duties/tasks 


	
Summary of Key functions:

· Information and Communications Technology
· Supply and Procurement

1. Information and Communications Technology - To provide ICT support ensuring reliable connectivity, secure digital assets, and efficient use of technology resources.

· Deliver first and second-level ICT support by logging, tracking, and resolving service requests, troubleshooting technical issues, and escalating complex cases as necessary.
· Managing lifecycle of assigned ICT incidents in service management tool.
· Maintain ICT inventory, manuals, and other documentation. 
· Ensure timely updates to systems, software, and hardware in line with lifecycle requirements, including mission critical assets related to connectivity and firewalls.
· Perform the installation, upgrade, configuration, and routine maintenance of ICT equipment, systems, and applications.
· Support conferencing solutions, audiovisual equipment setup, and other ICT tools required for meetings and events.
· Perform routine data backups and assist in the generation of system reports, ensuring compliance with data retention standards.
· Provide inputs to emergency data telecoms preparedness and ICT Disaster Recovery simulation testing to support the office BCP.
· Provide basic user orientation and training on UNICEF-approved platforms, tools, and security protocols.
· Contribute to cybersecurity by implementing access controls, participating in incident response, and supporting recovery measures in coordination with regional and global ICT security teams. Promote safe digital practices such as password hygiene, phishing awareness, and device protection, and monitor staff completion of mandatory cybersecurity training. Participate in routine reviews of digital access permissions and suggest improvements based on the principle of least privilege.
· Participate in ICT-related projects, assisting in planning, implementation, and testing of new systems and applications. Providing guidance and training to junior staff. 
· Liaise with regional and global ICT teams to report local issues, share updates, and coordinate improvements to ICT services.

2. Supply and Procurement: To support procurement, logistics, and supply chain operations ensuring timely delivery of goods and services in compliance with UNICEF policies. 

· Contribute to supply chain planning, forecasting, and performance monitoring, providing input to annual supply plans and procurement strategies.
· Conduct data review, market research, and category analysis to support the development of cost-effective, sustainable procurement strategies.
· Support procurement processes including establishing and maintaining (LTAs), preparation of documents for the Contracts Review Committee (CRC), preparation of Request for Quotations (RFQs), Invitation to Bid (ITBs), and Requests for Proposals (RFPs), organizing bid openings, conducting evaluations, and participating in clarifications and negotiations.
· Prepare and process purchase orders and contracts in SAP (ERP), ensuring completeness, compliance, and timely approvals.
· Ensure accurate documentation and filing for audit purposes.
· Monitor supplier performance, delivery schedules, and implement vendor management practices such as supply performance reviews.
· Provide logistics support, including warehouse operations, capacity assessments, and inventory management, ensuring accurate records and compliance with UNICEF standards.
· Liaise with UNICEF Supply Division, freight forwarders, and internal stakeholders to coordinate Procurement Services transactions and follow up on delivery timelines.
· Ensure the application of ethical, sustainable, and value-for-money principles in all procurement and supply activities, in line with UNICEF guidelines.



	
IV. Impact of Results 

	The Operations Associate is accountable for applying a broad range of specialized rules and procedures in coordinating operational, ICT, procurement, and logistical support to the team served. The position may also include supervisory responsibilities. 

Information communication and Technology
	In ICT, the Operations Associate ensures the functionality, security, and efficiency of essential systems, delivering high-quality customer service, providing first- and second-level technical support, performing troubleshooting tasks, and contributing to cybersecurity measures. The work performed affects not only the functionality of fundamental ICT systems, but also the operational efficiency of staff. Indirectly the Associate’s work impacts on delivery of organization-wide programmes. Failure to implement essential cybersecurity protocols will expose UNICEF's digital assets to increased risks, leading to potential data breaches, compromised sensitive information, and weakened overall cyber resilience within the office environment.

Finance and Budget, Supply and Procurement
The role directly impacts the optimal, appropriate, and effective use of resources and the accuracy of financial recording, accounting, and reporting, thereby supporting management oversight, informed decision-making, and quality control. It has a direct influence on the efficiency, compliance, and client satisfaction of specialized supply chain processes, liaising with clients and suppliers to resolve issues on purchase orders, contracts, deliveries, and payments, while ensuring adherence to policies, rules, service standards, and deadlines.







	
V. Capabilities Required


	
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

	
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 with Supervisory Responsibilities) *

· 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)
or
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)

*The 7 core competencies are applicable to all employees. However, the competency Nurtures, Leads and Manages people is only applicable to staff who supervise others.



	VII. Recruitment Qualifications


	Education:
	Completion of Secondary education is required, supplemented with formal training in Computer Science, Information Systems, Telecommunications, Engineering; and technical or university courses related to supply chain, business administration, contract/commercial law, or another relevant technical field
ITIL Foundation Certificate or equivalent customer support certification is an asset.

	
Experience:
	A minimum of six years of practical work experience in information technology, requiring systematic methods of troubleshooting and problem solving is required; relevant administrative experience in supply chain management or a commercial context is required. Understanding of development and humanitarian work is an advantage.

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