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TERMS OF REFERENCE

Disability Inclusion Knowledge Management Consultant

CONTRACT MODALITY Individual Consultancy
DUTY STATION Addis Ababa, Ethiopia (remote)
DURATION OF CONTRACT 3 months

Purpose of Assignment

The purpose of the consultancy is to strengthen UNICEF Ethiopia’s institutional knowledge management for
disability inclusion by consolidating existing strategic, policy, technical, training and programme materials
into an accessible, user-friendly internal library, while also producing two targeted practical products:

1. an assistive technology roadmap for livelihood interventions under the Mastercard Foundation-supported
programme; and

2. an onboarding package for future specialist-level and above recruits who require a structured introduction
to disability inclusion in UNICEF Ethiopia.

Scope of Work

UNICEF Ethiopia has built a substantial body of disability inclusion guidance, training materials, programme tools
and strategic resources, including the Disability Inclusion Operational Manual, resources linked to DIPAS
implementation, and programme-specific materials under the Mastercard Foundation-supported Biqu Wetat
portfolio. However, these materials are currently dispersed across SharePoint, OneDrive, programme folders,
presentations and working documents, making them difficult for staff and future recruits to locate and use
systematically. The transition from the previous IUNV-supported disability inclusion portfolio to the planned
recruitment of a national specialist creates a timely need to preserve institutional memory, close pending
knowledge-management gaps, and ensure continuity. A short-term international consultancy is therefore
required to consolidate and organise existing disability inclusion knowledge and strategic materials into a user-
friendly and accessible internal SharePoint-based library, while also producing practical products for immediate
programme use, including an assistive technology roadmap for livelihood interventions under the Mastercard
Foundation project and an onboarding package for future specialist-level and senior recruits.

The international consultant will work under the supervision of the Social Policy Chief, in close collaboration
with the LNOB team, relevant programme sections, field office colleagues and operations colleagues as needed.
The consultant will not be expected to generate a new disability inclusion strategy from scratch. Rather, the
assignment will focus on consolidating, structuring, organising and translating existing knowledge into practical
and accessible formats that can be used by staff and future recruits.

1. Inception, consultation and work planning

The consultant will prepare an inception report setting out the approach, methodology, consultation plan and
detailed workplan for the three-month assignment. This will include an initial review of available disability
inclusion materials, identification of key UNICEF Ethiopia colleagues to be consulted, and agreement on the
priority outputs to be completed during the consultancy.

The inception phase will clarify the scope of available materials, expected users of the internal library, proposed
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structure of the assignment, and the sequence for developing the SharePoint library, assistive technology
roadmap and onboarding package.

The inception report should include:

eproposed methodology for mapping and reviewing available materials;

econsultation plan with relevant UNICEF Ethiopia colleagues;

eproposed classification framework for disability inclusion materials;

eproposed structure for the internal library;

eworkplan and timeline for the three-month assignment;

erisks, dependencies and support required from UNICEF Ethiopia.

2. Mapping, consolidation and organisation of disability inclusion materials

The consultant will conduct a rapid mapping of available disability inclusion materials across UNICEF Ethiopia’s
internal repositories and relevant staff-held folders. This will include policy, strategy, technical, training,
programme and operational materials relevant to disability inclusion. The consultant will identify outdated,
duplicate or obsolete disability inclusion resources and provide recommendations how to update or replace.
The review should include, but not be limited to:

edisability inclusion strategies, policy notes, operational guidance and SOPs;

etraining materials, presentations and orientation materials;

eprogramme-specific disability inclusion resources, including those linked to social protection, education,
humanitarian action, youth livelihoods and the Mastercard Foundation portfolio;

eassistive technology guidance and relevant global/regional UNICEF resources;

edisability-inclusive budgeting, monitoring, reporting and results materials;

ematerials related to OPD engagement, accessibility, reasonable accommodation, inclusive communication and
“nothing about us without us” principles;

eEthiopia-specific evidence products, including survey, analysis and programme learning materials where
available.

The consultant will prepare a structured inventory that classifies the materials by theme, programme relevance,
audience, source, status and recommended use. Based on this inventory, the consultant will develop a user-
friendly structure with standardized tagging and metadata framework for the internal disability inclusion library
using the available Office/Microsoft 365 suite on SharePoint.

The library structure should include:

ea clear landing page or entry point;

ethematic folders or pages;

ea searchable inventory or index;

eshort summaries of key documents;

etags or metadata to distinguish policy, guidance, templates, training, programme examples, evidence and
onboarding materials;

*3 “start here” section for new staff;

ea section for programme teams looking for practical tools;

*a section for managers and section chiefs;

*a section for Mastercard Foundation/Biqu Wetat and livelihoods-related inclusion materials;

eaccessible document naming conventions, meaningful titles, clear folder structures and plain-language
descriptions.

3. Development of practical knowledge products for programme use and onboarding

The consultant will develop two practical knowledge products that translate the consolidated materials into
formats that can be used immediately by UNICEF Ethiopia staff and future recruits.

First, the consultant will produce a short and practical assistive technology roadmap for UNICEF Ethiopia’s
livelihood-related interventions under the Mastercard Foundation project. The roadmap should help
programme teams understand how assistive technology can be integrated into youth livelihoods, skills, business
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development, financial inclusion, care economy and employment-related interventions.

The assistive technology roadmap should include:

*a concise rationale for assistive technology in livelihoods programming;

ekey entry points along the programme cycle;

epriority assistive technology considerations for young people with disabilities;

links to assessment, referral, procurement, service delivery and follow-up pathways;

eoptions for partnership with relevant government institutions, OPDs, service providers and technical partners;
epractical considerations for budgeting, safeguarding, accessibility, maintenance and user support;

*a phased set of recommended actions for UNICEF Ethiopia and partners.

The roadmap should be pragmatic and should not become a full national assistive technology strategy. It should
be oriented toward immediate use by programme staff and implementing partners.

Second, the consultant will consolidate key strategy, policy and programme materials into a structured
onboarding package for future recruits at specialist level or above. The package should enable new technical
staff, section chiefs and senior managers to quickly understand UNICEF Ethiopia’s disability inclusion
commitments, available tools, internal accountabilities and priority programme entry points.

The onboarding package should include:

ea curated reading list;

ea short “Disability Inclusion in UNICEF Ethiopia: Start Here” note;

ea suggested first-week and first-month learning pathway;

elinks to key UNICEF global, regional and Ethiopia-specific resources;

ea short guide to internal roles, focal points and support channels;

ea checklist of minimum disability inclusion actions expected from specialist-level staff;

ean accessible slide deck or briefing note that can be reused in induction sessions.

4. Finalisation, validation, handover and sustainability

The consultant will validate the proposed library structure and draft knowledge products with relevant UNICEF
Ethiopia colleagues, including the Social Policy/LNOB team and selected programme users. Feedback will be
incorporated into the final SharePoint-based library, the assistive technology roadmap and the onboarding
package.

The consultant will ensure that the final internal library is accessible, user-friendly, clearly organised and ready
for use by staff. The consultant will also prepare a short handover and maintenance note to support continued
use and updating of the library after the consultancy ends.

The final handover package should include:

efinal organised SharePoint-based disability inclusion internal library;

efinal searchable inventory or library index;

ofinal assistive technology roadmap for livelihood interventions under the Mastercard Foundation project;
efinal onboarding package for future specialist-level and senior recruits;

eshort maintenance and governance note explaining how new materials should be added, reviewed, archived
or updated,;

ehandover briefing or short presentation for relevant UNICEF Ethiopia colleagues.

The final products should support continuity of the disability inclusion portfolio, preserve institutional memory
and enable the incoming national specialist and relevant programme teams to access and use key materials
without delay.
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Work Assignments Overview

Deliverables/Outputs

Delivery deadline to complete the
deliverable

Deliverable 1. Inception report, | Inception report and detailed 30 Sep 2026
workplan and knowledge- workplan

mapping approach

Deliverable 2. Disability Knowledge inventory and 15 Oct 2026
inclusion knowledge inventory | proposed SharePoint library

and SharePoint library structure

structure

Deliverable 3. Draft library Draft populated library; draft 15 Nov 2026
content, assistive technology assistive technology roadmap;

roadmap and onboarding draft onboarding package

package

Deliverable 4. Final accessible Final internal library; final 15 Dec 2026

internal library, final knowledge
products

assistive technology roadmap;
final onboarding package;
handover note
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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

Education:

Master’s Degree in social studies, economics, law, public administration or related fields

Work Experience:

Advanced university degree in social sciences, disability inclusion, international development, public policy,
knowledge management, education, social protection, public health, or a related field.

Minimum five years of relevant professional experience in disability inclusion, inclusive programming,
knowledge management, programme documentation, strategy development, or technical support to
development and/or humanitarian programmes.

Previous experience with the UN system is considered a strong asset. Previous experience with UNICEF,
experience working in Ethiopia, and familiarity with UNICEF disability inclusion frameworks,
SharePoint/Microsoft 365-based knowledge management, or inclusive youth livelihoods programming are
highly desirable.

Language Requirements:

Fluency in spoken and written English is required
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Knowledge/Expertise/Skills:

Demonstrated expertise in disability inclusion, including rights-based approaches, accessibility,
assistive technology, inclusive service delivery, OPD engagement, and integration of disability
inclusion principles into programme design and implementation.

Demonstrated ability to review, consolidate and translate complex policy, strategic and technical
materials into practical, user-friendly guidance, onboarding packages, knowledge products or
internal resource libraries.



