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TERMS OF REFERENCE

Senior Project Management Consultant — Revision and Alignment of Supply Division Procedures and Guidance
CONTRACT MODALITY Individual Consultancy

DUTY STATION
Copenhagen, Denmark - Remote / Home-based

DURATION OF CONTRACT 10.5 months

Purpose of Assignment

The purpose of this consultancy is to provide senior-level project management, coordination, and technical advisory
support to UNICEF Supply Division for the Update of Global Procedures and Guidance Documents (GPGDs) under the
UNICEF Regulatory Framework (RF).
Under the guidance of the Chief QAPC, The consultant will support the end-to-end planning, coordination, and phased
implementation of updates to approximately 33 existing GPGDs (and any newly identified documents), ensuring:
e Continued compliance with the UNICEF Regulatory Framework;
e Alignment between GPGDs and Divisional Procedures (DPs), particularly in the context of upcoming ISO 9001
accreditation preparations;
e Integration of requirements linked to new and evolving initiatives (e.g. Low Value Procurement, eProcurement,
Policy Al tools);
e Improved clarity, consistency, usability, and accessibility of supply guidance across Headquarters, Regional
Offices, and Country Offices.
e Training material development and training roll-out strategy in place.

Scope of Work

The consultant will support all phases for the “Update of Global Procedures and Guidance Project”, working under the
overall coordination of the Chief QAPC and in close collaboration with the RF focal point, SMEs, and other stakeholders.

A. Strategic Project Planning and Coordination
e Support the refinement, maintenance, and monitoring of the phased project plan covering all GPGDs, including
sequencing, dependencies, and critical path analysis.
e Advise on document bundling strategies, identification of potential new procedures or guidance, and
prioritisation based on regulatory risk and operational impact.
e Support the classification of updates as major or minor
o Apply a risk-based approach to managing workload, approvals, and timelines.

B. Regulatory Framework Coordination
e Provide expert guidance on RF requirements, templates, decision pathways, and timelines.
e Support the preparation, structuring, and quality assurance of:
o Concept Notes;
o Draft Procedures and Guidance Notes;
o Decision Review packages.
e Liaise closely with the RF focal point to ensure predictable review cycles and mitigation of bottlenecks.

C. Technical Review, Consolidation and Harmonisation
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e Advise on consolidation of procedures and guidance to reduce duplication and improve coherence across the
GPGD suite.
e Review draft documents to ensure:
o Compliance with the RF hierarchy and editorial standards;
o Internal consistency and clarity of mandatory vs. recommended requirements;
o Clear articulation of roles and responsibilities;
o Alignment with relevant Divisional Procedures, cross-divisional guidance, and emerging ISO
documentation.
e Support SMEs in addressing comments received during consultation and RF review stages.

D. Alignment with ISO 9001 and Related Initiatives
e Coordinate with the ISO implementation lead to ensure alignment between:
o GPGDs;
o Divisional Procedures;
o IS0 9001 quality-management documentation and principles.
e Support the integration of requirements arising from ongoing or new initiatives (e.g. LVP, eProcurement, Policy
Al tools), ensuring consistency with agreed timelines and scope.

E. Knowledge Transfer, Training and Roll-out Support
e Provide advisory support for the development of:
o Roll-out and orientation materials for RO/CO audiences;
o Training materials linked to revised GPGDs;
o Content inputs for Policy Al tools related to supply procedures.
e Ensure close engagement with QAPC and Policy Unit staff throughout the assignment to support knowledge
transfer and internal capacity building

Deliverables

e Advisory inputs into the master project plan and RF submission strategy;

e RF-compliant Concept Notes and Decision Review packages (as applicable);

e Consolidation and harmonisation recommendations across the GPGD portfolio;

e Quality-assured draft procedures and guidance ready for consultation or approval;
e Advisory inputs into training, roll-out, and Policy Al materials;

e Knowledge-transfer notes and handover documentation.

Duration and Level of Effort
e Contract period: 1 June 2026 — 30 April 2027
e Total estimated level of effort: Up to 120 working days
e  Work will be primarily remote, with occasional meetings aligned to project needs

Reporting and Management
The consultant will report to the Chief QAPC (Quality Assurance and Policy Centre) and work in close coordination with
the RF focal point and assigned project stakeholders.

Given that the full scope of updates and prioritisation of documents may evolve as the project progresses, the
consultancy will be implemented with this in mind. The specific tasks and deliverable scope will be confirmed
progressively in line with project plan and approved planning instruments. The assignment is anticipated to be part-time
over the project lifecycle, for a total of up to 120 working days between 1 June 2026 and 30 April 2027.

The indicative allocation of contracted days per deliverable are provided in the work assignment overview; noting these
may be adjusted during the lifetime of the project, noting the total number of working days will not exceed the 120 days.
Consultant to charge based on day rates, invoiced on the 25th of each month during the contract duration, based on
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assigned tasks and actual days worked per month, as agreed in advance with, and subsequently approved by the Chief

QAPC.

Work Assignments Overview

Deliverables/Outputs

Delivery
deadline (in
weeks/months)
and input days
to complete the
deliverable

A. Strategic Project Planning and Coordination

e Support the refinement, maintenance, and
monitoring of the phased project plan covering
all GPGDs, including sequencing,
dependencies, and critical path analysis.

e Advise on document bundling strategies,
identification of potential new procedures or
guidance, and prioritisation based on
regulatory risk and operational impact.

e Support the classification of updates as major
or minor

Apply a risk-based approach to managing workload,

approvals, and timelines.

Advisory inputs into the master
project plan and RF submission
strategy in line with the project plan
timelines.

30 June 2026

Harmonisation
e Advise on consolidation of procedures and
guidance to reduce duplication and improve
coherence across the GPGD suite.
e Review draft documents to ensure:
o Compliance with the RF hierarchy and
editorial standards;
o Internal consistency and clarity of
mandatory vs. recommended
requirements;

recommendations across the GPGD
portfolio in line with the project plan
timelines.

B. Regulatory Framework Coordination RF-compliant Concept Notes and 28 Feb 2027
e Provide expert guidance and technical input on | Decision Review packages prepared
RF requirements, templates, decision in line with the project plan
pathways, and timelines. timelines.
e Support the preparation, structuring, and
quality assurance of:
o Concept Notes;
o Draft Procedures and Guidance Notes;
o Decision Review packages.
e Liaise closely with the RF focal point to ensure
predictable review cycles and mitigation of
bottlenecks.
C. Technical Review, Consolidation and Consolidation and harmonisation 28 Feb 2027
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o Clear articulation of roles and
responsibilities;

o Alignment with relevant Divisional
Procedures, cross-divisional guidance,
and emerging ISO documentation.

Support SMEs in addressing comments received during

consultation and RF review stages.

D. Alignment with ISO 9001 and Related Initiatives Quality-assured, ISO compliant, 28 Feb 2027
e Coordinate with the ISO implementation lead draft procedures and guidance
to ensure alignment between: ready for consultation or approval in
o GPGDs; line with the project plan timelines

o Divisional Procedures;
o IS0 9001 quality-management
documentation and principles.

e Support the integration of requirements
arising from ongoing or new initiatives (e.g.
LVP, eProcurement, Policy Al tools), ensuring
consistency with agreed timelines and scope.

E. Knowledge Transfer, Training and Roll-out Support | Advisory inputs into training, 30 April 2027
e Provide advisory support for the development | roll-out, and Policy Al materials in
of: line with the project plan timelines
o Roll-out and orientation materials for
RO/CO audiences; Knowledge-transfer notes and
o Training materials linked to revised handover documentation in line
GPGDs; with the project plan timelines.

o Content inputs for Policy Al tools
related to supply procedures.

e Ensure close engagement with QAPC and
Policy Unit staff throughout the assighment to
support knowledge transfer and internal
capacity building

Payment Schedule:

Payment will be made on submission and acceptance of deliverables. UNICEF reserves the right to withhold payment
in case the deliverables submitted are not up to the required standard or in case of delays in submitting the
deliverables on the part of the consultant.

Important Notes

e Individuals engaged under a consultancy or individual contract will not be considered “staff members” under
the Staff Regulations and Rules of the United Nations and UNICEF’s policies and procedures and will not be
entitled to benefits provided therein (such as leave entitlements and medical insurance coverage). Their
conditions of service will be governed by their contract and the General Conditions of Contracts for the Services
of Consultants and Individual Contractors. Consultants and individual contractors are responsible for
determining their tax liabilities and for the payment of any taxes and/or duties, in accordance with local or other
applicable laws.
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o The selected candidate is solely responsible for ensuring that the health insurance (and visa if applicable)
required to perform the duties of the contract are valid for the entire period of the contract. Selected candidates
are subject to confirmation of fully-vaccinated status against SARS-CoV-2 (Covid-19) with a World Health
Organization (WHO)-endorsed vaccine, which must be met prior to taking up the assignment. It does not apply
to consultants who will work remotely and are not expected to work on or visit UNICEF premises, programme
delivery locations or directly interact with communities UNICEF works with, nor to travel to perform functions
for UNICEF for the duration of their consultancy contracts.

e UNICEF offers reasonable accommodation for consultants with disabilities. This may include, for example,
accessible software, travel assistance for missions or personal attendants. We encourage you to disclose your
disability during your application in case you need reasonable accommaodation during the selection process and
afterwards in your assignment.

QUALIFICATIONS / SPECIALIZED KNOWLEDGE / EXPERIENCE/ COMPETENCIES (CORE/TECHNICAL/FUNCTIONAL) /
LANGUAGE SKILLS REQUIRED FOR THE ASSIGNMENT

Minimum requirements:

° Education: Master’s in Supply Chain Management, Business Administration, Commerce, or Public Administration
e  Work Experience:
e Minimum 12 years’ experience in procurement and supply chain management including both private and the public sector

e Minimum 5 years’ experience in developing and implementing policy and guidance projects within the United Nations,
with a preference for procurement policy

e Skills (optional):
e Experience in writing procurement policy, procedures and guidelines within the United Nations, citing examples of
relevant prior works;
e Project management skillset, with proven ability of running complex projects related to policy implementation with
multiple stakeholders in a complex regulatory framework environment
e Development and implementation of training materials and methodologies associated with policy implementation
e Strong communication and writing skills

. Language Requirements: English
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