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TERMS OF REFERENCE

Programme coordination Consultant

CONTRACT MODALITY Individual Consultancy

DUTY STATION Office-based
Nairobi, Kenya

DURATION OF CONTRACT 6 Months

Purpose of Assignment:

UNICEF’s Strategic Plan 2026—2029 places emphasis on accelerating results for children through systems
strengthening, partnerships, technical assistance, evidence generation and scalable solutions. WASH is
central to advancing child survival, health, development and resilience, particularly through improved
access to safely managed water, sanitation and hygiene services, climate-resilient WASH systems and
strengthened support to governments and partners.

The Global WASH Practice under the Centre of Excellence model provides demand-driven technical
assistance, policy support, programme guidance and knowledge leadership to Country Offices, Regional
Offices, governments and partners. The Director’s Office plays a central role in ensuring strategic
coordination, delivery oversight, partnership engagement, resource mobilization, grant management,
reporting and knowledge generation across this global architecture.

The purpose of this consultancy is to provide time-bound programme coordination, partnership, grant
management, Technical Assistance tracking, front office and research support to the Director’s Office.
The consultant will support the effective management of priority initiatives, strengthen the
coordination and tracking of Technical Assistance requests from Country and Regional Offices, support
proposal development and reporting processes, and contribute to evidence-based decision-making and
knowledge management.

The assignment will contribute to improved coherence, efficiency, accountability and responsiveness of
the Global WASH Practice in delivering against the Strategic Plan and the Global WASH Programme
Offer.

Scope of Work:
The consultant will provide strategic, coordination and operational support across five core areas:

Programme management support and coordination
The consultant will support the Director’s office in coordinating and tracking priority global initiatives
under the Global WASH Practice. Key tasks include:

Support the COE WASH team in programme planning, coordination, monitoring and follow up across
priority work streams.

Support with updating workplans and action trackers to monitor progress against agreed milestones,
deliverables timelines against the Strategic Plan.
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Support with identification of implementation bottlenecks and risks requiring management attention
follow up.

Monitor financial utilization according to donor conditions and corporate

Consolidate updates from technical team, Regional offices, Country offices and COE hubs to support
management review and decision making.

Prepare periodic updates, presentation and management briefs for Senior leadership to support
evidence-based decision making.

Support documentation of key decisions, action points from strategic meetings, reviews and
consultation with Senior leadership, COE WASH team and other partners.

Contribute to improved internal coordination processes and workflows within the Global WASH
practice.

Support coordination and follow-up with technical consultants engaged by the Global WASH Practice,
including tracking deliverables, timelines, required inputs, review processes and submission of final
outputs.

Front office and Executive Support
The consultant will support the effective functioning of the Director’s office by improving information
flow, planning, documentation and follow up of key engagements and priorities. Key tasks include:

Maintain and regularly update the Director’s calendar with key meetings, missions, development
partner engagements and inter reviews.

Coordinate inputs required for the Director’s meetings, missions, partner engagements and internal
reviews.

Organize and maintain shared filing systems, SharePoint folders and reference materials.

Track actions arising from Director-led meetings and engagements.
Support preparation for high-level consultations, workshops and internal coordination meetings.
Ensure key documents and decision materials are accessible, up to date and well organized

Research Support, Evidence synthesis and Knowledge management

The consultant will support the WASH COE team and Director’s office with evidence synthesis and
research and documentation of best practices and lessons learnt from Cos. This will inform strategic
planning, programme design and adaptation and support dissemination of scalable approaches across
the Global WASH Practice. Key tasks include:

Support with conducting desk reviews, evidence synthesis on WASH priorities, emerging trends,
programme approaches and lessons learned from Country offices engagement.

Document best practices, innovations, scalable models and implementation from Country Offices.
Prepare research briefs, analytical notes, presentation and knowledge products to inform strategic
planning, programme design and reporting.

Support with dissemination of best practices and lessons learned across Country offices to encourage
adaptation and scale up across similar contexts.

Maintain an organized repository of evidence, tools, templates, case studies, knowledge products and
consultant outputs.
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Work Assignment Overview

Deliverables/ Outputs (SMART)*

Delivery deadline

Exact date to
complete the
deliverable

Input days

1. Initial work planning and
coordination set up

Initial workplan and coordination
approach agreed with the
Director’s Office and WASH CoE
team, including priority
workstreams, reporting rhythm,
key deliverables, timelines and
coordination arrangements.

31% July, 2026

22

2. Programme Management
support to Director and WASH
COE team.

Programme coordination
mechanism established and
maintained for priority WASH areas
including consolidated milestones
and deliverables achieved and
highlighting risks areas requiring
management support.

31"August, 2026

22

3. Support COE WASH in
programme areas.

Support provided to Global WASH
Practice including work plan follow
up, deliverable tracking,
consolidation of inputs and
documentation of agreed outputs

30t September,
2026

22

4. Front office and executive
coordination support

Director’s office coordination
support provided, including
scheduling of events, preparation
of meetings briefing notes and
presentations.

31% October, 2026

22

5. Research support, evidence
synthesis and knowledge
management

Research briefs, analytical notes,
evidence summaries, case studies
or knowledge products developed,
including documentation of best
practices and lessons learned to
inform strategic planning,
programme adaptation and scale-

up.

30" November,
2026

22

6. Final Report and handover

Final consultancy report submitted,
summarizing key outputs, results
achieved, enabling processes
strengthened, lessons learned,
pending actions and
recommendations for sustainability
and follow-up. Handover of
relevant trackers, repositories and
reference materials completed.

31 December,
2026




unicef@ | for every child

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.

e 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: Masters Degree in International development, public policy, social sciences, public health,
WASH, environmental sciences, project management, communications, international relations or another
relevant field.

A first university degree combined with additional years of relevant professional experience may be
accepted in lieu of an advanced university degree.

Work Experience:

Minimum of 8 years of relevant professional experience in programme coordination, project management,
partnerships, grant management, reporting, research, knowledge management or Technical Assistance
coordination.

Demonstrated experience supporting complex, multi-country, regional or global programmes.

Experience in proposal development, donor reporting, corporate reporting and partnership coordination.
Experience developing and managing project management tools, dashboards, trackers, reporting systems
or coordination workflows.

Experience supporting senior leadership, front office functions or executive coordination is highly desirable.
Experience working with UNICEF, the UN system or an international development/humanitarian
organization is highly desirable.

Experience in WASH, climate resilience, public health, systems strengthening or humanitarian programming
is an asset
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Language Requirements:
Fluency in English is required.
Knowledge of another official UN language is considered and asset.

Knowledge/Expertise/Skills:

Strong project management, coordination and organizational skills.

Excellent analytical, writing and communication skills.

Ability to synthesize complex information into clear briefs, reports, presentations and decision-making
products.

Strong understanding of programme planning, monitoring, reporting and results-based management.
Experience with partnership management, donor engagement and grant reporting.

Ability to coordinate across multiple stakeholders, technical teams and geographical locations.
Strong attention to detail and quality assurance.

Ability to work independently and deliver high-quality outputs under tight timelines.

Good understanding of UNICEF programming, Strategic Plan priorities, WASH programming
Proficiency in Microsoft Office, Teams, SharePoint and project tracking tools is required.

Desirables:

Knowledge of the UNICEF Strategic Plan 2026—2029.

Familiarity with the Global WASH Programme Offer and the Centre of Excellence model.
Experience in WASH, climate resilience, emergency preparedness or humanitarian programming.
Experience developing knowledge products, research briefs or strategic communication materials.



