
  

 

TERMS OF REFERENCE 
 

Legal Consultant 
CONTRACT MODALITY Individual Consultancy  

 

DURATION OF CONTRACT 4 months 
 

 
Purpose of Assignment 
 

UNICEF Legal maintains the institutional record of UNICEF host country agreements, basic cooperation agreements, 
exchanges of letters and related treaty instruments governing its privileges, immunities and operational presence 
worldwide. As part of this record, a 2025 Legal Office review identified (a) instruments requiring registration with the 
United Nations Treaty Section (UNTS), and (b) instruments for which UNICEF currently holds only a UNTS Limited 
Publication and should seek full version(s) for UNICEF’s records. 
 
Article 102 of the UN Charter requires treaties and international agreements to be registered with UNTS. Registration 
ensures transparency, preserves the official treaty record, and enables the agreement to be invoked before UN 
organs, including the International Court of Justice. 
 
The consultancy will support UNICEF in regularizing its treaty records by sourcing missing full texts, determining if 
entry-into-force requirements have been satisfied and initiating UNTS registration where possible. 

Scope of Work 

 
1. Sequencing plan: Of the approx.75 instruments that require registration or for which UNICEF is missing a full 

version, the Consultant will develop, with support from UNICEF Legal a sequencing plan.  The Consultant will 
work with UNICEF Legal to identify (1) instruments that require registration as a priority (Category A), and (2) all 
other instruments for which UNICEF holds only a UNTS Limited Publication (Category B). 

 
2. Category A deliverables: 
 
With respect to Category A (approx. 55 instruments), this work will take place first and include the following for each 

instrument: 
 

2.1 Assess registration readiness (Deliverable 1): Develop an Excel tracker for each instrument identifying, for 
each: 
• whether the agreement has entered into force (and if, yes, on what basis - upon signature, provisional 

application, ratification, other mechanism); 

• the documentary evidence of entry into force currently held by UNICEF and if missing, take steps to source 
it and then reflect it in the Excel tracker; 

• any additional evidence required for registration and if missing, take steps to source it and then reflect it in 
the Excel tracker; and 

• the consultant's recommendation as to each instrument’s registration readiness after the above actions. 

2.2 Initiate UNTS registration (Deliverable 2):  For those instruments that the consultant and UNICEF Legal agree 
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are ready for UNTS registration, assemble all necessary documents for UNTS registration in accordance with the 
UNTS checklist: https://treatieD.un.org/doc/source/checklist-E.pdf Liaise as necessary with relevant UNICEF 
offices to obtain missing documents with guidance from UNICEF Legal. Engage directly with UNTS to start the 
registration process. 
 
2.3 Update the pre-existing UNICEF Legal master Excel for all treaty instruments (Deliverable 3), to ensure the 
outcomes of paragraphs 2.1 and 2.2 are reflected therein. 
 

3. Category B deliverables: 
 
3.1 Assess remaining instruments, initiate UNTS registration and update master Excel (Deliverable 4, 5 and 6): 

Apply the same methodology as per paragraphs 2.1 – 2.3 above to the remaining agreements requiring UNTS 
registration. 

 
3.2 Source full versions of Limited Publication agreements (Deliverable 7): Engage with UNTS and other relevant 

record holders, as applicable, to request full texts and historical registration materials for instruments where 
UNICEF currently holds only a UNTS Limited Publication (approx. 20 instruments). Update the UNICEF Legal 
master Excel tracker for all treaty instruments to record the findings. 
 

 
Work Assignments Overview  Deliverables/Outputs  Delivery deadline (in 

weeks/months) and input days to 
complete the deliverable  

Assess registration readiness – 
Category A 

1. Develop an Excel tracker on 
readiness for each instrument in 
Category A 

31st October 2026 

21 days 

Initiate UNTS registration – 
Category A 

2. Assemble all necessary 
documents, liaise with UNICEF 
offices as necessary and engage 
directly with UNTS to start 
registration process. 

30th November 2026 

19 days 

UNICEF Legal master Excel updates 
– Category A 

3.  Update pre-existing UNICEF Legal 
master Excel to reflect the outcomes 
under Deliverables 1 and 2 above 

30th November 2026 

2 days 

Assess registration readiness – 
Category B 

4. Develop an Excel tracker on 
readiness for each instrument in 
Category A 

31st December 2026 

21 days 

Initiate UNTS registration – 
Category B 

5. Assemble all necessary 
documents, liaise with UNICEF 
offices as necessary and engage 
directly with UNTS to start 
registration process. 

31st January 2027 

17 days 

https://treatied.un.org/doc/source/checklist-E.pdf


  

 

UNICEF Legal master Excel updates 
– Category B 

6. Update pre-existing UNICEF Legal 
master Excel to reflect the outcomes 
under Deliverables 4 and 5 above 

31st January 2027 

2 days 

Source full versions of Limited 
Publication agreements 

7. Obtain full UNTS texts and update 
master tracker 
 

31 January 2027 

2 days 

 

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: OTHER: The consultancy requires experience in legal records management, institutional archives, 
international agreements, governance documentation, information management, research, or a related field 
involving the organization, review and retrieval of official records. Experience working with the United 
Nations system, international organizations, government institutions or comparable multilateral 
environments is desirable. 

• Work Experience: Minimum three years of experience in treaty practice, treaty registration, and/or legal 
records management. 



  

 

• Skills: Strong document review, research and analytical skills. 
o Experience maintaining trackers, databases or records-management systems. 
o Ability to assess documentary evidence and identify missing information. 
o Ability to coordinate with multiple stakeholders and institutions across different jurisdictions and 
time zones. 
o Strong organizational skills and attention to detail. 
o Proficiency in Microsoft Excel and document management tools 

• Language Requirements: Fluency in English required. Knowledge of French and Spanish desirable. 
 

• Desirables:  
o Experience with the United Nations system, international organizations, government treaty offices, 
archives, registries or institutional record-keeping functions.  
o Familiarity with international agreements, treaty practice, treaty registration or related 
institutional processes. 
o Experience working with historical legal records, official archives or treaty collections. . 
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