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G ra d e  : P -4  

P a re n t S e c to r  : S e c to r F o r A d m in is tra tio n  a n d  M a n a g e m e n t (A D M )  

D u ty  S ta tio n : B a g h d a d  

J o b  F a m ily :  A d m in is tra tio n  

T y p e  o f c o n tra c t  : F ix e d  T e rm  

D u ra tio n  o f c o n tra c t : 2  y e a rs  

R e c ru itm e n t o p e n  to  : In te rn a l a n d  e x te rn a l c a n d id a te s  

A p p lic a tio n  D e a d lin e  (M id n ig h t P a ris  T im e )  : 2 3 -N O V -2 0 2 0  

  

U N E S C O  C o re  V a lu e s : C o m m itm e n t to  th e  O rg a n iz a tio n , In te g rity , R e s p e c t fo r D iv e rs ity , 

P ro fe s s io n a lis m  

F o r e x te rn a l a p p lic a n ts  : th e  d u ra tio n  o f th e  c o n tra c t is  tw o  (2 ) y e a rs , w ith  th e  p o s s ib ility  

o f a n  e x te n s io n  fo r  m a x im u m  o n e  (1 ) y e a r, a n d  n o  fu rth e r p o s s ib ility  o f re n e w a l.  

F o r in te rn a l a p p lic a n ts : th is  is  a  te m p o ra ry  a s s ig n m e n t fo r  tw o  (2 ) y e a rs , w ith  th e  

p o s s ib ility  o f e x te n s io n  fo r  m a x im u m  o n e  (1 ) y e a r, a n d  re in te g ra tio n  o n  a  p o s t a t h is /h e r 

p re v io u s  g ra d e  a t th e  e n d  o f th e  a s s ig n m e n t.  

  

O V E R V IE W  O F  TH E  FU N C TIO N S  O F  TH E  P O S T  

T h e  S e n io r F in a n c e  a n d  A d m in is tra tiv e O ffic e r is  re s p o n s ib le  fo r p ro v id in g  a  ra n g e  o f 

a d m in is tra tiv e  m a n a g e m en t s u p p o rt a c tiv it ie s  to  th e  U N E S C O  Ira q  O ffic e . T h e  in c u m b e n t re p o rts  

d ire c tly  to  th e  D ire c to r o f O ffic e  w ith  o v e ra ll g u id a n c e  fro m  th e  B u re a u  o f F in a n c ia l M a n a g e m e n t.   

O n  m a tte rs  o f fin a n c ia l in te rn a l c o n tro l in  th e ir  c a p a c ity  a s  c e rtify in g  o ffic e r, th e  in c u m b e n t w ill 

h a v e  a  fu n c tio n a l re p o rtin g  lin e  to  th e  C h ie f F in a n c ia l O ffic e r. T h e  in c u m b e n t w ill re c e iv e  p o lic y  

g u id a n c e / in s tru c tio n s  fro m  re le v a n t s e c to rs  w ith in  U N E S C O  o n  th e  a re a s  o f F in a n c ia l 

M a n a g e m e n t, H u m a n  R e s o u rc e s  M a n a g e m e n t, S e c u rity  a n d  O ffic e  A d m in is tra tio n . In  th e  F ie ld  

O ffic e , th e  in c u m b e n t a d v is e s  a n d  s u p p o rts  th e  D ire c to r o f O ffic e  o r th e  d e s ig n a te  o n  fin a n c e  a n d  

a d m in is tra tio n , o p e ra tio n s, b u d g e t, h u m a n  re s o u rc e s  m a n a g e m e n t, p re m is e s -rela te d a n d  

s e c u rity  m a tte rs  w ith in  th e  O ffic e .  
Long Descr ipt ion 

T h e  in c u m b e n t w ill, in  p a rtic u la r:   

  

B u d g e t p re p a ra tio n  a n d  im p le m e n ta tio n m o n ito r in g  

•    A d v is e  th e  D ire c to r c o n c e rn in g  th e  p re p a ra tio n , e x e c u tio n  a n d  m o n ito r in g  o f Ira q  

p ro g ra m m e s /p roje c ts a n d  b u d g e ts  in  d e v e lo p in g  a n d  im p le m e n tin g  th e  p ro p e r a d m in is tra tiv e  a n d  

fin a n c ia l fra m e w o rk , a d v ic e  th e  p ro g ra m m e  s p e c ia lis ts  o f th e  o ffic e  in  p re p a ra tio n  o f th e  o ffic e  

b u d g e ts . 

•    C o o rd in a te  p re p a ra tio n  o f e s tim a te s  fo r re v e n u e s  a n d  e x p e n s e s , c o n d u c t p ro g ra m m e /pro jects  

a n d  re s o u rc e s  a n a ly s is  to  e n s u re  th a t h u m a n  a n d  fin a n c ia l re s o u rc e s  a re  a lig n e d  w ith  s tra te g ic  

a n d  p ro g ra m m e /p ro jec t p r io r it ie s , d e v e lo p  to o ls  to  fa c ilita te  th e  a n a ly s is  o f b u d g e t s c e n a rio s  a n d  

s u p p o rt m a n a g e m e n t d e c is io n -m ak in g . 

•    In  s u p p o rt to  p ro g ra m m e  m a n a g e rs , e n s u re  a d e q u a te  m o n ito r in g o n  th e  o v e ra ll p e rfo rm a n c e  

a n d  im p le m e n ta tio n  o f p ro g ra m m e s /p roje c ts a n d  b u d g e ts  th ro u g h  d e v e lo p m e n t o f re g u la r re p o rts  

a n d  p ro je c t re v ie w s .  

  

F in a n c ia l m a n a g e m e n t, P ro c u re m e nt a n d  a c c o u n tin g  

 •    E n s u re  th e  O ffic e ’s  fin a n c ia l re s o u rc e s  a n d  e x p e n d itu re s  a re  fu lly  a n d  p ro p e rly  a c c o u n te d  fo r 

a n d  th a t in te rn a l c o n tro l s y s te m s  a re  a d e q u a te  a n d  fu n c tio n in g .  

•    A d v is e  th e  D ire c to r o f th e  U N E S C O  Ira q  O ffic e  o r th e  d e s ig n a te s  o n  th e  fin a n c ia l s ta tu s  o f 

p ro je c ts  a n d  p ro g ra m m e s , a n d  e n s u re  m o n ito r in g .  

•    S u p p o rt th e  D ire c to r a n d  th e  p ro g ra m m e  s p e c ia lis ts  in  fin d in g  re s p o n s iv e  a n d  e ffe c tiv e  

s o lu tio n s  to  m a tte rs  re la te d  to  fin a n c ia l m a n a g e m e n t, p ro c u re m e n t a n d  a c c o u n tin g , w ith  a  v ie w  to  

b e n e fit p ro g ra m m e  im p le m e n ta tio n.  

•    A c t a s  C e rtify in g  O ffic e r e n s u rin g  th a t fin a n c ia l tra n s a c tio n s  a re  in  c o m p lia n c e  w ith  

re g u la tio n s , ru le s , p o lic ie s  a n d  p ro c e d u re s .   



•    E n s u re  e ffic ie n t lo c a l b a n k in g  a rra n g e m e n ts  a n d  c o m p lia n c e  w ith  lo c a l fin a n c ia l a n d  b a n k in g  

re g u la tio n s  a n d  U N E S C O  p o lic y .  

•    E n s u re  p ro c u re m e n t o f e q u ip m e n t a n d  s u p p lie s  a re  in  lin e  w ith  ru le s  a n d  p ro c e d u re s .   

•    O v e rs e e  th e  d e v e lo p m e n t o f P ro c u re m e n t p la n s  a n d  th e  p ro v is io n  o f e ffe c tiv e  a d v ic e  a n d  

s u p p o rt to  P ro je c t M a n a g e rs  o n  P ro c u re m e n t is s u e s .  

•    M a in ta in  e ffe c tiv e  lia is o n  w ith  th e  P ro c u re m e n t s e c tio n  a t H e a d q u a rte rs  a s  w e ll a s  

o p p o rtu n itie s  fo r c o o p e ra tio n  w ith  o th e r U N  a g e n c ie s  in  th e  c o u n try   

•    E n s u re  th a t th e  a s s e ts  o f th e  o rg a n iz a tio n  a re  s a fe g u a rd e d  a t a ll t im e s .  

•    L ia is e  w ith  B F M  o n  a ll is s u e s  re la tin g  to  lo c a l U N  fin a n c ia l h a rm o n iz a tio n  a n d  a lig n m e n t a n d  

jo in t s e rv ic e s , s e e k in g  c le a ra n c e  o n  th o s e  w h ic h  m a y  a ffe c t U N E S C O ’s  c u rre n t ru le s  a n d  

p ro c e d u re s . 
Long Descr ipt ion 

H u m a n  R e s o u rc e s  (H R ) A c c o u n ta b ilit ie s  

•    A d v is e  th e  D ire c to r o r th e  d e s ig n a te  o n  S ta ff r e la te d  m a tte rs  –  s u c h  a s  p ro c e s s in g  o f 

p e rs o n n e l a c tio n s , e x te n s io n  a n d  c o n v e rs io n  o f a p p o in tm e n ts , re c ru itm e n t e tc .  in  a c c o rd a n c e  

w ith  U N E S C O  R u le s  a n d  R e g u la tio n s .  

•    A d m in is te r d a y -to -d a y  h u m a n  re s o u rc e s  is s u e s  w ith in  th e  O ffic e  a n d  e n s u re  a p p ro p ria t e  a n d  

tim e ly  fo llo w -u p  w ith  th e  re le v a n t P ro g ra m m e  S e c to rs , th e  P rio r ity  A fr ic a  a n d  E x te rn a l R e la tio n s  

S e c to r, a s  w e ll a s  w ith  th e  B u re a u  o f H u m a n  R e s o u rc e s  M a n a g e m e n t.  

•    P ro v id e /fa c ilitate  re la te d  tra in in g  to  O ffic e  s ta ff (a n d  A n te n n a  s ta ff a s  a p p lic a b le ) w h e n e v e r 

re q u ire d . 

•    L ia is e  w ith  B u re a u  o f H u m a n  R e s o u rc e s  M a n a g e m e n t  o n  a ll is s u e s  re la tin g  to  lo c a l U N  

h a rm o n iz a tio n  a n d  a lig n m e n t o f h u m a n  re s o u rc e s  m a n a g e m e n t, s e e k in g  c le a ra n c e  o n  th o s e  

w h ic h  m a y  a ffe c t U N E S C O ’s  c u rre n t ru le s  a n d  p ro c e d u re s .  

  
Long Descr ipt ion 

S a fe ty  a n d  S e c u rity  A c c o u n ta b ilit ie s  

•    C o lla b o ra te  w ith  th e  in te rn a tio n a l s e c u rity  o ffic e r, th e  D e s ig n a te d  O ffic ia l fo r S e c u rity  a n d  w ith  

th e  U N D S S  C h ie f S e c u rity  A d v is o r o n  a ll s e c u rity -re la te d is s u e s .  

•    A s s is t th e  D ire c to r o f th e  U N E S C O  O ffic e  o r d e s ig n a te  in  e n s u rin g  c o m p lia n c e  w ith  p re v a ilin g  

U N  C o m m o n  s e c u rity  p o lic ie s , p ro c e d u re s  a n d  s ta n d a rd s  a s  w e ll a s  in  th e  fo llo w -u p  o n  s p e c ific  

U N D S S  re c o m m e n d a tio ns  re s u ltin g  fro m  s e c u rity  a s s e s s m e n ts  o f U N E S C O  p re m is e s  a n d  

re s id e n c ie s  o f in te rn a tio n a l s ta ff  

•    E n s u re , in  c o o rd in a tio n  w ith  th e  in te rn a tio n a l s e c u rity  o ffic e r, c o m p lia n c e  o f a ll th e  p e rs o n n e l 

o f th e  O ffic e  w ith  s e c u rity  tra v e l re q u ire m e n ts  a n d  m o n ito r c o m p le tio n  o f m a n d a to ry  s e c u rity  

tra in in g .  

•    A s s is t in  c o o rd in a tio n  w ith  th e  in te rn a tio n a l s e c u rity  o ffic e r, U N E S C O  s ta ff a n d  c o n s u lta n ts  o n  

m is s io n  in  th e  O ffic e ’s  h o s t c o u n try  o n  s a fe ty  a n d  s e c u rity  is s u e s  a n d  fa c ilita te  th e ir  b r ie fin g  b y  

U N D S S  a s  n e c e s s a ry .  

  

L o g is tic s  A c c o u n ta b ilitie s  

•    S u p e rv is e  th e  m a in te n a n c e , u p k e e p  a n d  o p e ra tio n  o f th e  te c h n ic a l fa c ilit ie s  a n d  in s ta lla tio n s , 

k e e p in g  r is k s  to  a  m in im u m : h e a lth y  a n d  s a fe  w o rk in g  e n v iro n m e n t; e ffe c tiv e  lo c a l a re a  n e tw o rk , 

in d iv id u a l w o rk -s ta tio n s , p r in te rs  a n d  p h o to c o p y in g  m a c h in e s , c o m m u n ic a tion  fa c ilit ie s ; 

fu n c tio n in g  c a rs ; e tc .   

•    E n s u re  th a t a p p ro p ria te  in s u ra n c e  c o v e ra g e  fo r p re m is e s , v e h ic le s  a n d  e q u ip m e n t is  in  p la c e  

a n d  tim e ly  re n e w e d .  

•    L ia is e  w ith  th e  O ffic e ’s  h o s t c o u n try  a u th o ritie s  o n  lo g is tic a l m a tte rs  a n d  c o n tr ib u tio n s  to  

o p e ra tio n s  a s  p e r H o s t C o u n try  A g re e m e n t 

•    A s  a p p lic a b le , a s s is t a n d  a d v is e  th e  D ire c to r o f th e  U N E S C O  O ffic e  o r th e  d e s ig n a te  in  th e  

n e g o tia tio n  o f le a s e  a g re e m e n ts  a n d  in  th e  id e n tif ic a tio n  o f p ro p e r lo c a tio n s  a n d  lo c a l 

a rra n g e m e n ts  fo r A n te n n a s  a n d  in  th e ir  e s ta b lis h m e n t.  

  

C O M P E TE N C IE S  (C ore  /  M anageria l)  

In n o v a tio n  (C )  

P la n n in g  a n d  o rg a n iz in g  (C )  

R e s u lts  fo c u s  (C )  

T e a m w o rk  (C )  

B u ild in g  p a rtn e rs h ip s  (M )  



L e a d in g  a n d  e m p o w e rin g  o th e rs  (M )  

A c c o u n ta b ility  (C )  
-  

F o r d e ta ile d  in fo rm a tio n , p le a s e  c o n s u lt th e  U N E S C O  C o m p e te n c y  F ra m e w o rk . 

R E Q U IR E D  Q U A LIF IC A T IO N S  

E d u c a tio n  

•    A d v a n c e d  u n iv e rs ity  d e g re e  (M a s te r ’s  o r e q u iv a le n t) in  th e  fie ld  o f F in a n c e , B u s in e s s  

A d m in is tra tio n , A c c o u n ting , o r re la te d  d is c ip lin e .  

  

W o rk  E x p e rie n c e  

•  A  m in im u m  o f s e v e n  (7 )  y e a rs  o f p ro g re s s iv e ly  re s p o n s ible  a n d  re le v a n t p ro fe s s io n a l 

e x p e rie n c e  in  m a n a g e m e n t, f in a n c e  a n d  a d m in is tra tio n  o r re la te d  a re a .  

•  E x p e rie n c e  a q u ire d  a t th e  in te rn a tio n a l le v e l.  

•  E x p e rie n c e  in  le a d in g  a n d  s u p e rv is in g  s ta ff a n d  te a m s .  

  

S k ills  a n d  c o m p e te n c ies  

•  A b ility  to  p ro v id e  g u id a n c e  in  th e  fin a n c ia l a n d  a d m in is tra tiv e  m a n a g e m e n t o f e x tra  

b u d g e ta ry  p ro je c ts  w ith  p ro v e n  e x p e rie n c e  in  b u d g e tin g , c o n tra c tin g  a n d  m o n ito r in g .  

•  K n o w le d g e  a n d  u n d e rs ta n d in g  o f in s titu tio n a l U N E S C O  m a n d a te s  in  th e  c o u n try .  

•  A b ility  to  c o o rd in a te  a n d  m o n ito r o w n  w o rk  p la n  a n d  th o s e  u n d e r h is /h e r s u p e rv is io n .  

•  A b ility  to  p ro v id e  q u a lity  a n d  tim e ly  s u p p o rt a n d  s e rv ic e s .  

•  A b ility  to  w o rk  in  a  m u ltic u ltu ra l e n v iro n m e nt a n d  to  e s ta b lis h  g o o d  w o rk in g  re la tio n s h ip s  

w ith  e x te rn a l a n d  in te rn a l p a rtn e rs .  

•  A b ility  to  ta k e  in itia tiv e  a n d  s e e k  in n o v a tiv e  w a y s  to  im p ro v e  re s u lts .   

•  K n o w le d g e  o f E R P  a n d  fin a n c ia l, h u m a n  re s o u rc e s  o r o th e r a d m in is tra tiv e  m a n a g e m e n t 

to o ls .  

•  D e m o n s tra te d  c a p a c ity  to  a n a ly s e  o p e ra tio n s , id e n tify  r is k s  a n d  o p p o rtu n itie s , p ro p o s e  

m itig a tio n  m e a s u re s  a n d  to  e s ta b lis h  a d e q u a te  m o n ito r in g  fra m e w o rk  in  lin e  w ith  o ffic e  

im p le m e n ta tio n  c a p a c ity .  

•  A b ility  to  id e n tify  r is k  a re a s  a n d  p ro v id e  m itig a tio n  m e a s u re s  in  th e  fie ld  o f H u m a n  

R e s o u rc e s , F in a n c e  a n d  B u d g e t.  

•  D e m o n s tra te d  e x p e rie n c e in  e n s u rin g  c o m p lia n c e  w ith  ru le s  &  re g u la tio n s  a n d  

a d m in is tra tiv e  p ro c e s s e s . 

•  A b ility  to  c o lla b o ra te  w ith  th e  D e s ig n a te d  O ffic ia l fo r S e c u rity  a n d  w i th  th e  U N D S S  C h ie f 

S e c u rity  A d v is o r o n  a ll s e c u rity -re la te d  is s u e s ; in c lu d in g  p a rtic ip a tio n  in  B u s in e s s  

O p e ra tio n  S tra te g y  (U N  B O S ).  

  

L a n g u a g e s  

•  E x c e lle n t k n o w le d g e  o f E n g lis h .  

D E S IR A B LE  Q U A LIF IC A T IO N S  

E d u c a tio n  

•  P ro fe s s io n a lly  re c o g n iz e d A c c o u n ta n c y C e rtif ic a tio n . 

 

W o rk  E x p e rie n c e  

•  E x p e rie n c e  in  th e  U n ite d  N a tio n  s y s te m  o r s im ila r in te rn a tio n a l o rg a n is a tio ns .  

•  E x p e rie n c e  w o rk in g  in  th e  fie ld .  

https://en.unesco.org/sites/default/files/competency_framework_e.pdf


  

S k ills  a n d  c o m p e te n c ies   

•  E x p e rie n c e  in  th e  u s e  o f S A P .  

•  K n o w le d g e  o f U N  R u le s , R e g u la tio n s  a n d  a d m in is tra tiv e  p ro c e d u res . 

•  F a m ilia r ity  w ith  th e  w o rk  a n d  g e n e ra l fu n c tio n in g  o f in te rn a tio n a l o rg a n iz a tion s  a n d /o r th e  

U N  s y s te m . 

 

L a n g u a g e s  

•  K n o w le d g e  o f  a n o th e r o ffic ia l la n g u a g e  o f U N E S C O  (A ra b ic , C h in e s e , F re n c h , R u s s ia n , 

S p a n is h ). 

B E N E FITS  A N D  E N T ITLE M E N TS  

U N E S C O ’s salaries consist o f a  basic sa lary and other benefits w hich m ay include if 

applicable: 30 days annual leave, fam ily a llow ance, m edica l insurance, pension p lan etc.  

  

For m ore in form ation in  benefits and entitlem ents, p lease consult  IC S C  w ebsite . 

S E LE C TIO N  A N D  R E C R U ITM E N T P R O C E S S  

P le a s e  n o te  th a t a ll c a n d id a te s  m u s t c o m p le te  a n  o n -lin e  a p p lic a tio n  a n d  p ro v id e  c o m p le te  a n d  

a c c u ra te  in fo rm a tio n . T o  a p p ly , p le a s e  v is it th e  U N E S C O  c a re e rs  w e b s ite .  N o  m o d ific a tio n s  c a n  

b e  m a d e  to  th e  a p p lic a tio n  s u b m itte d .  

  

T h e  e v a lu a tio n  o f c a n d id a te s  is  b a s e d  o n  th e  c r ite r ia  in  th e  v a c a n c y  n o tic e , a n d  m a y  in c lu d e  te s ts  

a n d /o r a s s e s s m e n ts , a s  w e ll a s  a  c o m p e te n c y -ba s e d in te rv ie w .  

  

U N E S C O  u s e s  c o m m u n ic a tion  te c h n o lo g ies  s u c h  a s  v id e o  o r te le c o n fe re n c e , e -m a il 

c o rre s p o n d e n c e, e tc . fo r th e  a s s e s s m e n t a n d  e v a lu a tio n  o f c a n d id a te s .  

  

P le a s e  n o te  th a t o n ly  s e le c te d  c a n d id a te s  w ill b e  fu rth e r c o n ta c te d  a n d  c a n d id a te s  in  th e  fin a l 

s e le c tio n  s te p  w ill b e  s u b je c t to  re fe re n c e  c h e c k s  b a s e d  o n  th e  in fo rm a tio n  p ro v id e d .  
Foot er  

U N E S C O  applies a zero to lerance policy against a ll form s of harassm ent.  

U N E S C O  is com m itted to  achieve and susta in  gender parity am ong i ts sta ff m em bers in  a ll 

categories and at a ll grades. Furtherm ore, U N E S C O  is com m itted to  achieving w orkforce 

d iversity in  term s of gender, nationality and cu lture. Ind iv iduals from  m inority groups, 

ind igenous groups and persons w ith  d isabilities, as w ell as nationals from  non -and under-

represented M em ber S tates  (last update here) are equally encouraged to  apply. A ll 

applications w ill be treated w ith  the h ighest leve l o f confidentia lity. W orldw ide m obility is 

required for sta ff m em bers appointed to  in ternational posts.  

U N E S C O  does not charge a fee at any stage of the recru itm ent process.  

 

https://icsc.un.org/
https://careers.unesco.org/careersection/2/joblist.ftl
https://en.unesco.org/careers/geographicaldistribution

