
   

 

Terms of Reference for Temporary Appointment  

Emergency Specialist (Planning and Reporting)  

MENA Regional Office, Amman, Jordan  
  

Title: Emergency Specialist (Planning and Reporting)  

Grade: P-3 level  

Duration: 7 months (1 September 2026 – 31 March 2027)  

Section: MENA Regional Office, Humanitarian Section  

Functional Area: Emergency  

Supervisor: Segolene Adam, Regional Emergency Adviser, P5   

  

Background  

In the Middle East and North Africa (MENA), the Regional Office supports country offices across 

a region exposed to a wide range of humanitarian risks, including conflict, displacement, mixed 

migration, climate-related shocks, natural hazards, disease outbreaks, and protracted fragility. 

These risks threaten the lives and well-being of children and disproportionately affect children in 

vulnerable households. As a result, 92.6 million people, including 44.8 million children, need 

humanitarian assistance. The region also faces increasingly interconnected and cross-border 

humanitarian pressures which require strong regional analysis, harmonized preparedness 

approaches, and timely operational support.   

The Regional Office Humanitarian Team supports the emergency preparedness and response 

efforts of the country offices in the region and enables a whole of Regional Office coordinated 

support. The Regional Office supports country offices in enhancing preparedness through risk 

monitoring, scenario development and fully costed contingency planning, including subregional 

approaches that enable the rapid mobilization of funding, technical support and supplies. It also 

leads cross-border and subregional collaboration to ensure timely, coordinated and principled 

humanitarian action, while providing leadership, coordination, advocacy and surge support for 

emergencies through strategic planning, information-sharing and rapid deployment of operational, 

human and financial resources.  

As emergencies become more frequent in the MENA region and as needs are increase, expectations 

for UNICEF to deliver on the Core Commitments for Children in Humanitarian Action (CCCs) in 

a timely and effective manner increase.  Resources invested in humanitarian action are growing 

and donors tend to increasingly favor multi-country regional humanitarian plans and funding. 

MENARO manages two multicounty Humanitarian Appeals for Children for MENA and for 

Syrian Refugees and Other Vulnerable Populations and supports several countries with their 

standalone HACs.   



   

 

As the UNICEF regional offices for MENA and Europe & 

Central Asia (ECA) are brought together as of 1st of January 2027, these dynamics and number of 

HACs and emergency funding grants managed by the new ECAMENA Regional Office will 

further increase. In the Transition, UNICEF Humanitarian team will support harmonization and 

seek synergies and efficiencies building on past experiences.   

Purpose  

Under the supervision of the Regional Emergency Adviser, the Emergency Specialist (Planning and 

Reporting) will provide regional leadership and technical support to UNICEF Country Offices and 

the Regional Office engaged in humanitarian action across the MENA region on humanitarian 

planning, budgeting, information management, and reporting, during a period of structural transition as 

MENARO and ECARO merge into a single regional office (ECAMENA). The role is critical to ensuring 

the quality, coherence, and timeliness of humanitarian strategies, appeals, situation reporting, response, in 

line with UNICEF's humanitarian policies, standards, and corporate guidance, and to support the 

harmonization of planning and reporting systems and processes across the two merging regions.  

Under the supervision of the Regional Emergency Advisor, the incumbent will be responsible for 

the following:  

Responsibilities and Tasks  

1. Regional Humanitarian Planning and Appeals  

• Contribute to early coordination on the 2027 HAC and subsequent planning cycles, ensuring 

that planning and appeal structures reflect the merged ECAMENA office.  

• Provide regional technical leadership for the development, consolidation, and quality 

assurance of multi-country and regional Humanitarian Action for Children (HAC) appeals, 

including alignment and harmonization of the new regional ECAMENA appeal.  

• Provide technical guidance and quality assurance for standalone country appeals across the 

ECAMENA region, including harmonization of planning timelines and templates.  

2. Humanitarian Reporting and Information Management  

• Lead the development and quality assurance of regional and multi-country humanitarian 

reporting products, including SitReps, Flash Updates, Consolidated Emergency Reports 

(CERs), end-of-year humanitarian reports, and ad hoc emergency updates, and support the 

consolidation of MENARO and ECARO reporting products and schedules into a single, 

coherent set of ECAMENA outputs.  

• Provide technical oversight and quality assurance for country-level humanitarian reports and 

emergency updates across the merged region.  

• Coordinate humanitarian inputs for RAM, Fiori, and other corporate planning and reporting 

systems, including reconciliation of ECAMENA data structures and reporting lines during the 

transition.  



   

 

• Oversee the Information Management component of the 

Humanitarian section, including mapping and harmonizing information management practices, 

tools, and data flows across MENARO and ECARO.  

3. Budgeting, Performance Monitoring, and Corporate Reporting  

• Provide technical oversight of humanitarian budgeting and financial planning processes at 

regional level, including support to the alignment of MENARO and ECARO budgeting and 

financial planning processes.  

• Monitor humanitarian performance against key indicators and support analysis of results, risks, 

and gaps to inform management decision-making, including tracking of merger-related 

transition milestones relevant to humanitarian planning and reporting.  

• Support oversight of regional humanitarian performance against the Regional Office 

Management Plan (ROMP) and annual workplan, including the integration of MENARO and 

ECARO workplans and performance frameworks.  

4. Technical Support and Capacity Strengthening  

• Provide ongoing technical support to Country Offices on emergency planning, monitoring, and 

reporting, including Country Offices across ECAMENA.  

• Design and deliver regional capacity-strengthening initiatives, including trainings, peer 

reviews, mentoring, and guidance materials, adapted to support Country Offices through the 

transition to a single regional structure.  

• Promote harmonized approaches, best practices, and lessons learned across Country Offices, 

with particular attention to reconciling differing planning and reporting practices between the 

former MENARO and ECARO regions.  

5. Emergency Surge and Crisis Escalation Support  

• Provide surge support to Country Offices during sudden-onset emergencies or escalation of 

crises, across the ECAMENA region.  

• Contribute to emergency coordination, planning, reporting, and immediate resource 

mobilization during active emergencies.  

6. Regional Coordination and Merger Transition Support  

• Prepare briefing notes, presentations, and talking points to support senior management 

decision-making on humanitarian planning and reporting matters related to the ECAMENA 

merger.  

• Collaborate with Planning, Monitoring, Partnerships, Budget, Operations, and other sections 

to strengthen humanitarian planning and reporting coherence across the merged office.  

• Serve as a regional focal point for humanitarian planning and reporting workstreams within 

the broader ECAMENA transition process, liaising with counterparts in regional offices and 

with HQ as required.  

• Support the documentation of transition decisions, timelines, and process changes relevant to 

humanitarian planning and reporting, to ensure continuity and institutional memory through 

the merger.  



   

 

  

Minimum Qualifications and Competencies  

Education  

• Advanced University degree in one of the following fields: social sciences, public 

administration/decentralization, anthropology, psychology, international relations or other related 

disciplines, international relations or other related disciplines. Preferably a combination of 

management, administration and relevant technical fields.  

Work Experience  

• Minimum of five (5) years of progressively responsible professional work experience at national 

and international levels in Humanitarian programme/project development.   

• Proven experience in developing standalone, regional, and multi-country humanitarian appeals and 

SitReps is required.  

• Prior UNICEF Country Office experience is an asset, especially in the MENA or ECA regions and 

in Emergency Settings.  

• Prior experience supporting L2 and L3 countries Emergency Planning and Reporting is highly 

desirable.  

• Prior emergency surge or emergency field deployment experience is highly desirable.  

• Experience supporting organizational change processes, structural transitions, or the harmonization 

of systems and processes across offices is an asset.  

Skills and Competencies  

• Strong analytical and writing skills, with the ability to translate complex humanitarian information 

into clear, concise text.  

• Strong understanding of humanitarian coordination mechanisms, results-based management, and 

emergency programming.  

• Ability to manage multiple priorities under tight deadlines in complex emergency settings.  

• Strong interpersonal and communication skills, with experience working in multicultural and multi-

country environments.  

• Ability to work effectively across teams with differing structures, processes, and working cultures, 

and to support colleagues through periods of organizational change.  

Language  
• Fluency in English is required. Knowledge of another official UN language (Arabic and/or French) 

is an asset.  

Budget Reference  

• WBS 234R/A0/12/300/001/002  

• Grant: SM250354 & SM229910  Also SM269910 to fund January to March 2027 

  

Child Safeguarding Risk Assessment  

Is this position considered as “elevated risk role” from a child safeguarding perspective?  No  



   

 

Direct contact role?     No  

Child data role?     No  

Assessed Risk Role     No  

  

   

  


