TERMS OF REFERENCE FOR INDIVIDUAL CONSULTANTS

	Consultancy Title:
International Consultant – People and Culture Specialist (Transition Support)


	Funding Code (Grant and WBS):
Click here
	Name of the requesting business area & Section:
People and Culture
	Duty Station
Phnom Penh, Cambodia


	Number of Consultants Required (To be filled only if multiple consultants are needed):
1

	Purpose of Activity/Assignment 

UNICEF Cambodia is seeking a dynamic and experienced professional to provide interim leadership to our People & Culture (P&C) team. This is a unique opportunity to make a meaningful impact on workplace culture, employee engagement, and organizational effectiveness across our Country Office. You will work directly with the Representative and the senior management team in UNICEF Cambodia, offering strategic guidance and technical leadership on all HR matters. 


	Scope of Work:

Business Partnering
· Serve as the single point of contact for his/her client portfolio on advice pertaining to all aspects of the employment life cycle 
· Provide accurate and timely advice to clients on HR processes and policies, ensuring the highest level of client-orientation. 
· Proactively advise clients on the resolution of human resources issues ensuring equitable and transparent solutions that protect both the staff and organization’s interests in accordance with policies, regulations and procedures.
· Promote the organizational goals and targets for gender equity and cultural diversity.

Strategic Human Resources
· Liaise with the HQ Divisions, regional and country offices to support and contribute to corporate HR strategy formulation and global implementation. Provide feedback and make recommendations on the establishment and improvement of HR systems, policies, and processes.
· Keep abreast, research, benchmark, and implement best and cutting-edge practices in HR management and contribute to the development of global policies, procedures and introduce innovation through sharing of best practices and knowledge learned.

Implementation of assigned Human Resources Services
· Provide support to various or one specific HR occupation (recruitment, job classification, career development, performance management, data analytics, learning & development etc.) to help their supervisors in implementing efficient client services that help either attract, retain and/or motivate staff of the highest caliber. 
· When assigned casework in the relevant area on either a routine or non-routine basis, analyze and synthesize issues and problems, and interpret established formal guidelines to address and recommend solutions or further actions required. 

Learning and Capacity Development
· In collaboration with business owners, design and deliver learning plans for staff to enhance their knowledge and build skills in new areas.
· Contributes to the mapping of competencies for all staff in assigned client portfolios, assisting in the development of a comprehensive framework in support of the development of the talent pipeline. 
· Recommend efficient and cost-effective learning products which strengthen staff capacity to contribute effectively to business goals. 
· Participate as a resource person in capacity building initiatives to enhance the competencies of clients/stakeholders.
· Provide orientation briefings for new staff.
· Provide day-to-day performance and talent management guidance to line management (e.g., coaching, counseling, career development, career conversations, and disciplinary actions). 

HR Data Analytics
· Interpret and analyze HR data to help inform strategic decision making on HR processes and strategies.
· Develop data collection systems to optimize data quality.
· Coordinate with country offices and partners to provide assistance in their HR information management.

	Child Safeguarding
Is this project/assignment considered as “Elevated Risk Role” from a child safeguarding perspective? 
	☐ YES
	☒ NO




Direct contact role
Is this project/assignment considered as “Elevated Risk Role” from a direct contract role perspective? 
	☐ YES
	☒ NO



If yes, please indicate the number of hours/months of direct interpersonal contact with children, or work in their immediately physical proximity, with limited supervision by a more senior member of personnel:  
	Click here



Child data role
Is this project/assignment considered as “Elevated Risk Role” from a child data role perspective? 
	☐ YES
	☒ NO


If yes, please indicate the number of hours/months of manipulating or transmitting personal-identifiable information (e.g. name, national ID, location data, photos) of children:
	Click here



More information is available in the Child Safeguarding SharePoint and Child Safeguarding FAQs and Updates


	Included in Annual/Rolling Workplan:

	☐ YES
	☒ NO



If No, please justify:
Click here




	Consultant Sourcing:

	☐ National
	☒ International
	☐ Both


Note: Please select the option relevant to your consultancy assignment. If selected ‘National’, applications from international candidates will not be accepted and vice-versa.

Competitive Selection:

	☒ Advertisement


Note: for open competitive selection process to publish consultancy on UNICEF TMS portal.

Two weeks is recommended as minimum for advertisement, however, hiring manager may adjust based on urgency/context while ensuring transparency and fairness. Please indicate below accordingly:

Advertisement duration in calendar days:  Click here  


	☐ Roster


By selecting this sourcing type, the signatory of this ToR certifies that the candidates listed below are sourced from a valid and approved roster established via a competitive and transparent process, and that the ToR falls within the scope of the roster. Listed candidates shall have a full TMS profile.
In the table below, provide a list of candidates from the roster (who are meeting this ToR requirements) to seek financial proposal:

	Name of Candidates 
	Email Address as per Roster

	Click here	Click here
	Click here	Click here
	Click here	Click here



	☐ Single Source Selection: (Emergency – Director’s approval)


Note: As per UNICEF procedure on Consultants (Document Number: PROCEDURE/DHR/2022/007) effective 1 December 2022, Single Source Selection is only applicable to countries, regions and subject-matter areas that have been designated by the Executive Director as being in an "emergency situation", as stipulated in CF/EXD/2010-005, Recruitment and Staffing in Emergency Situations, paragraph 1.3. 
Single source may also be applied in other circumstances, in accordance with FRR 112.30 (UNICEF Financial Regulations and Rules (Annex to E_ICEF_2011_AB_L.8 ) , provided that a clear and justified rationale is documented in the NFR based on one of the applicable FRR conditions. 

Additional document requirement:  [image: ​docx icon] NFR Waiver of Competitive Bidding for Individual Contracts (Consultants).docx


For Long-Term Agreements (LTA), this ToR template is not to be used. For LTA, please use the Work Order template.


	Reasons why consultancy cannot be performed by staff:
A consultant is required because no staff expressed interest in the stretch assignment. Engaging a consultant ensures continuity of essential HR functions, maintains quality and timeliness of outputs, and provides the flexibility needed to manage a temporary increase in workload.

	Contract Manager: 
Yelena Soldatova, 
Deputy Representative, Operations
	Start Date: Ensure the start date accounts for the contracting process SLA
01 May 2026
	
	End Date:
31 July 2026
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	Work Assignment Overview
	Deliverables/ Outputs (SMART)*
	Delivery deadline
	Planned Travel*
(For travel, please include destination, number of trips and days. This travel will be shared with the applicants to provide lump-sum financial proposal)
	Estimated Budget for 1 consultant in contract currency included travel.
(input days x estimated daily professional fee rate + estimate of planned travel) **

	
	
	Exact date to complete* the deliverable
	Input days**
	
	

	Assessment, Set‑up and Stabilization of strategic and business partnering
	Deliverable 1: Continuity of HR services ensured, priority risks identified, and clear workplan established for the transition period.

Business partnering arrangements established for assigned client portfolios

Initial strategic HR engagement and situational analysis


Initial support provided in assigned HR functional areas

Learning and capacity needs assessment completed

Baseline HR data review and assessment of data quality

	15 working days
	
	
	30% completion and acceptance of first month deliverable 


	Implementation, Advisory Support and Capacity Building 



	Deliverable 2: People and Culture services operating efficiently, staff capacity strengthened, and data‑informed HR decision‑making actively supporting the transition.


Ongoing HR advisory services and case management


Strategic HR inputs and recommendations provided

Effective implementation of assigned HR functional areas

Learning plans and capacity‑building activities delivered

HR data analysis and improved data collection tools

	25 working days
	
	
	40% completion and acceptance of second month deliverable 


	Consolidation, Knowledge Transfer
	Deliverable 3: Sustainable HR systems, strengthened internal capacity, and smooth handover ensuring continuity beyond the consultancy.

Consolidated HR advisory support 

Final strategic HR recommendations and lessons learned

Sustainability of HR delivery service strengthened

Competency mapping and talent development inputs finalized

HR data tools, guidance and handover completed
	20 working days
	
	
	30% Completion and acceptance of Month 3 deliverables and handover


	
	
	
	
	
	100%



· Add more line to the table as needed
· Costs indicated are estimated. Final rate shall follow the “best value for money” principle, i.e., achieving the desired outcome at the lowest possible fee. Consultants will be asked to stipulate all-inclusive fees, including lump sum travel and subsistence costs, as applicable.
· Payment of professional fees will be based on submission of agreed 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.
· In case of unplanned travel, register it in a separate deliverable line and reserve funds for potential future travel needs. Such travel will be reimbursed based on actual travel receipts. (This information is not shared with applicants for financial bidding.)
· Marked (*) information will be part of the financial proposal shared with the consultant.
· Marked (**) information will not be shared with the consultant. 

	Minimum Qualifications required*:

	☐ Bachelors
	☒ Masters
	☐PhD
	☐ Other



Enter Disciplines: 
Advanced university degree (Master’s or equivalent) in Human Resources Management, Business Administration, Organizational Development, Psychology, or a related field.



*Minimum requirements to consider candidates for competitive process.
	Years of Experience/ Knowledge/Expertise/Skills required*:

Work Experience:
Minimum 5 years of relevant professional experience in People & Culture, preferably within the UN system or international organizations
Proven experience in workforce planning, recruitment, and HR advisory services
Experience supporting organizational change or HR service delivery transitions is a strong asset.

Language Requirements:
Fluency in English

Knowledge/Expertise/Skills:
Strong analytical and advisory skills
Excellent communication and stakeholder engagement abilities
Ability to manage complexity and ambiguity with sound judgment
Demonstrated commitment to people‑centered, inclusive, and ethical practices
Fluency in English (knowledge of Khmer or another UN language is an asset)


Desirables:
Click here



*Listed requirements will be used for technical evaluation in the competitive process.



	Evaluation Criteria (This will be used for the Selection Report (for clarification see Guidance)

	A) Technical Evaluation (e.g. 100 points, weighted 70%)

Technical Evaluation Criteria:

Educational Qualification (20 points)
1. Relevant professional experience in People and Culture (30 points)
2. Proven experience in workforce planning, recruitment, and HR advisory services (30 points)
3. Experience supporting organizational change or HR service delivery transitions (30 points)
4. Click here

Qualifying score in technical evaluation is 75 points out of 100  points.

Technical proposal requirement (if applicable):
Click here

	B) Financial Proposal (e.g. of 100 points, weighted 30%)

	
Working arrangement:
	☐ Remote 
	☒ Office Based



	
UNICEF email address required:
	☒ YES
	☐ NO







Text to be added to all ToRs:
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 visa (applicable) and health insurance 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.
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