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Terms of Reference 
 

Consultancy for office administrative and clerical support (Roster) 
 
 

Background:  
 

The Office of Research-Innocenti (OoR) is the dedicated research office of UNICEF. It undertakes and 

commissions research on emerging or current issues of relevance for children in order to inform the 

strategic directions, policies and programmes of UNICEF and its partners.  The Office explores 

emerging issues, identifies research gaps, brings together existing researchers and support or 

undertake new research and data collection to address critical questions and to inform global debates. 

 

The UNICEF Office of Research-Innocenti regularly hosts international conferences, events and 
workshops.  External support is sought to assist with the administrative preparation and conduct of 
conference and events in accordance with the established procedures.  

 

Objective:   
 
To provide secretarial, administrative and logistical assistance during specific activities and/or 
organization of meetings under supervision of a staff member who will act as focal point for the 
assignment.  Provide general office support, including in the absence of reception/clerk.  
 
Specific activities to be completed: 
 
The consultant will carry out duties relating to the administrative and secretarial support as follows:   
 

1) Support administrative preparation and conduct of conferences and workshops:  
- Venue search, booking and logistical preparation, liaise with local suppliers (food & beverage, 

required room equipment, technical equipment providers, etc.); 
- Arrange meeting packages such as agenda, list of participants, and administrative note with all 

required information for invitees prior to the event; 
- Preparation of meeting kits, table and name badges and meeting supplies; 
- Provide support during meetings - room set up, registration of delegates, information desk, 

travel support, photocopy/print materials as necessary. 
 

2) In the absence of receptionist/clerk provide telephony and reception support. Provide general 
office administrative and secretarial support to Innocenti teams as required. Assist in bulk 
dispatches of correspondence/publications in peak times, etc. 

 
3) Perform other relevant and related duties as required. 

 
 



 

 

 
 
 

Qualifications and/or specialized knowledge/experience required and desirable for undertaking the 
assignment: 
 

- Completion of secondary school education 
- At least three years of relevant administrative/secretarial experience 
- Demonstrated experience in the organization of international  events/meetings/workshops 
- Fluent in written and spoken English and Italian (other UN languages are an asset) 
- Good computer skills (MS Office 365) 
- Ability to multi-task and prioritize workload 
- Ability to take initiative 
- Good interpersonal and organizational skills 
- Flexibility in working arrangement is essential 

 
Duration of the Contract:  
 
The successful applicants will be placed on a roster valid for 24 months and contracted as and when 
required. Duration of contract may vary from a few days to several weeks depending on the scale of the 
task/event. 
 
Supervision: 
 
The consultant will work under the direct supervision of the Innocenti staff focal point for the task/event. 
 
Estimated cost of the consultancy: 
 
The consultant will be paid based on rates for FAO short term personnel at G3 level. 
 
Estimated 50 days per year 
 
Payment schedule: 
 
A single lump-sum payment of total hours/days worked will be paid upon satisfactory completion of task 
assigned.   
 
 

 


