


SECTION A - To be completed by the incumbent of the post, if any. (If this section cannot be filled out by the incumbent, it may be 
completed by the supervisor). 

1. Summaiy of principal functions.
These positions are usually located in the United Nations Field Missions. The Finance and Budget Assistant at this level usually reports
to the Chief of Unit/Section or to a Finance & Budget Officer or Finance,and Budget Assistant at a senior level. S/he provides accurate
and timely support to the development of budget proposals and administration of approved budget and monitoring of funds.

Within delegated authority, the Finance and Budget Assistant will be responsible for the following: 

Strategic Resourcing and Stewardship 
• Prepares suppmting documents (nairntive and suppmting tables) with respect to fmalization of cost estimates

and budget proposals; Assists the supervisor/s in the elaboration ofresource requirements for budget
submissions.

• Assists in monitoring extra-budgetary resources, including review of agreements and cost plans, ensuring
compliance with regulations and rules and established policies and procedures.

• Assists in preparation of budget perfonnance submissions and finalization of budget perfonnance 'repmts,
analyzing variances between approved budgets and actual expenditures.

• Assists and processes the mission's redeployment of fund requests in accordance with the established
procedures.

• Suppmts the monitoring of budget implementation/expenditures with approved budget in ensuring they remain
within authorized levels.

• Assists with the review of cmTent budget period commitments to ensure their validity to cany forward and
cancel outstanding commitments not valid.

Performance Monitoring 

•  Assists in performing analysis, preparation and delive1y of strategic suppmt and business intelligence to 
operational counterpaits on fmancial resourcing and stewardship, and organizational perfonnance of the mission, in 
line with mission priorities and as directed by the supervisor. 

 

• 

• 

Ensures that daily activities are in compliance with the DPKO/DFS Environmental and Waste Management 
policies and in line with the DFS Environment Strategy objectives. 

Perfonns other duties as assigned . 

70% 

20% 

10% 

2 

 Other





SECTION B - To be completed by the supervisor of the post 

1. Purpose: Describe the overall purpose, objectives, or goals of the post.

Provides accurate and timely support to supervisors and more senior staff with respect to the development of budget proposals and 
administration of approved budget, monitoring extra-budgetary resources and budget implementation/expeditures related 
functions, also by providing some guidance and advice on technical and procedural issues. Well trained and supervised unit staff 
performing in an efficient, effective and timely manner. 

2. Review over work: Describe the way work is assigned ( e.g. specific assignments with related instructions, or continuing responsibility,
etc.) and the extent the work is reviewed (whether by the supervisor or others) while in progress or upon completion.

The incumbent works under general supervision and is expected to carry out the assignments with some independence.
General instructions accompany work assignments usually indicating desired time-frame for completion.
Anticipated problems are discussed at the outset. Unusual projects are discussed and approved by supervisor. Work is reviewed
for accuracy and completeness.

3. Qualifications required to perform the assigned duties of the post

(a) Skills/knowledge: Indicate kind of, type and length of training required for the post including skill in equipment operation. 

High school diploma or equivalent. Technical or vocational certificate in accounting, fmance, budget, business 

administration, public administration or related fields is a requirement. 

(b) Experience: Indicate the type and length of practical experience required.

A minimum of five (5) years of experience in International Organizations or in the private sector in accounting,
budgeting and financial management or related area.

(c) • Languages required: Identify the languages required and the nature of their use (for example, typing, correction of grammar and
punctuation, informal translation).

English and French are the working languages of the United Nations Secretariat. Fluency in English or French, (both oral
and written) is required; knowledge of the other is desirable.
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