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JP Reports Specialist Level 3







UNITED NATIONS CHILDREN’S FUND

JOB PROFILE 

	  JOB TITLE:       Reports Specialist
  JOB LEVEL:      P 3 TA
  REPORTS TO:   Chief, Planning, Monitoring and Evaluation
  LOCATION:       UNICEF SOP, East Jerusalem 
	JOB PROFLE NO.: _____________

CCOG CODE: ________________

FUNCTIONAL CODE: ___ P3___
JOB CLASSIFICATION ________ 

	PURPOSE OF THE JOB 
Under the supervision of the Chief, Planning, Monitoring and Evaluation  and dotted reporting line to the Emergency Manager, the Reports Specialists responsible for coordinating and producing timely, accurate, analytical and audience-focused reporting and knowledge-management products. The role will consolidate programme results; strengthen the quality and timeliness of SitReps, HAC/HPM reporting, donor and management reporting; and ensure coherence between quantitative evidence and narrative analysis.

Through the dotted technical reporting line to the Emergency Manager, the incumbent will support HAC appeal development and revisions, emergency reporting products, situation updates and senior-management briefs. The incumbent will also strengthen systems for capturing, packaging, disseminating and reusing programme evidence, lessons learned and good practices across the Country Office.



	1 Reporting coordination and production

· Coordinate the Country Office reporting calendar and end-to-end workflow for humanitarian, programme, donor and management reporting products, clarifying inputs, responsibilities, deadlines and quality-assurance steps.

· Draft, consolidate and edit Situation Reports, emergency updates, management briefs, programme summaries, donor reports, annual and periodic results narratives, and other strategic reporting products.

· Coordinate inputs from programme sections, field offices and relevant enabling functions, ensuring that submissions are complete, internally consistent and aligned with agreed results frameworks.

· Translate complex programme data, monitoring findings and operational information into clear, concise and evidence-based narratives for senior management, donors, partners and other audiences.

· Maintain traceability between reported figures, indicator definitions, data sources and approved programme records, escalating inconsistencies for resolution.

2 Humanitarian reporting and HAC/HPM support

· Provide direct technical support to the Emergency Manager for HAC appeal development, periodic review and revision, including results frameworks, targets, funding narratives and contextual analysis.

· Coordinate and quality-assure HPM indicator reporting, ensuring consistency between indicator results, narrative interpretation and explanations of gaps, constraints and corrective actions.

· Prepare and quality-assure emergency reporting products, including situation updates, key messages, briefing notes and senior-management briefs.

· Support alignment across humanitarian reporting products so that data, targets, funding requirements, achievements and narrative analysis present a coherent account of the response.

· Contribute to rapid reporting during major operational developments, using verified information and agreed clearance processes.

3 Knowledge management and high-quality knowledge products

· Coordinate the development and implementation of a practical Country Office knowledge-management approach and action plan for programme and emergency reporting.

· Design and produce high-quality knowledge products such as analytical briefs, results snapshots, thematic summaries, lessons-learned notes, case studies and programme evidence packages.

· Identify priority evidence and learning emerging from monitoring, evaluations, reviews, field reporting and programme implementation, and package this material for practical use by decision-makers.

· Establish a structured repository and taxonomy for approved reporting and knowledge products, with clear version control, metadata, ownership and access arrangements.

· Promote systematic dissemination and reuse of knowledge products through management forums, programme coordination mechanisms and internal knowledge-sharing channels.

· Work with relevant communication, partnerships and programme colleagues to tailor evidence and results narratives to different audiences while preserving technical accuracy and approved messaging.

4 Quality assurance, standards and capacity strengthening

· Develop and apply reporting templates, editorial standards, quality-assurance checklists and clearance workflows covering accuracy, completeness, consistency, accessibility and audience relevance.

· Undertake substantive editing and quality assurance of draft products, checking consistency between quantitative results, narrative claims, geographic coverage, programme terminology and approved figures.

· Provide practical guidance, coaching and feedback to programme teams on results-based reporting, analytical writing, use of evidence, data visualization requirements and knowledge-product development.

· Identify recurring quality or process bottlenecks and recommend improvements to reporting systems, roles, workflows and accountabilities.

· Support periodic reviews of reporting performance, including timeliness, product quality, use and follow-up actions.

5 Coordination and partnership

· Maintain regular coordination with PRIMED, the Emergency team, programme sections, field offices, Partnerships, Communication and senior management to anticipate reporting priorities and resolve gaps.

· Liaise with regional and headquarters colleagues, as required, on corporate reporting requirements, technical standards and quality review.

· Participate in relevant programme, emergency and management coordination mechanisms and provide concise updates on reporting status, risks and decisions required.

· Perform other related duties within the scope of the function, as assigned by the supervisor

	QUALIFICATION and COMPETENCIES 
1. Education 
An advanced university degree in international development, public policy, social sciences, communications, journalism, knowledge management, monitoring and evaluation, humanitarian affairs or another relevant field.

2. Work Experience
A minimum of five years of progressively responsible professional experience in programme reporting, humanitarian reporting, results-based management, knowledge management, monitoring and evaluation, communications or a closely related field.

Demonstrated experience producing and quality-assuring high-level reports, analytical briefs, donor products, situation reports or management briefs in complex or emergency settings.

Strong experience synthesizing quantitative and qualitative evidence into concise, accurate and decision-oriented narratives.

Experience coordinating inputs across multiple technical teams and managing concurrent products under short deadlines.

Experience with humanitarian appeals, performance monitoring frameworks, results reporting or emergency coordination is a strong asset.

Experience in UNICEF, another United Nations entity or an international humanitarian or development organization is an asset.

3. Language Requirements: Fluency in English is required. Knowledge of another official United Nations language is an asset.
UNICEF Values and Competencies Required (based on the updated Framework)i)  Core Values (Required)

• Care

• Respect

• Integrity

• Trust

• Accountability

• Sustainability
Core Competencies
• 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)

• Drives to achieve impactful results (2)

• Manages ambiguity and complexity (2)

Functional competencies / technical capabilities
Excellent analytical writing, substantive editing and information-synthesis skills, with sound judgment on the level of detail required for different audiences.

Strong command of results-based management, indicator reporting and the relationship between programme data, evidence, analysis and narrative claims.

Demonstrated knowledge of humanitarian reporting processes and products, including appeals, performance monitoring, Situation Reports and management briefs.

Ability to establish practical knowledge-management processes, including product standards, repositories, metadata, version control, dissemination and learning loops.

High attention to accuracy, consistency and quality, including the ability to identify unsupported claims, conflicting figures and gaps in source evidence.

Strong planning, coordination and stakeholder-management skills, with the ability to manage several time-sensitive deliverables simultaneously.

Proficiency in standard office productivity and collaboration tools; ability to work with data and visualization colleagues to specify clear, accurate presentation requirements.
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