
 
 

 

 

TERMS OF REFERENCE 

Implementing Partnership Management/HACT digital tools consultants 
 

CONTRACT MODALITY Individual Consultancy  
 

DURATION OF CONTRACT 12 months 
 

 
Purpose of Assignment 

With increased digitization trend across UNICEF programme implementation as championed by Office of Strategy 
and Evidence (OSE) and Digital Impact Division (DID), there is increased need for Regional Offices to have in-house 
technical capacity to support COs in the transition, support, usage and troubleshooting of the tools. These tools 
include: eTools, UN Partner Portal, Partner Reporting Portal, Last Mile Supply Monitoring, eWorkPlan and others 
in the pipeline. 

The newly established UNICEF Asia Pacific Regional Office (APRO) will cover 22 Country Office with over 2500 
implementing partners and over US$ 560 million in cash transfers to implementing partners in a calendar year. 
With significant implementation taking place in medium to smaller offices such as Laos, Malaysia, Cambodia, 
Vietnam, Mongolia, Bhutan etc, all with limited internal capacity to provide adequate inhouse support in 
addressing digital tools requirements to support compliant programme implementation with their downstream 
partners. 

This consultancy is therefore set up with the aim of providing tailormade rollout, support, troubleshooting and 
training to Country Offices in UNICEF APRO region in their application of the digital tools in everyday programme 
implementation. 

The consultancy will be homebased (remote) with occasional travel to Country offices as required. 

Scope of Work 

The purpose of this consultancy is to provide technical support on digital solutions to country offices, in support 
of programme implementation. Specifically, support sought from this consultancy will cover digital solutions 
involving implementing partnership management and HACT processing and planning tools as issued by OSE. These 
tools as aforementioned include eTools, UN Partner Portal, Partner Reporting Portal, Last Mile Supply Monitoring, 
eWorkPlan and others in the pipeline. 

Key responsibilities of the consultancy: 
 Landscape mapping: Review APRO set of digital tools for compliance with mandatory/optional tools package 

as issued by OSE 
 Rollout of tools and solutions: Develop and coordinate with supervisor Country Office roll out plans for new 

digital tools as issued by OSE 
 Coordination: Liaise with supervisor, OSE and Country Office focal points to assess office uptake readiness, 

training and capacity building needs for staff and partners 
 Analysis and learning: Develop heatmap of digital tools usage, bottlenecks, hindrances and develop training 

plan and materials tailored to each office’s needs based on digital tools at play and office requirements. In 
addition, the consultant will, on a monthly basis, analyse quality of application of the tools and escalate to 
supervisor and Country Office focal point areas of intervention or focus. 

 Technical support: Provide backend support of digital tools through Service Gateway ticketing to address 
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technical bugs and escalate areas of enhancement to digital tools owner 
 Capacity building: Consultant will support capacity building interventions involving rollout and uptake of new 

tools to upskill programme focal points in country offices on use of existing and new digital tools based on 
needs 

 
 

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

Support rollout of digital 
implementing partnership 
management/HACT solutions as 
released by Office of Strategy 
and oversight (OSE) 

Deliverable 1 – Rollout plans 
including content, agenda and 
preparations per Country Office 
are created and endorsed by 
country offices 

30/11/2027 

By end of every month 

 

Lead in providing user support 
and service desk tickets for OSE 
digital tools solutions and 
coordinate with Digital Impact 
Division (DID) and business 
owners to address enhancements 
and bug fixes 

Deliverable 2 – Summary report 
demonstrating number and 
timeliness of resolution of tickets 
and solutions/responses to 
country offices. 

30/11/2027 

By end of every month 

 

Conduct Training of Trainers and 
enduser training sessions and 
support the business analyst on 
troubleshooting and testing bug 
fixes and enhancements 

Deliverable 3 – Report on 
trainings (remote and in person) 
conducted for Country Offices in 
the Asia Pacific Region. 

30/11/2027 

By end of every month 

 

Provide support in developing 
user support materials and 
training and coordinate 
communication efforts to inform 
users about upcoming changes 

Deliverable 4 – Summary report 
of user support materials 
developed per office and 
coordination efforts for new or 
enhanced tools 

30/11/2027 

By end of every month 

 

Provide support to the regional 
IPM/HACT Specialist on quality 
usage and update of digital tools 

Deliverable 5 – Monthly report 
on the digital tools usage and 
dashboard summary redflags for 
escalation to supervisor 

30/11/2027 

By end of every month 

 

 

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   

 Education: Bachelor’s degree in Information Technology or Computer Science. Business related or social 
science degree with certification in information technology/data management can be considered in lieu of 
IT-related degree 

 Work Experience:  

o At least five years supporting offices with rollout, support, troubleshooting of digital solutions in 
the downstream programme implementation space 

o Experience organizing and facilitating trainings to groups of partner and UNICEF staff on use and 
application of digital tools. 

 Language Requirements: Fluency in written and spoken English 

 Knowledge/Expertise/Skills:  

o Technical knowledge of programming language underpinning common UNICEF implementing 
partnership management tools such as eTools, UNPP etc 

o Knowledge of UNICEF implementing partnership management/HACT policies and procedures 

o Experience overseeing technical support of UNICEF digital programme implementation tools. 

o Experience supporting medium and small country offices with limited staffing capacity on 
programme implementation digital solutions 

 Desirable: Working experience in Asia-Pacific region 
 
 


