
  

 

TERMS OF REFERENCE 

        
EVENT MANAGEMENT AND MONITORING CONSULTANT 

 

 

CONTRACT MODALITY Individual Consultancy  

 

DURATION OF CONTRACT 12 months 

 
Purpose of Assignment 

  
To provide event management and programme monitoring support for programmes 1) Empowered and Equal 
Opportunities for Girls through Education in Southeast Asia; 2) Hidden in Plain Sight: Ending Child Early and Forced 
Marriage in Southeast Asia; 3) Breaking the Silence: Increasing Accountability on Addressing Female Genital Mutilation in 
Southeast Asia; and 4) Gender Responsive Social Protection and relevant travel admin support. 

Scope of Work 
Event management support for all upcoming knowledge products and events planned by the relevant programmes 

throughout the contract period, including monitoring of the financial status of the programmes through liaising with 

budget and programme focal points.  The event management includes arranging venue, caterers, participant travel and 

other team-related event management tasks. This support also includes preparing relevant administrative and 

programmatic documents through liaising with partners and consultants, and supporting the Climate, Education and CP 

Programme Associate with invoice submission, and other programme implementation support. Following is the list of 

planned, but not exhaustive, events during the contract period: 

• 1 Regional Workshop on Gender Norms and Safe Learning Environments in Southeast Asia (29 Sept – 1 Oct 2026) 

• 2 Regional Meetings on Ending Female Genital Mutilation in Southeast Asia FGM (Q4 2026)  

• Support to Sexual Violence Research Initiative Global Forum participation (5-9 October 2026) 

• 1 Regional summit on green skills building with and for girls (November 2026) 

• 1 South-South Learning Event on Safe Cities for Women and Girls (Q4 2026) 

• 1 Regional Partners Roundtable on Ending Child, Early and Forced Marriage in Southeast Asia (Q1 2027) 

 

           The programmes that require implementation monitoring are: 

• Gender Responsive Social Protection (SC230290)    

• Empowered and Equal Opportunities for Girls through Education in Southeast Asia (SC230543) 

• Hidden in Plain Sight: Ending Child Early and Forced Marriage in Southeast Asia (SC240342) 

• Breaking the Silence: Increasing Accountability on Addressing Female Genital Mutilation in Southeast Asia 

(SC240501) 

 

Work Assignments Overview  Deliverables/Outputs  Delivery deadline (in weeks/months) 

and input days to complete the 

deliverable  

Provide financial overview of the 

programmes and administrative 

support for regional and global 

events  

Monthly progress report with 

financial status of the relevant 

programmes, including the payment 

tracking for relevant contracts 

Every last day of the month; 
12.5 working days; total 150 days 

during the contract period 

DUTY STATION  Bangkok, Thailand / Office Based  
 



  

 

 

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 

• 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.  

• 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.  

• 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 accommodation 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: Bachelor’s degree in Public Policy, Social Science, Political Science, Business Administration and any other 
relevant fields. 

Work Experience:  

• Minimum 5 years of experience in administrative area 

• Experience of working with UN Agencies for a similar role; previous working experience with UNICEF is an asset 

• Proven experience of organizing large-scale multi-country events hosted in Thailand 

• Excellent English and Thai communication skills 
. 


