UNICEF UKRAINE
Operations Manager 
TERMS OF REFERENCE 

PURPOSE OF THE POST:
Under the supervision of the Representative will be responsible for managing the operational functions of the country office (i.e. finance, accounts, budgeting, personnel, administration and security, supply, ICT), in support of the Country Programme.

MAJOR DUTIES AND RESPONSIBILITIES:
· Certify and confirm operational transactions through the interpretation and determination of applicable policies, procedures, rules and regulations, (e.g., bank accounts, disbursements within authorized limits, contractual agreements, personnel administration, purchase of supplies and equipment).  Approve operational transactions within established limits.

· Advise and recommend to the Head of Office and HQ when deviation from rules and regulations may be required and propose alternative solutions through the Representative to HQ, to meet office objectives.

· Monitor compliance with all operational systems and procedures.  Establish relevant internal controls.  Ensure accuracy, promptness and appropriateness of information, and report to the Head of Office and HQs.
· Participate in the country programme strategy, development, planning and preview/review meetings to identify staffing and administrative operational requirements.
· Establish, maintain and provide technical guidance and support to various consultative and advisory committees.
· Acquire all expendable and non-expendable properties (administrative and/or programme supplies), ensuring that procurement is made according to organization's rules, regulations and procedures. Control inventory, its utilization and disposal.
· Review office structures and operations, and update job descriptions prior to budget preparation, in line with the country programme commitment.  Prepare budget and the accompanying justification and documentation.  Monitor and control budget allotments.

· Arrange with the government authorities, all operational facilities and basic cooperation agreements, (e.g. customs, visas, protocol, receipt of contributions, security, accommodations, privileges and immunities).

· Manage the recruitment of staff in an appropriate and timely manner. Provide staff briefing and orientation regarding all of the operational areas.  Also provide counselling on personnel-related issues, including career development.
QUALIFICATIONS AND COMPETENCIES REQUIRED:
(a) EDUCATION
Advanced University Degree in Economics/Finance/Business Administration/Management or related field.

(b) WORK EXPERIENCE
Five years of progressively responsible professional work experience in personnel and finance management and office administration.

(c) LANGUAGES


Fluency in English, Ukrainian and Russian is required.
(d) COMPETENCIES
· Proven ability to conceptualize, plan and execute ideas.

· Ability to express clearly and concisely ideas and concepts in written and oral form.

· Ability to supervise professional and support staff.

· Proven ability to plan, manage and monitor the effective use and safekeeping of fixed assets and financial resources.

· Good analytical and negotiating skills.

· Ability to organize and implement training.

· Computer skills, including internet navigation, and various office applications.

· Demonstrated ability to work in a multi-cultural environment, and establish harmonious and effective working relationships both within and outside the organization.

Applications from qualified women are encouraged.

UNICEF is a non-smoking environment.

The deadline for submission of application is 28 October 2009.
Only short-listed candidates will be contacted.

	Applicants that fulfill the above requirements are requested to fill in a United Nations Personal History application (form P.11). This should be submitted, together with a resume/CV and accompanying covering letter describing your professional interests in working for UNICEF, to the following address, fax or e-mail:
UNICEF Office in Ukraine

UNICEF, 1 Klovsky Uzviz St, Kyiv, Ukraine
Fax:  230-2506

E-mail:   recruitment_kiev@unicef.org (Please indicate ‘OM’ in the subject of your application)
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