unicef@ for every child
TERMS OF REFERENCE

Knowledge Management, Communications & Partnership Consultant

CONTRACT MODALITY Individual Consultancy

DUTY STATION Rome, Italy, Remotely

DURATION OF CONTRACT 5 Months

Purpose of Assignment

Providing support to the UNICEF National Response in Italy in information and knowledge management to harmonies
data collection, analysis and institutional learning, to strengthen the office’s publications, events, partnerships and
external positioning as well as to support communications, partnerships and internal coordination.

Italy continues to be a major entry point for refugees and migrants, facing significant arrivals via the Central
Mediterranean and Western Balkan routes. Between 2024 and 2025, migration flows to Italy recorded the arrival of
over 50,000 migrants and refugees who reached the country by sea via the Central Mediterranean route. Of these,
around 20% were children, including more than 20,000 unaccompanied and separated migrant children. The Central
Mediterranean migration route remains among the most dangerous: over the past two years, more than 3,000 people
have died or gone missing in the Central Mediterranean, including many children, adolescents and young people.
These dynamics remain significant protection concerns that require continued action.

To address these challenges, UNICEF aims to strengthen the capacity of the Italian protection and reception system for
all refugee and migrant children, particularly UASC, families, and survivors of gender-based violence.

To achieve this, UNICEF has developed the Refugee and Migrant Response Platform (RMRP) to harmonize data
collection and analysis, monitor the quality of the reception system, and track the impact of UNICEF interventions.
Considering the above, this assignment aims at strengthening the office’s knowledge management and communications
functions — capturing institutional knowledge and lessons learned, and supporting the coordinated production of
communications and visibility products such as the annual report, publications and events. The aim is to reinforce
internal coordination, evidence-based advocacy, cooperation with donors in close collaboration with the Italian
National Committee and the external positioning of the UNICEF National Response in Italy.

Scope of Work

Under the direct supervision of the Country Coordinator, the Consultant will provide support to the following
areas:

1. Information and Knowledge Management:

¢ Review UNICEF ECARO Migrant and Refugee Programme in Italy team’s field reports and enter data into the
RMRP.

¢ Review UNICEF Implementing Partners’ monthly reports and enter data into the RMRP accordingly.

¢ Update of internal dashboard with specific key external sources as per the requests of the team.

¢ Generate reports from the RMRP to inform and support advocacy and analysis reports.

e Establish and maintain a structured knowledge repository for the National Response, organising key
documents, datasets, templates, guidance and reference materials to ensure easy retrieval and institutional
continuity.

¢ Systematise and document lessons learned, good practices and case studies from the migration and refugee
response, including the BMI Migration initiative, to support institutional learning and knowledge transfer.

¢ Develop knowledge products (briefs, info-notes, thematic summaries and infographics) drawing on RMRP data
and external evidence to inform programming, advocacy and decision-making.

e Curate and disseminate relevant internal and external evidence, including UNICEF OSE Innocenti research and
policy developments, and facilitate knowledge-sharing across the team and with ECA/ECAMENA RO and the
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National Committee.
e Consolidate and interpret data and background information to support situation, risk and trend analysis and
to inform regular updates and emergency preparedness.

2. Communications, Partnerships and Internal Coordination:

¢ Coordinate the production cycle of the office’s communications products, maintaining an editorial and
publications calendar and liaising with focal points to gather inputs, track deadlines and ensure adherence to
UNICEF editorial and branding standards.

¢ Provide editorial and production support for the office’s annual report and other periodic publications, social
media contents, consolidating inputs, ensuring coherence and quality, and preparing materials for review and
clearance.

e Support donor acquisition, retention and loyalty with the creation of any proposals or concept notes as
required by the office and with the production of compelling donor communication pieces, i.e., factsheets,
printed materials, etc)

e Support the planning, coordination and documentation of internal and external events (conferences,
roundtables, workshops, donor and intergovernmental visits), including concept notes, agendas, speaker liaison,
run-of-show, materials and follow-up.

e Coordinate internally across the team to align messaging and ensure the timely and consistent delivery of
communications and advocacy materials.

3. Administrative Support:

e Develop, refine, and format documents, reports, and presentations to ensure clarity and professionalism.

¢ Draft, review, and enhance business correspondence and communications for accuracy and impact.

e Coordinate meeting agendas, document key discussions and action points, and disseminate relevant
materials.

¢ Organize logistical arrangements for meetings, including venue reservations, audio-visual setup, and catering.
e Support the review of the appropriateness and completeness of financial and supply documentation related
to events, publications and the procurement of communications services, ensuring adherence to established
allotments and procedures.

e Ensure ethical review and approval of U-Report (On The move + Italy) polls.

Nature and level of the assignment: The scope of the duties ranges from methodical data collection, analysis
and reporting to the effective monitoring and analysis of project implementation and management, with limited
independent technical decisions on project implementation and evaluation that impact on project efficiency and
delivery. The nature of the work is mostly contributory technical work requiring substantive technical analysis
and core knowledge of the specialized functional area. The work makes a substantial contribution to the
achievement of the planned objectives of the teams at a solid professional quality level. The supervisor guides
and oversees the work process, progress and end-results delivery.

Work Assignments Overview Deliverables/Outputs Delivery deadline to
complete the
deliverable

Information and Knowledge Management

Review UNICEF ECARO Migrant and | Del#1: RMRP data base updated with field reports 31 Dec 2026
Refugee Programme in ltaly team’s | data on a monthly basis
field reports and enter data into the

RMRP
Review UNICEF Implementing Del#2: RMRP data base updated with the data from | 31 Dec 2026
Partners’ monthly reports and IP monthly reports

enter data into the RMRP
accordingly
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Update of internal dashboard with | Del#3: Internal dashboard updated monthly 31 Dec 2026
specific key external sources as per

the requests of the team

Generate reports from the RMRP Del#4:4 RMRP reports generated — 0.5 day per 30 Nov 2026
to inform and support advocacy report

and analysis reports

Maintain a structured knowledge Del#5:2 lessons learned note and 1 good practice 31 Oct 2026
repository and systematise lessons | brief produced — 1 day per document

learned and good practices (incl.

the BMI Migration initiative)

Develop knowledge products and Del#6:1 thematic brief and 1 info-note produced—1 | 31 Oct 2026
support situation, risk and trend day per knowledge product

analysis

Admin Support

Documents, reports, and Del#7:3 advocacy factsheets developed — 1 day per | 30 Nov 2026
presentations drafting factsheet

Documents, reports, and Del#8: At least 2 reports/presentation prepared or | 30 Nov 2026

presentations drafting

other document as per the office needs — 0.5 day
per report

Documents, reports, and
presentations drafting

Del#9:5 Monthly newsletters elaborated — 1 day
per newsletter

31 December 2026

Documents, reports, and
presentations drafting

Del#10:2 presentations for the meetings drafted —
0.5 day per presentation

31 October 2026

Meeting Support

Del#11: Internal meetings: minutes taken for 5
internal meetings — 0.5 day per meeting

External meetings: 7 external meetings organised:
1 Office retreat, 1 NatCom retrat, 4 inter-
governmental country visits, 1 section meetings);
meeting agendas prepared, minutes taken, and
meeting materials distributed — 2.5 days per
meeting

31 December 2026

Ensure ethical review and approval
of U-Report (On The move + Italy)
polls

Del#12:1 Agora training attended + 1 Office of
Evidence and Strategy training attended + 12 polls
reviewed and approved as per new policy on Ethics
and Evidence activities

31 December 2026

Communications, Partnerships and Internal Coordination
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Coordinate the office’s Del#13:1 annual report and of 31 December 2026
communications products and At least 10 social media contents produced (2 per

editorial/publications calendar month)

Support donor acquisition, Del#14:5 factsheet (1 per month) and 1 ppt 31 December 2026

retention and loyalty

Coordinate and document internal | Del#15: At least 2 communication events planned, 31 December 2026
and external events coordinated and documented (2 concept notes, 2
agendas, with supporting materials, minutes,
follow-up)

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.

e 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.

o 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 Qualification required:

e Education:
Bachelors in international relations, political sciences, social sciences, anthropology, information management,
information systems, statistics, social communication or related fields

e Work Experience:
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*At least one (1) year of relevant professional experience in information and knowledge management, data
collection, analysis and reporting, communications and/or administrative coordination, preferably within a UN,
international or humanitarian organisation;

eExperience in designing and/or managing digital forms, data collection platforms and analysis tools such as KoBo
Toolbox, Open Data Kit (ODK), Power Bi, Tableau, Google Data Studio.

eDemonstrated experience in producing communications, visibility and knowledge products (e.g. reports,
factsheets, newsletters, briefs, presentations) and in coordinating publications and/or events.

eExperience in organizing information and knowledge for institutional use, including document and records
management, repositories and knowledge-sharing.

e Knowledge/Expertise/Skills:Language Requirements:

eProficiency in Microsoft Office Suite (Word, Excel, PowerPoint) and familiarity with collaboration and knowledge-
sharing platforms (e.g. SharePoint).

eFamiliarity with Canva and similar graphic design tools.

eDemonstrated ability to work in a multi-cultural environment and establish harmonious and effective working
relationships.

eStrong organizational and time-management skills.

e Language Requirements:

Fluency in English and Italian

e Desirables:

Previous experience with UN agencies will be an asset.

e Technical proposal requirement:

2-3 samples of communication materials (e.g. factsheet, newsletter, etc.) developed by them. Applications without
samples will not be considered



