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TERMS OF REFERENCE

TITLE — Content Management Consultant — Bebbo Parenting Programme
CONTRACT MODALITY Individual Consultancy

DUTY STATION Nairobi, Kenya - Remote
DURATION OF CONTRACT 8 months

Purpose of Assignment

UNICEF has developed Bebbo, a free parenting application that guides parents and caregivers from pregnancy
through the early years of a child’s life. Bebbo provides evidence-based, age-tailored guidance across health,
nutrition, responsive care, play and early learning, safety, child protection and parental well-being and mental health,
and offers functional features that allow caregivers to record and monitor immunizations, growth and developmental
milestones. The application is available at no cost on iOS and Android, functions offline, and is designed for
multilingual deployment, with centrally curated content managed in a Drupal-based Content Management System
(CMS) and adapted and translated by each participating country.

Bebbo is UNICEF's parenting Digital Public Good: it is open-source, freely reusable and adaptable, allowing
governments, UNICEF offices and partners to adopt, translate and contextualize the application without licensing
costs and to integrate it into national early childhood development (ECD), health and parenting systems. By early
2026, Bebbo had been launched in more than 20 countries and in over 20 languages, and had recorded more than
1.8 million downloads, with additional countries continuing to onboard. In some countries the application is deployed
under a different name (for example, Foleja in Kosovo).

As Bebbo scales across countries and languages, the central Drupal-based CMS that underpins the application
requires continuous, specialized management: new and updated content must be added, qualityassured and
synchronized across language versions; user roles and access must be administered; translation and localization
workflows must be coordinated with Country Offices; and Country Offices must be trained and supported to manage
their content correctly. These content-management functions are continuous and technical and cannot be absorbed
by the existing team.

The purpose of this assignment is therefore to provide dedicated, deliverable-based content-management support
to the Bebbo Parenting Programme. Under the supervision of the Contract Manager and in close collaboration with
the Bebbo central team and participating Country Offices, the consultant will manage content operations and quality
assurance in the CMS, coordinate content adaptation, localization and translation, support and onboard Country
Offices, deliver CMS training and capacity building, and document and share good practices and lessons learned
across participating countries.

The assignment is temporary in nature, is limited to a defined set of specific, measurable and independently verifiable
deliverables, and will be completed within the specified contract period. The consultant will not perform staff
functions.

Scope of Work

Under the supervision of the Contract Manager, and in close collaboration with the Bebbo central team,
participating Country Offices, national partners and technical service providers, the consultant will deliver the
following six workstreams.
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A. CMS governance and content operations (8 days)

¢ Review and maintain role-based CMS access, user permissions and access documentation, and flag
access or security issues for action by the responsible technical team.

¢ Administer and quality-assure content and media across the central repository and country or language
subsites, including creation, editing, metadata, taxonomy, publishing, synchronization, updating and
archival.

¢ Maintain clear content inventories, workflow status trackers, change and bug logs, and quality-control
records so that decisions and changes are traceable.

e |dentify content and CMS issues, document them with reproducible evidence, coordinate resolution
with technical focal points, and verify that agreed corrections have been implemented.

B. Country implementation support (28 days)

¢ Provide structured onboarding and operational support to existing and new Country Offices and their
designated partners on CMS setup, roles, workflows, content adaptation and publishing.

* Respond to country requests, organize technical clinics and follow-up discussions, and maintain a
support log showing the issue, guidance provided, action owner, target date and resolution status.

¢ Support Country Offices during transitions or handovers to government counterparts or external service
providers by clarifying CMS roles, operating procedures, access requirements and outstanding actions.

C. Training and capacity building (6 days)

¢ Update and maintain CMS user guides, standard operating procedures, quick-reference materials,
demonstrations, and other learning resources in accessible and editable formats, adapting for country
office colleagues wherever needed

¢ Plan and deliver virtual training and practical clinics for Country Offices, government counterparts,
implementing partners and service providers, adaptation and sharing of training materials, and document
participation, questions, feedback and agreed follow-up.

D. Localization and translation workflows (8 days)

¢ Coordinate content adaptation, localization and translation workflows across participating countries and
languages, maintaining a consolidated tracker of status, responsibilities, deadlines, qualityassurance flags
and pending decisions.

e Support country teams to use relevant CMS translation functions and agreed terminology resources,
and help ensure consistency across content, interface strings and taxonomy terms, media and metadata
by leading regular meetings with actively-implementnig country teams.

e Localize new CMS site for newly implementing countries including completion of entity sharing of all
content, setting up structural elements (new country and language set-up, uploading health content and
taxonomy and string files), localizing linked and basic pages and webpage.

E. CMS and App testing and enhancement coordination (8 days)

¢ Support functional and content-focused user acceptance testing of CMS and App releases, app and
content updates, new content types, taxonomy, string, or workflow changes, integrations and country or
language configurations.

* Record defects with steps, evidence, severity and expected behaviour; coordinate clarification with
developers; and retest bug fixes.

¢ Translate recurring user and country needs into concise enhancement or business-requirement notes
for review by the product and technical teams.
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F. Knowledge management and handover (6 days)

¢ Maintain and organize individual country office resource folders, the Bebbo deployment toolkit, CMS
knowledge resources, incorporating validated learning from country implementation and recurring
support requests (and adhoc monitoring of app/sister app dashboards).

¢ Prepare a final handover package covering completed outputs, editable source files, open issues,
access or ownership dependencies and recommended next steps.
¢ Maintenance of project administrative documents including focal point and partner lists,

implementing CO project trackers and content adaptation trackers.
Working arrangements

¢ The assignment is fully remote and covers a maximum of 64 working days between 1 September 2026
and 30 April 2027. The distribution of days may vary by deliverable and operational need.

¢ Deliverables are complete output packages and are not linked to monthly service periods. A deliverable
may be submitted earlier than its final deadline when completed and may be processed for payment
following UNICEF's written acceptance, subject to the contract.

¢ The consultant will use their own equipment and reliable internet connection and will be available for
agreed online meetings across time zones.

¢ All outputs will be produced in English unless otherwise agreed and must comply with UNICEF digital,
accessibility, information-security, data-protection, child-safeguarding, editorial and branding standards.

¢ All content, trackers, manuals, training materials, test records and editable working files produced under
the assignment remain the property of UNICEF and must be handed over in an organized form.

Work Assignments Overview Deliverables/Outputs Delivery deadline

A. CMS governance and content 1. CMS content-operations and 31.03.2027. -8 days
operations quality-assurance portfolio
documenting at least 120 CMS
actions across the central
repository and country or
language subsites. Actions may
include content or media
creation and updating, metadata
and taxonomy corrections,
translation-string updates,
publication, synchronization and
archival. The portfolio must
include a dated change log,
quality-assurance evidence and a
register showing resolution or

escalation of at least 15 content
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or CMS issues.

B. Country implementation
support

2. Country-support portfolio
covering at least eight
Bebbo/sister app
implementations, including new
onboarding and/or ongoing
operations. The portfolio will
include a country action or
workflow record for each
supported implementation, a
consolidated support log
recording requests, advice,
owners and resolution status,
and evidence of at least 30
structured support sessions or
technical clinics or coordination
calls with Country Offices,
government counterparts,
implementing partners or service
providers.

30.04.2027.- 28 days

C. Training and capacity building

3. CMS training and capacity-
building package comprising: (i)
an updated CMS user guide; (ii)
localized materials and practical
exercises for country users; (iii)
delivery of at least four virtual
CMS training sessions or group
clinics; and (iv) a short
completion report with
participant records, questions
raised, feedback and
recommended follow-up.

27.02.2027. - 6 days

D. Localization and translation
workflows

4. Localization and translation-
management package covering at
least six country or language
workflows, comprising a
consolidated tracker of content
adaptation and interface-string
and taxonomy status, owners,

31.03.2027. -8 days
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deadlines, terminology or quality
flags and pending decisions,
together with evidence of follow-
up and quality assurance for the
tracked workflows.

E. CMS and App testing and
enhancement coordination

5. CMS quality-assurance and
enhancement package
comprising: (i) functional and
content-focused user acceptance
testing for at least four CMS or
App release, configuration or
workflow-change cycles using at
least 30 documented test cases;
(ii) a bug-reporting log with
steps, evidence, severity,
ownership and retest status; and
(iii) at least two concise
enhancement or business-
requirement notes derived from
country or user needs.

31.03.2027. -8 days

F. Knowledge management and
handover

6. Final knowledge-management
and handover package
comprising: (i) an updated and
organized CMS and
countrydeployment toolkit or
repository index; and (ii) a
complete handover inventory of
editable files, unresolved issues,
access or ownership
dependencies and recommended
next actions.

30.04.2027. - 6 days
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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

Minimum requirements:

Education: An advanced university degree (Master's or higher) in communications, marketing, digital

media, information management, information systems, information and communication technology,

library or information science, international development, social sciences, business administration, or
another field relevant to the assignment.

Work Experience:

¢ A minimum of five (5) years of progressively responsible professional experience in digital content
management, content operations, digital communications, product support, knowledge management or a
closely related field.

¢ At least two (2) years of experience supporting content management of a consumer-facing digital
product, mobile application or web platform, preferably in parenting, early childhood development, health,
education or another public-interest area.

¢ Demonstrated hands-on experience of more than two (2) years using a content management system to
create, edit, organize, localize, publish and qualityassure content and media. Practical experience with
Drupal or another enterprise or open-source CMS is required; direct Drupal experience is highly desirable.
e Demonstrated experience supporting country, field or client teams remotely, including troubleshooting,
workflow guidance, follow-up and coordination with technical and non-technical stakeholders, and
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developing technical documentation.

¢ Experience developing user guidance, standard operating procedures or training materials and delivering
virtual training, demonstrations or technical clinics.

Skills:

¢ Good understanding of CMS roles, permissions, editorial workflows, metadata, taxonomies, media
management, versioning, translation or localization and content quality assurance.

¢ Ability to document issues clearly with reproducible steps and evidence and to coordinate resolution and
retesting with developers or technical service providers.

¢ Strong organization, facilitation and written communication skills, with the ability to manage multiple
country requests and deliverables with limited supervision.

¢ Ability to work effectively with multidisciplinary teams of programme specialists, content experts,
communications colleagues, designers, developers, vendors and government or implementing partners.
¢ Knowledge of UNICEF's operating environment and ability to apply UNICEF digital, accessibility,
dataprotection and child-safeguarding standards.

Language Requirements:

¢ Fluency in English, both written and spoken, is required.

* Knowledge of one or more languages used in Bebbo programme countries is an asset (Russian, Albanian,
Belarusian, Bulgarian, Greek, Kyrgyz, Montenegrin, Macedonian, Romanian, Serbian, Slovak, Tajik,
Ukrainian, Uzbek, Karakalpak, Turkish, Ndebele, Shona, Spanish, Bangla)

Desirables:

¢ Experience with a multi-lingual parenting, early childhood, health, education or youth-focused digital
product.

* Previous experience supporting UNICEF Country Offices, another United Nations entity, government
counterparts or development partners.

¢ Familiarity with Digital Public Goods, open-source solutions and multilingual content governance.



