unicef & | for every child

TERMS OF REFERENCE FOR TEMPORARY APPOINTMENT

Title: Project Manager (UN House Relocation & Change Management)
Level: P5

Appointment Type: Temporary Appointment (TA)

Duration: 6 months

Duty Station: Dakar, Senegal

Reportingto:  UNICEF Representative

BACKGROUND:

The Government of Senegal has made a state-of-the-art complex in Diamniadio—the Maison des
Nations Unies (UN House)—available to the United Nations System under a formal Memorandum of
Agreement (MoA). The UN portion of the complex spans approximately 38,000 m2. Within this common
premises framework, UN agencies in Senegal will pool administrative and facility management services.
As per the Common Premises MoU executed by participating entities (including UNICEF), a dedicated
United Nations House Management Unit (UNHMU), hosted by UNICEF, is tasked with delivering these
shared services.

While UNHMU manages common facility operations, each participating agency remains individually
responsible for preparing its internal workforce, managing its workspace allocation, executing its
physical move, and decommissioning/handing over current leased premises to landlords by 31
December 2026.

To ensure a seamless, high-efficiency transition for both the UNICEF Senegal Country Office (SCO) and
the UNICEF West and Central Africa Regional Office (WCARO), UNICEF is recruiting a senior Project
Manager (TA). The incumbent will oversee the Program Budget Review (PBR) implementation for
UNHMU staffing, coordinate physical move logistics, and lead internal Change Management and staff
support mechanisms.

PURPOSE OF THE ASSIGNMENT:

The incumbent will report to the Representative who will provide him/her with overall guidance and
oversight trlated to key duties and responsibilities described below.

For duties mentioned in B and C, the incumbent will also benefit from a matrix management exercised
by the Deputy Representative-Operations.

The Project Manager will provide dedicated senior-level project management, strategic coordination,

and surge capacity to ensure organizational readiness for the relocation to Diamniadio.

Key objectives include:
1. Navigating the PBR process and post-PBR staffing implementation for the UNHMU structure.
2. Managing the end-to-end relocation lifecycle (workspace allocation, business continuity, physical
move execution).
3. Leading the internal Change Management strategy and Staff Support Plan to minimize
operational disruption and foster a positive, supportive transition for all UNICEF personnel.
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MAIJOR RESPONSIBILITIES:

A. PBR Process & UNHMU Workforce Implementation

PBR Submission Management:

o Engage with UN agencies (the clients) to understand their needs and manage
expectations based on a robust affordability analysis.

o Propose a structure that is cost-effective and fit for purpose and present it to the
clients for validation and approval.

o Ensure alignment of the submission with UNICEF’s obligations as the UN House
caretaker while considering Governance Management Board’s concerns and
orientations.Prepare job descriptions to ensure roles and responsibilities are clearly
delineated.

o Support Senegal Country Office (SCO) by coordinating technical inputs provided by the
various stakeholders including COSA, tracking readiness metrics, compiling quality
documentation for the UNHMU-related PBR submission and drafting the proposal to
be submitted within agreed deadline.

Post-PBR Rapid Execution: Coordinate closely with DFAM, DPC and GSSC to execute approved
structural decisions immediately upon PBR approval.

Recruitment & Staffing Plan: Establish and monitor an accelerated recruitment plan to ensure all
approved UNHMU positions are fully staffed by end-November 2026.

Support for Affected Staff: In coordination with HR and Staff Associations, provide dedicated
transition support protocols for personnel impacted by post abolitions or structural realignments.

B. Relocation Operations & Logistics Coordination

Integrated Workplans & Governance: Develop, maintain and track relocation workplans,
milestone schedules, risk registers and progress dashboards, and provide recommendations to
management for decision-making.

Facility Readiness & Space Allocation: Coordinate and facilitate fit-for-purpose assessments,
workspace allocation exercises and seating plan implementation in alignment with UNHMU
availed office plans and UN guideline on office space.

Decommissioning & Handover: Coordinate logistics and timelines for vacating current leased
premises, ensuring compliance with restoration requirements and landlord handovers before the
31 December 2026 deadline.

Business Continuity: Support the development, coordination and monitoring of operational risk
mitigation measures and business continuity plans to guarantee uninterrupted program delivery
throughout the transition period.

Ensure all relocation-related operational priorities, deliverables, recommendations, risk
mitigation measures and business continuity arrangements are validated with the Deputy
Representative — Operations in consultation with the Deputy Regional Director prior to
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submission to the Senegal CO Representative.

C. Change Management, Staff Engagement & Support

e Change Management Leadership: Provide support to the Change Management Task Force
(CMTF), developing its master work plan, organizing regular meetings, tracking actionable

recommendations.

e Staff Support Plan (SSP) Execution: Support the implementation and coordination of the Staff
Support Plan as designated focal point collaborating with SCO/WCARO HR teams, the Regional
HR Advisor, Staff Counsellor, and Staff Associations to address human capital readiness and staff

well-being.

e Inquiry & Feedback Management: Monitor and facilitate the resolution of employee feedback,
queries and workplace concerns through established mechanisms and appropriate referral

pathways.

D. Key outcomes and Deliverables

Phase / Focus Area

PBR & Workforce Readiness

Relocation & Facilities
Management

Key Deliverables

e Finalized UNHMU PBR
package (affordability analysis,
IDs, organizational charts).

e Fully executed recruitment
plan delivering complete
UNHMU staffing.

e Master Relocation &
Handover Workplan (including
risk register and seating
plans).

e Decommissioning plan for
current premises executed
ahead of lease expiry.

e Business continuity
protocols finalized and
operationalized.

Expected Timeline

Mid-September

End-November 2026

Ongoing through Dec 2026
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¢ Validated Change
Management Task Force
(CMTF) Workplan.

Change Management & Staff Ongoing

Support

¢ Functioning Staff Inquiry
System with established SLA
response times.

e Execution of Staff Support
Plan (SSP) workshops and
support interventions.

QUALIFICATIONS AND EXPERIENCE

Education: An advanced university degree (Master’s or equivalent) in Project Management, Business
Administration, Public Administration, Operations Management, Change Management, or a related
field.

Experience:

e Minimum of 10 years of progressively responsible professional experience in project
management, large-scale organizational change management, facility relocation, or complex
operational transformations within international organizations.

® Proven track record of managing multi-stakeholder projects, complex workforce transitions, or
UN common premises initiatives.

e Familiarity with UN/UNICEF operational policies, PBR mechanisms, HR practices, and
administrative procedures is highly desirable.

Language Requirements:
® Fluency in English and French (spoken and written) is required, given the operational context in

Dakar.

Key Competencies:
e Drive for Results: High capacity to manage tight deadlines and complex, time-bound deliverables.

e Managing Complexity & Change: Ability to lead workforce transitions empathetically while
maintaining operational efficiency.

e Stakeholder Management & Impact: Outstanding interpersonal, negotiation, and
communication skills across matrixed teams and staff representatives.

Technical Skills:

e Strong knowledge of organizational design, workforce planning and Programme Budget Review
(PBR) processes in complex project and organizational transformation environments.
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e Proven expertise in leading large-scale organizational change initiatives, complex transformation
programmes, and enterprise-wide project management.

e Excellent stakeholder management, influencing and negotiation skills, with the ability to engage
senior leadership, UN agencies, government counterparts to build consensus and manage
expectations.

e Strong ability to develop and implement communication and stakeholder engagement strategies
for complex organizational transformation programmes.

Core Values:
Care, Respect, Integrity, Trust, Accountability, Sustainability
Core Competencies:

Nurtures, leads and manages people (2)

Demonstrates Self Awareness and Ethical Awareness (2)
Works Collaboratively with others (2)

Builds and Maintains Partnerships (2)

Innovates and Embraces Change (2)

Thinks and Acts Strategically (2)

Drive to achieve impactful results (2)

Manages ambiguity and complexity (2)

Child Safeguarding

(Please respond with Yes or No)
Is this role a representative, deputy representative, No
chief of field office, the most senior child protection
role in the office, child safeguarding focal point, or
investigator (OIAI)?
Is this post a direct contact role in which incumbents | No
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?
Is this post a child data role in which incumbent will No
be manipulating or transmitting personal-identifiable
information on children such as names, national id,
location data, or photos)?
The selected candidate for this position will be No
required to engage with vulnerable children:




unicef & | for every child




	TERMS OF REFERENCE FOR TEMPORARY APPOINTMENT
	Level:  P5
	BACKGROUND:
	PURPOSE OF THE ASSIGNMENT:
	MAJOR RESPONSIBILITIES:
	A. PBR Process & UNHMU Workforce Implementation
	B. Relocation Operations & Logistics Coordination
	C. Change Management, Staff Engagement & Support
	D. Key outcomes and Deliverables

	QUALIFICATIONS AND EXPERIENCE
	Experience:
	Language Requirements:
	Key Competencies:
	Core Values:
	Core Competencies:



