
 

 
 

 

 
 

Administrative and Finance Associate 
 

Job Title:    Administrative and Finance Associate (2 positions) 

Level:     G-6 

Position Numbers:  171863, 171865 

Duty Stations:   Provincial Offices in Janakpur, Dhangadhi and Butwal 

Full/Part-time:  Full-time 

Rotational/Non-rotational: Non-rotational 

Duration:   One year (renewable)* 

 

 

The Position: 

 

The Administrative and Finance Associate (AFA) positions are located in each of the three UNFPA 

Nepal Provincial Offices in Janakpur, Dhangadhi and Butwal, and supports the operations of the 

provincial offices as an extension of the Operations Team. You will work under the technical 

guidance of the International Operations Manager and the Operations team based in 

Kathmandu.   

 

You will report directly to the Head of the Provincial Office and support the UNFPA team in the 

province and local level by performing a range of standard administrative and financial processes 

and facilitate effective programme management and oversight with respect to operations at 

provincial and local level, in compliance with UNFPA rules and regulations.  You will have a dotted 

reporting line to the International Operations Manager for compliance and technical related 

matters for the province.   

 

How you can make a difference: 

 

UNFPA is the lead UN agency for delivering a world where every pregnancy is wanted, every 

childbirth is safe and every young person's potential is fulfilled.  UNFPA’s strategic plan, focuses 

on three transformative results: to end preventable maternal deaths; end unmet need for family 

planning; and end gender-based violence and harmful practices.   

 

In a world where fundamental human rights are at risk, we need principled and ethical staff, who 

embody these international norms and standards, and who will defend them courageously and 

with full conviction. 

 



 

 
 

UNFPA is seeking candidates that transform, inspire and deliver high impact and sustained 

results; we need staff who uphold the values enshrined in the United Nations Charter, who are 

transparent, exceptional in how they manage the resources entrusted to them and who commit 

to deliver excellence in programme results. 

 

Job Purpose: 

 

The AFA provides support to the provincial and local offices’ operations, ensures execution of 

transparent and efficient services, and promotes a client-focused and results-oriented approach, 

ensuring high quality and accuracy of work and compliance with the UNFPA policies and 

procedures. 

 

 

The AFA will be responsible for: 

 

1. Provision of effective and efficient administrative and operational support services:  

• Provides administrative and logistical support for the organization of workshops, 

seminars,  meetings, high level visits, and other related activities.  

• Facilitates procurement of goods and services as per UNFPA policies and procedures. 

• Performs the Atlas/ERP system roles as Assets Focal Point for the provincial office and 

keeps an up-to-date inventory list of office assets and supplies, in line with UNFPA Asset 

Management Policy and Programme Supplies Policy. 

• Responsible for provincial office drivers’ supervision and vehicle management. 

• Coordinates office transportation requirements and provision of transportation services 

to officials, personnel and visitors in an efficient manner following UNFPA guidelines. 

• Coordinates with the UNFPA Kathmandu office on all HR matters, including recruitments, 

hiring of consultants, leave monitoring, and issues relating to staff/personnel 

entitlements.  

• Implements IT policy and ensures smooth provision, upkeep, maintenance of IT related 

services & equipment. 

• Liaises closely with other UN personnel for any common operational matters to promote 

operational efficiency and cost-savings. 

• Facilitates the process of getting approvals and clearances for any procurement and 

administrative services, including ensuring that MoUs for goods and services are up-to-

date; 

• Responsible for conducive working environment by ensuring continuity services, 

including maintenance of premises and equipment, attending to any repairs and 

maintenance work, safety measures for personnel, and maintenance of premises and 

assets at the provincial office. 

• Supports the office with its Go Green initiatives, including ensuring compliance with 

organisational greening policies and reporting. 

• Submits required documents for creation of vendors in the Atlas/ERP system and keeps 

the list of local vendors updated. 



 

 
 

• Supports the office in processing timely humanitarian response actions as needed. 

• Assists the Head of the Provincial Office in development and implementation of security 

and contingency plans. 

 

2. Provision of accurate accounting and financial management support: 

• Provides accounting and financial support to the provincial and local offices with a focus 

on preparation/processing of all types of payments/vouchers (including settlement of 

Travel Expense Claims/F10s), PO vouchers, etc. 

• Ensures the timely submission of financial reports and adheres to the financial 

procedures. 

• Analyses programme budgets/expenditures and shares with office head and programme 

personnel at regular intervals. 

• Manages petty cash of the office and ensures timely reconciliations and replenishments. 

• Ensures proper management of funds under UNFPA execution. 

• Monitors expenditure ceiling of the provincial and local offices and prepares analytical 

financial reports obtained from Atlas/Cognos/ERP systems information to update 

implementation status. 

• Maintains invoices, receipts and all other documentation/records required for efficient 

financial management, and reference, when required. 

• Resolves any financial issues, ensuring high quality and accuracy of work. 

 

3.  Provision of effective programme management support: 

• Assists the UNFPA provincial and local team members in the management of projects. 

• Assists in preparation of budgets, grants, work plans and budget revisions. 

• Responsible for entering all financial transactions in Atlas/ERP system, such as, processing 

of PO and non-PO vouchers; conducting physical inspection of goods delivered before 

accepting receipt, and submitting requests for payments.  

• Extracts financial data/reports from Atlas/ERP systems, compiles financial reports and 

submit them to relevant colleagues for review and decision-making, as applicable. 

• Follows up on submission of FACE forms and other reports from Implementing Partner 

focal points and assists with FACE form reviews and timely processing. 

• Participates in planning and conducting assurance activities for provincial Implementing 

Partners, including micro-assessments, spot checks and audits.   

• Assists with and facilitates conduct of audits for the provincial office, by ensuring proper 

filing of documents for easy referencing and retrieval.  

• Ensures audit observations and recommendations are fully implemented, together with 

the UNFPA Kathmandu office, including those pertaining to the Implementing Partners. 

• Ensures capacity building of provincial and local office personnel and the personnel of 

Implementing Partners on the UNFPA’s policies, procedures and regulations. 

 

Other: 

• Undertake other duties as assigned by the supervisor(s) and Country Office Leadership.   

 



 

 
 

 

Qualifications and Experience:  

 

• Completed Secondary Level Education required.  

• First level university degree in Finance, Accounting, Business or Public Administration or 

similar discipline desirable. 

 

Knowledge and Experience: 

 

• At least six years progressively responsible experience in accounting, administrative 

services, and/or procurement in a public or private sector environment. 

• Detailed knowledge and understanding of clerical, administrative, secretarial best 

practices and procedures within a multicultural corporate environment. 

• Working experience in a humanitarian setting is highly desirable. 

• Must a team player with ability to work across teams. 

• Proficiency in current office software applications and corporate IT systems, and cloud-

based systems, highly desirable. 

• Previous experience in the UN is an asset. 

• Good knowledge of ERP systems, such as, PeopleSoft, Oracle, SAP or other systems is an 

asset. 

 

Languages:   

 

• Fluency in oral and written English and Nepali is required.  Knowledge of other UN 

languages is an asset. 

 

 

Required Competencies  

Values: 

• Exemplifying integrity,  

• Demonstrating commitment to 

UNFPA and the UN system,  

• Embracing cultural diversity,  

• Embracing change 

Functional Competencies: 

 

• Implementing management systems. 

• Business acumen and ability to multi-task 

and balance competing priorities. 

• Innovation and marketing of new 

approaches. 

• Pro-activeness and client orientation. 

• Organizational awareness. 

• Job knowledge/technical expertise. 

 



 

 
 

Core Competencies:  

• Achieving results, 

• Being accountable, 

• Developing and applying 

professional expertise/business acumen, 

• Thinking analytically and 

strategically, 

• Working in teams/managing 

ourselves and our relationships, 

• Communicating for impact  

Managerial Competencies 

● Providing strategic focus 

● Engaging internal/external partners and 

stakeholders 

● Leading, developing and empowering 

people/ creating a culture of performance 

● Making decisions and exercising judgment 

 

 

 

Compensation and Benefits: 

 

This position offers an attractive remuneration package including a competitive net salary plus 

annual leave, health insurance and other benefits as applicable. 

 

*No expectancy of renewal in accordance with UN Staff Regulations 4.5 

 

 

Disclaimer:  

 

UNFPA does not charge any application, processing, training, interviewing, testing or other fee in 

connection with the application or recruitment process. Fraudulent notices, letters or offers may 

be submitted to the UNFPA fraud hotline http://www.unfpa.org/help/hotline.cfm 

 

In accordance with the Staff Regulations and Rules of the United Nations, persons applying to 

posts in the international Professional category, who hold permanent resident status in a country 

other than their country of nationality, may be required to renounce such status upon their 

appointment. 

http://www.unfpa.org/help/hotline.cfm

