
 
SPECIFIC JOB DESCRIPTION 

 
I. Post Information 
 
TITLE: Partnerships Coordinator
PROPOSED LEVEL: LICA 4 
SUPERVISOR (title & level):  Public Partnerships Specialist (NOC), PN# 117065 
COUNTRY: Lebanon 
DUTY STATION: Beirut 
SECTION: Partnerships, Rep’s Office  
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 Lebanon manages a large and complex programme to promote the rights of every 
child that realies heavily on donations from public and private donors. The Partnerships 
Section plays a vital role in sustaining UNICEF’s resource mobilization, donor stewardship, 
and visibility. To strengthen this work, LCO seeks a Partnerships Coordinator to support 
the preparation of high-quality donor proposals and reports, support the overall 
engagement with National Committees and private partners, and support the effective 
organization of donor and partner visits.  
As such, additional capacity is needed in the Partnerships team to ensure new 
opportunities with private donors are created and followed up, while supporting the 
team’s ambitious donor engagement agenda which involves weekly donor visits to the field 
mainly for public donors. 



 
Purpose for the job: 
 
Under the supervision of the Public Partnerships Specialist (NOC), and overall guidance of 
the  Partnerships Manager P4, the incumbent will support with donor stewardship 
through: 
 

 Timely and quality proposal development and donor reporting;  

 Effective coordination of donor visits to UNICEF programme sites. 

This role is key in demonstrating UNICEF’s results on the ground, ensuring donor 
satisfaction, and strengthening long-term partnerships with private donors. 
 

 
 

 
III. Key functions, accountabilities and related duties/tasks: 
 
 
 

A. Proposal development, Reporting and Donor Stewardship 
 

 Draft, edit, and format donor reports and proposals for National Committees and 
other private/public donors to ensure alignment with UNICEF standards and donor 
requirements. 

 Collect, verify, and compile programmatic inputs and results for assigned 
proposals and donor reports in collaboration with programme sections and field 
offices. 

 Maintain an ongoing dialogue with National Committees supporting the LCO and 
create opportunities for engagement with new National Committees working 
proactively with PFP. 

 Track and monitor donor reporting requirements and deadlines using internal 
systems (e.g., Insight, Fiori) for the assigned portfolio of grants. 

 Coordinate with the Communications team to develop visual materials and human-
interest stories for reports and donor communication packages. 

B. Donor Visits Coordination 
 

 Coordinate donor field visits and events in collaboration with Front Office, 
programme sections, field offices, communications, and operations. 

 Liaise with Programme Assistant and Front Office to keep the external engagement 
calendar updated, ensuring internal communication and planning. 



 Prepare detailed itineraries and logistics plans for visits (transport, briefing 
materials, etc.) in coordination with the relevant sections. 

 Conduct pre-visits to ensure strategic alignment with donor interests, visibility 
compliance, and coordination at field sites. 

 Provide interpretation and briefing support during visits when required. 

 Prepare tailored briefing packages for each donor visit. 

 Support the organization of donor-related events such as project launches and 
handover ceremonies. 

C. Monitoring and Coordination 
 

 Maintain proper record-keeping of reports, visit documentation, and donor 
correspondence in the Partnerships archive and UNICEF systems. 

 Track donor feedback and follow up on action points after each visit or 
proposal/report submission. 

 Support coordination with National Committees and private fundraising partners 
to ensure timely sharing of materials and follow-up on visits 

 

 
 

 
 

 
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 international relations, 
political science, communications, international 
development, or another relevant technical field. A 
secondary school +2 years of experience replaces 
University Degree.

 
Experience: 

 At least 4 years of professional experience in one 
or more of the following areas is required : public 
affairs, programme management, resource 
mobilization, external relations, or other relevant 
area. 

 Experience with donor-funded projects and/or in an 
emergency context is an asset. 

 Strong written communication and drafting skills in 
English is required.  

 
Language Requirements: 

 Fluency in English and Arabic is required. 
Knowledge of another official UN language is an 
asset.

 
 
VIII. Child Safeguarding 
 
 



Is this role a representative, deputy 
representative, chief of field office, 
the most senior child protection role 
in the office, child safeguarding focal 
point, or investigator (OIAI)?: 

No

Is this post a direct contact role in 
which incumbent will be in contact 
with children either face-to-face, or 
by remote communication, but the 
communication will not be 
moderated and relayed by another 
person?: 

Yes
 

 
 

Is this post a child data role in which 
incumbent will be manipulating or 
transmitting personal-identifiable 
information on children such as 
names, national id, location data, or 
photos?: 
 

No 
 

 

The selected candidate for this 
position will be required to engage 
with vulnerable children: 

Yes
 

 
 

 
IX. Funding Information 
 
 
WBS: 

 
2490/A0/08/880/008/001

 
Grant: 

 
SC240013

 
Donor name & expiry date: 

 
Netherlands, 31.12.2027

 
 

 
X. Signatures 
 
Reviewed, verified and 
classified by P&C: 

Name, title, signature & date
 
Shabnam Mullo-Abdolova, P&C Manager 

Approved by head of 
section: 

 
 
Sonia Vila Hopkins, Partnerships Manager 

Final approval from the 
Representative 

Marcoluigi Corsi, Representative

 
 
 


