
 
SPECIFIC JOB DESCRIPTION 

 
I. Post Information 
 
TITLE: Education Associate (Formal Education/system)
PROPOSED LEVEL: LICA 5  
SUPERVISOR (title & level): Education Specialist (Access), NOC; PN # 135978 
COUNTRY: Lebanon 
DUTY STATION: Beirut 
SECTION: Education 
CATEGORY: UNOPS Individual Contractor Agreement 

 
 
II. Strategic Office Context and Purpose for the job 
 
 
The fundamental mission of UNICEF is to promote the rights of every child, everywhere, in everything 
the organization does — in programs, in advocacy and in operations. The equity strategy, 
emphasizing the most disadvantaged and excluded children and families, translates this 
commitment to children’s rights into action. For UNICEF, equity means that all children have an 
opportunity to survive, develop and reach their full potential, without discrimination, bias or 
favoritism. To the degree that any child has an unequal chance in life — in its social, political, 
economic, civic and cultural dimensions — her or his rights are violated. There is growing evidence 
that investing in the health, education and protection of a society’s most disadvantaged citizens — 
addressing inequity — not only will give all children the opportunity to fulfill their potential but also 
will lead to sustained growth and stability of countries. This is why the focus on equity is so vital. It 
accelerates progress towards realizing the human rights of all children, which is the universal 
mandate of UNICEF, as outlined by the Convention on the Rights of the Child, while also supporting 
the equitable development of nations. 
 
Strategic office context:  
  
UNICEF designed an innovative and comprehensive response and launched a programme named 
Dirasa that will provide comprehensive package of integrated services to 50,000 marginalized and 
vulnerable children school, across all eight governorates in Lebanon.   
 
As Formal education is UNICEF key area of support, it is important and necessary to support teacher 
payment, payment of school funds and operationalization of second shift and support on policy 
adjustment where the officer will support the NOC specialist to ensure proper programme 
implementation and follow-up. Adding to the above the associate will support the follow up with 
MEHE to ensure different policies and SOPs related to the MFP are in place to ensure the proper 
implementation of the programmes. 
 
Purpose for the job: 
 
Under the direct supervision of the Education Specialist (NOC), the Education Associate will provide 
technical, programmatic and operational support to the effective implementation of the Formal 
Education programme and related interventions. The function will focus on strengthening field-level 



monitoring, data collection and analysis, schools and REOs follow up, and system-level coordination 
with the Ministry of Education and Higher Education (MEHE). 
 
The Education Associate will support regular field visits to public schools to monitor programme 
quality, compliance and progress, and will contribute to evidence-based decision making through 
timely consolidation and analysis of programme data. The role will also support the documentation 
of implementation bottlenecks, lessons learned and best practices to inform programme 
adjustments and reporting. 
 
At the system level, the Education Associate will support the NOC Specialist and P 4 Education 
manager in engagement with MEHE and key education stakeholders to advance national policies 
and processes related to non-formal education. This includes contributing to the development and 
operationalization of key frameworks such as the Accelerated Learning Programme (ALP) Standard 
Operating Procedures, Basic Literacy and Numeracy (BLN) guidelines, certification processes, and 
the organization and implementation of the national NFE assessment. 
 
Through a combination of field monitoring, analytical support and coordination functions, the 
Education Associate will play a key role in ensuring that Dirasa programme implementation remains 
aligned with national priorities, delivers quality learning outcomes for children, and effectively 
supports pathways for out-of-school children to transition into formal education. 

 
 

 
III. Key functions, accountabilities and related duties/tasks: 
 
1. Field Monitoring and Quality Assurance of Formal Education Implementation: 

 Conduct regular field visits to public schools to monitor programme implementation, 
student attendance, and compliance with agreed operational and educational standards. 

 Utilize standardized monitoring and reporting tools to assess programme performance, 
identify gaps, and ensure consistency in data collection and analysis. 

 Prepare comprehensive field monitoring reports highlighting key findings, challenges, 
recommendations, and required follow-up actions to support evidence-based decision-
making. 

 Identify operational and implementation bottlenecks at school level and proactively propose 
practical and context-appropriate solutions in coordination with relevant stakeholders. 

 Liaise closely with the call center and sector teams to follow up on enrolment-related cases 
and support timely resolution of barriers affecting children’s access to education. 

 Support spot checks, verification exercises, and quality assurance processes related to 
enrolment, attendance, and programme data to strengthen accountability and data 
accuracy. 

 
 
2. Support to System-Level Coordination with MEHE: 

 Provide technical, coordination, and operational support to in engagement and strategic 
dialogue with the Ministry of Education and Higher Education (MEHE) on formal education 
priorities and system-strengthening initiatives. 

  Contribute to the development, review, and operationalization of key policy frameworks, 
programme documents, and implementation tools related to formal and non-formal 
education, including: 

                - Accelerated Learning Programme (ALP) Standard Operating Procedures (SOPs) 
                - Basic Literacy and Numeracy (BLN) guidelines 
                - Certification and accreditation processes and procedures 
 Support the preparation of high-quality technical briefs, presentations, talking points, 

meeting minutes, and background materials for meetings, workshops, and coordination 
engagements with MEHE and other key stakeholders



 Ensure effective documentation of coordination meetings, technical discussions, and 
consultations, including the preparation of action trackers and systematic follow-up on 
agreed recommendations and next steps. 

 Contribute to strengthening coordination and information flow between UNICEF, MEHE, and 
education partners to support timely implementation of formal education priorities and 
initiatives. 

 Support evidence-based planning and decision-making through the consolidation, analysis, 
and presentation of relevant programme and policy information... 

 
3. Knowledge Management and Learning: 

 Document, consolidate, and disseminate good practices, success stories, and lessons 
learned emerging from programme implementation and field-level interventions. 

 Contribute to the development of learning briefs, case studies, technical notes, and other 
knowledge products aimed at strengthening programme quality, visibility, and evidence-
based programming. 

 Support the planning and organization of reflection, review, and learning sessions with 
implementing partners, field teams, and relevant stakeholders to promote continuous 
improvement and adaptive programming. 

 Assist in the development and harmonization of standardized tools, guidance materials, and 
templates to enhance programme consistency, quality assurance, and operational efficiency 
across interventions. 

 Promote effective knowledge sharing and cross-learning among partners, Regional 
Education Offices (REOs), schools, and field teams to strengthen coordination and improve 
programme outcomes. 

 Support the identification and documentation of innovative approaches and operational 
solutions that can inform future programming and policy development. 

 
4. Programme Monitoring and Compliance Oversight: 

 Conduct regular monitoring and field visits to schools and programme sites to assess 
programme quality, compliance with agreed standards and procedures, and overall 
effectiveness and impact of interventions. 

 Prepare and submit comprehensive monitoring reports following field visits, including key 
findings, identified challenges, recommendations, and required follow-up actions to support 
programme improvement and accountability. 

 Follow up closely with Programme Managers and relevant teams to ensure that HACT visits 
are conducted in a timely manner and accurately documented in the Field Monitoring 
Module (FMM) and other relevant systems. 

 Provide technical guidance and operational support to the MEHE/REOs taskforce to 
strengthen programme implementation, coordination, and adherence to established 
procedures and quality standards. 

 Identify operational, programmatic, and compliance-related risks affecting implementation 
and proactively propose mitigation measures and corrective actions to strengthen 
programme performance and accountability. 

 Contribute to strengthening monitoring, oversight, and quality assurance mechanisms 
through regular coordination with partners, schools, Regional Education Offices (REOs), and 
other relevant stakeholders. 

 
5. Financial and Budgetary Follow-up: 

 Follow up closely on MEHE payment requests and related administrative processes to 
ensure timely disbursement, processing, and liquidation of funds in line with agreed 
timelines and organizational requirements. 

 Assist in monitoring Formal Education (FE) budgets, grants, and financial allocations to 
support compliance with UNICEF financial rules, procedures, and reporting requirements. 

 Support the preparation and consolidation of financial updates, expenditure tracking 
sheets, and budget analyses for internal management purposes and donor reporting.



 Coordinate with relevant programme, operations, and finance teams to ensure accurate 
financial documentation, timely follow-up on pending actions, and proper reconciliation of 
programme expenditures. 

 Contribute to strengthening financial oversight, accountability, and transparency through 
systematic tracking of payments, grants, and supporting documentation. 

 Support the identification and timely resolution of financial and administrative bottlenecks 
affecting programme implementation and fund utilization. 

6. Administrative and Logistical Support: 
 Support the planning, coordination, and organization of trainings, workshops, technical 

sessions, and coordination meetings related to the implementation of Formal Education 
programmes and activities. 

 Assist with logistical arrangements, including venue coordination, participant follow-up, 
preparation of materials, attendance tracking, and other operational requirements to 
ensure the smooth delivery of events and activities. 

 Facilitate effective communication and coordination with MEHE, Regional Education Offices 
(REOs), schools, partners, and other relevant stakeholders to support timely implementation 
and follow-up of programme activities. 

 Maintain well-organized and up-to-date records of programme files, correspondence, 
meeting minutes, reports, and key documentation in line with organizational procedures 
and information management standards. 

 Support administrative and operational follow-up related to programme implementation, 
ensuring timely processing of documentation and efficient information flow across teams. 

 Undertake additional tasks and responsibilities, as required, to support the effective 
implementation, coordination, and monitoring of the Access to Education portfolio and 
related programme priorities.

 
 
 

 
VI. UNICEF values and competency Required (based on the updated Framework) 
 
 
 
i) Core Values  
 

 Care  
 Respect 
 Integrity 
 Trust 
 Accountability 
 Sustainability 

 
ii) Core Competencies for Staff without Supervisory Responsibilities 
 

 Demonstrates Self Awareness and Ethical Awareness (1) 
 Works Collaboratively with Others (1) 
 Builds and Maintains Partnerships (1) 
 Innovates and Embraces Change (1) 
 Thinks and Acts Strategically (1) 
 Drives to Achieve Impactful Results (1) 
 Manages Ambiguity and Complexity (1) 

 
 

 
 



 
 
VII. Recruitment Qualifications 
 
 
Education: 

 Bachelor’s degree in education, Social Sciences, 
development Studies, International Development, Public 
Administration. Secondary School +2 years of additional 
relevant experience replaces University Degree. 

 
Experience: 

 5+ years of relevant experience in programme 
management, education programming, data and 
information management, or related fields.  

 Experience in planning, implementation, monitoring, 
and reporting on education programmes (formal or non-
formal).is required. 

  Coordination with government counterparts and 
implementing partners, and the collection and analysis 
of programme data to support decision making is 
required.  

 Experience in field monitoring, documentation of results, 
and use of data management systems is required. 

 Previous experience working with education authorities, 
NGOs, or UN agencies in Lebanon or similar contexts is 
considered an asset.

 
Language Requirements: 

 Fluency in English and Arabic is required; Knowledge of 
French or any other UN language is an asset 

 
 
 
 
 
 
 
 
 
 


