
Job Title: Senior Administration
Associate G7

TERMS AND CONDITIONS 
JOB TITLE: Senior Administration Associate

TYPE OF CONTRACT: Fixed-Term Appointment

JOB GRADE: GS7

UNIT/DIVISION: Administration, WFP Regional Bureau for Asia and the 
Pacific (RBB)

DUTY STATION (City, Country) Bangkok, Thailand

DURATION: 1 year, renewable

JOB PURPOSE 
To coordinate the delivery of quality, client-focused, value-for-money oriented administration 
services. 

ORGANIZATIONAL CONTEXT 
These jobs are found in Country Offices (COs), Regional Bureaux (RBs), and Headquarters (HQ). 
The Job holders report to a Head of Unit, Chief or Administration Officer.
At this level job holders typically have independent responsibility for technical, specialised work 
including planning, organisation, and coordination and setting objectives. They also deal with issues 
that are often undefined and involve areas of uncertainty and complex inter-relationships. The 
instructions received are broad and the job holders are expected to consistently demonstrate a high 
degree of responsibility and initiative to respond independently to queries. Job holders have a level 
of expertise and knowledge to adapt and develop systems and processes in order to continually 
improve the level of support provided. Job holders are expected to motivate and develop a team of 
support staff and/or are responsible for specialised support service(s) where the work is undertaken 
with the help of specially designed techniques, methods and processes.

KEY ACCOUNTABILITIES (not all-inclusive) 
1. Coordinate and facilitate the training of WFP Corporate Programmes i.e. ARCHIBUS, GEMS, 

FleetWave, Travel.
2. Promote and support, Staff welfare in the bureau and region in collaboration with the 

Occupational Safety and Health focal point, the corporate OSH policy.
3.  Lead and embed a culture of environmental sustainability throughout WFP by role modelling 

actions that drive sustainability in all administrative activities.
4. Assist in the establishment and preparedness of a regional administration emergency 

response team whom will be able to deploy to assist in emergency activities throughout the 
Asia Pacific region.

5. Support management of WFP resources in the area of responsibility in occupational health 
and safety, WFP facilities, assets, light vehicle fleet, etc., monitor requirements and contribute 
to the estimation of new requirements to facilitate efficiency and cost-effectiveness of 
operations and services.

6. Coordinate regionally the provision of a range of services such as facilities management, 
travel, protocol and light vehicle management related, etc., reporting and recommending 
solutions to rectify any major issues, to ensure the provision of a safe and comfortable 
working environment for WFP staff.

7. Undertake in-depth analyses throughout the region of a range of data and compile and 
prepare comprehensive reports in order to contribute to the provision of accurate information 
for informative decision-making and to support the effective and timely management of WFP 
resources.

Page 1 of 4Job Description Print Preview

2/20/2019https://performancemanager5.successfactors.eu/xi/ui/rcmcommon/pages/jobReqPrintPr...



8. Regionally Coordinate, monitor and process administrative actions related to procurement, 
finance, human resources, etc., including contracts with external vendors, to ensure all data 
is accurately and timely recorded, processed in WFP corporate systems and any operational 
issues addressed.

9. Contribute to the revisions and updates of WFP administrative processes and plan, to ensure 
the continuous improvement of administration services and smooth implementation in the 
area of responsibility.

10. Answer a range of complex queries, supporting resolution of various daily issues in order to 
facilitate the maintenance of the right contacts and support partnerships and activities with 
local authorities and various vendors in the area of responsibility.

11. Supervise and guide a team of staff, acting as a point of referral for them and support them in 
carrying out their responsibilities, to ensure individual and team objectives are met in 
compliance with the relevant regulations, policies and procedures, and performance plans.

12. Provide training and guidance to staff in interpretation of administrative procedures, policies, 
processes, and use of corporate systems, to ensure consistency and efficiency of services 
provided to all clients. 

4Ps CORE ORGANISATIONAL CAPABILITIES 
Purpose 

• Understand and communicate the Strategic Objectives: Coaches team in the most effective 
ways to communicate WFP’s Strategic Objectives to WFP team and partners in the field.

•  Be a force for positive change: Implements new methods or tools to improve team’s work 
processes and productivity.

•  Make the mission inspiring to our team: Maps team’s activities and tasks to specific 
successes in beneficiary communities to showcase positive impact.

•  Make our mission visible in everyday actions: Explains to teammates how each unit 
contributes to the overall WFP mission.

People 
• Look for ways to strengthen people's skills: Identifies skill development opportunities such as 

training modules or on-the-job experiences for self, colleagues and direct reports.
•  Create an inclusive culture: Facilitates team building activities to build rapport in own unit.
•  Be a coach & provide constructive feedback: Facilitates the pairing of junior colleagues with 

coaches within own team.
•  Create an “I will”/”We will” spirit: Proactively anticipates potential challenges and develops 

mitigation plans to ensure that team meets goals and targets.
Performance 

• Encourage innovation & creative solutions: Identifies opportunities to be creative in own work 
and to help team be more innovative and accurate in their respective tasks and areas of 
work.

•  Focus on getting results: Monitors team’s deliverables and provides feedback to ensure 
outcomes are delivered consistently and accurately.

•  Make commitments and make good on commitments: Provides accurate guidance to team 
on expected responsibilities and tasks, whilst also upholding own commitment to the team.

•  Be Decisive: Sets an example and provides guidance to junior team members on when to 
escalate issues when faced with challenging issues in the workplace or in the field.

Partnership 
• Connect and share across WFP units: Facilitates partnerships with other WFP units to 

accomplish missions in the field.
•  Build strong external partnerships: Sets an example and provides guidance to team on how 

to build relationships with external partners.
•  Be politically agile & adaptable: Articulates to colleagues or direct reports the value of 

contributing to other WFP teams and agency partnerships in fulfilling WFP’s goals and 
objectives.

•  Be clear about the value WFP brings to partnerships: Organizes, monitors, and prioritizes 
own and team’s efforts to ensure that they will fulfill the needs of internal and external 
partners.

FUNCTIONAL CAPABILITIES 
Capability Name Description of the behaviour expected for the proficiency level
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Business Support 
Services & Reporting

Applies strong ability to identify country level requirements and develop 
customer focused solutions and action plans. Communicates data-based 
findings in a highly impactful way that is tailored to the audience.

Internal Controls & 
Risk Management

Utilises understanding of risk management approaches and internal controls 
to monitor projects and programmes to confirm regulatory compliance, 
ensure data integrity and ensure client satisfaction.

Resource 
Management

Monitors trends in staffing and resource usage to anticipate and escalate 
potential issues to programme leaders and key clients.

Specialised 
Knowledge in 
Administrative 
Services

Applies advanced theoretical understanding of administration best practice, 
concepts and principles and thorough knowledge of WFP standards, 
processes and infrastructure to ensure continuous improvement in the 
provision of efficient and effective administration services, resolving 
complex issues as they arise.

Customer Focus Proactively monitors performance and delivers high quality service to meet 
the needs of customers, requesting customer feedback and taking 
ownership of customer problems that arise. Pre-empts needs of customers 
based on experience.

STANDARD MINIMUM QUALIFICATIONS 
Education:
Completion of Secondary school education. A post-secondary certificate in the related functional 
area. A Bachelor's degree in Business Administration or relevant field is desirable.

Experience:
Minimum of seven years of progressively responsible work experience in administration related work 
experience with public or private organization.

Knowledge & Skills:
• Has demonstrated a sound understanding of administrative operating standards to resolve 

the issues through day to day work.
• Has provided ad-hoc guidance to new staff members.
• Good communication skills.
• Experience and in-depth understanding of Admin principles and their application to respond 

to and resolve a range of complex Admin queries.
• Proficient in advanced MS Office skills in Excel and PowerPoint is required. Working 

knowledge of SAP would be an advantage.
• Knowledge and experience with UN procedures and practices, desirable.

Langauge:
Fluency in both oral and written communication skills in English.

DEADLINE FOR APPLICATIONS 
Tuesday, 05 March 2019 (Midnight Bangkok Time)
Only short-listed candidate will be contacted

TO APPLY 
Please visit http://www1.wfp.org/careers/job-openings
Candidate are requested to create an account in system before applying. Candidate curriculum and 
applications will be registered allows them to update profile, apply for a job through WFP Career 
Website

WFP seeks candidates of the highest integrity and professionalism who share 
our humanitarian principles. 

Selection of staff is made on a competitive basis, and we are committed to 
promoting diversity and gender balance.
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Female applicants and qualified applicants from developing countries are 
especially encouraged to apply

WFP has zero tolerance for discrimination and does not discriminate on the basis of HIV/AIDS 
status. 

No appointment under any kind of contract will be offered to members of the UN Advisory 
Committee on Administrative and Budgetary Questions (ACABQ), International Civil Service 

Commission (ICSC), FAO Finance Committee, WFP External Auditor, WFP Audit Committee, 
Joint Inspection Unit (JIU) and other similar bodies within the United Nations system with 

oversight responsibilities over WFP, both during their service and within three years of ceasing 
that service.
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