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TERMS OF REFERENCE
for 
Humanitarian Affairs Consultant at UN RCO, Mongolia 
_____________________________________________________________________________________________

Project: UN RCO 
Languages Required: English & Mongolian
Type of Contract: IC
[bookmark: _GoBack]Duration of Initial Contract: 3 months (expect full time work in the office)

1. Background 

The UN Mongolia supported national priorities in achieving sustainable, equitable, and inclusive growth in Mongolia and works on a range of issues in the country including implementing the SDGs, protecting the environment, building democratic governance, ensuring food security, protecting maternal and child health, promoting decent jobs, facilitating access to quality public services such as health, education, water, and sanitation. The UN is represented by the UN Resident Coordinator (UN RC) who is the designated representative of the UN Secretary-General in Mongolia. The RC plays the main role in leading the UN Country Team and coordinating operational activities of the UN system throughout the implementation of the United Nations Development Assistance Framework. 
UN RC co-chairs the Humanitarian Country Team in Mongolia together with the Chief of National Emergency Management Agency (NEMA). The Humanitarian Country Team comprises of UN Agencies, International and National Humanitarian Non-Governmental Organizations, and development partners. The Humanitarian Country Team in Mongolia under the leadership of the UN Resident Coordinator and NEMA has been supporting the Government of Mongolia for its preparedness response for the harsh winter. Presently, the majority of the Humanitarian Country Team is focusing its efforts on the COVID-19 preparedness response measures. The Health cluster is the main technical team for planning and coordinating health responses to suppress and contain the COVID-19 in the country under the leadership of UN RC and the Deputy Prime Minister of Mongolia. 

2. Scope of Work
The incumbent will:
· Support UN RC coordinating and managing humanitarian Affairs in the Country including the coordination of Humanitarian Country Team; 
· Render efficient, timely, responsive, client-friendly and high-quality coordination support and services to colleagues and concerned parties internally and externally and the Humanitarian Country Team;
· Assist in the organization of meetings, seminars, workshops, etc. with agencies and other partners to facilitate exchanges of views on specific humanitarian- related subjects/issues;
· Assist in country level sudden or slow onset disaster response preparedness and response activities;
· Support the production of appeals of HCT for international assistance; 
· Assist in the design and preparation of studies on humanitarian, disaster, emergency relief and related issues and in various follow-up activities;
· Contributing to the preparation of various written documents, e.g. drafts sections of studies, background papers in addition to the mapping of humanitarian and disaster risk reduction work by the UN and Humanitarian Partners;
· Participate in disaster assessment or other missions when needed
Deliverables:
· Support RC for organizing regular HCT and Cluster meetings along with taken meeting notes;
· Support HCT/Clusters for drafting, amending and finalizing HCT response preparedness and response plans for both sudden onset and slow-onset disasters;
· Support HCT/Clusters for monitoring the implementation of HCT response plan or response interventions by maintaining 5Ws;
· Prepare snapshots for the key response interventions of the HCT members;
· Liaises and interacts with colleagues and concerned parties internally and externally in a timely manner;
· Do oral and written translations when needed.

	
Deliverables/ Outputs
	
Target Due Dates

	Organize HCT Meetings and finalize meeting minutes based on the inputs of relevant stakeholders 
	30 Oct
30 Nov
30 Dec 

	Support HCT/Clusters for amending and finalizing HCT response preparedness and response plans for both sudden onset and slow-onset disasters;
	30 Nov 2020

	Liaises and interacts with colleagues and concerned parties internally and externally in a timely manner;
	Monthly/ when needed 

	Support HCT/Clusters for monitoring the implementation of HCT response plan or response interventions by maintaining 5Ws;
	Bi-weekly/
or as agreed at HCT

	Prepare snapshots for the key response interventions of the HCT members;
	30 Oct
30 Nov
30 Dec

	Do oral and written translations when needed.
	Throughout the contract




3. Management Arrangements
This person will deliver the above deliverables outlined in the section of duties and responsibilities. The Humanitarian Affairs Consultant will report directly to the ADCO, Data Management, Results Reporting and Monitoring and will be working closely with the Resident Coordinator, Humanitarian Country Team and the clusters’ member organizations.

4. Resources Provided by UN
Workstation, stationery and internet access will be provided by the office.

5. Education and Experience
· Advanced university degree preferably in social science, international relations, disaster management, humanitarian affairs or related field.

Experience 
· Two years’ experience at the national or international level in disaster management, humanitarian affairs and/or response preparedness;
· Knowledge of institutional mandates, policies and guidelines pertaining to humanitarian assistance is an asset;
· Proficiency in various MS Office applications (Excel, Word, PowerPoint), and the ability to generate ad hoc electronic documents, or spreadsheets;
· Fluent spoken and written English and Mongolian is a requirement;
· The incumbent must be a dynamic, multi-functional person, who supports UN RC with professionalism, dedication and client orientation while liaising with focal points with NGOs, government counterparts, UN agencies and UN Office for the Coordination of Humanitarian Affairs in the Asia Pacific Region (OCHA ROAP).

6. Documents to be submitted 
· CV, indicating all experience as well as email and telephone number of the candidate, and
· Financial Proposal including the Offeror’s Letter and Confirmation of Availability. All Inclusive Financial Proposal clearly stating all-inclusive Daily Fee for the period of the contract. Please indicate daily subsistence allowance in case of in-country travel.
7. Evaluation/Criteria of Selection 
· Combined Scoring method will be used to evaluate the proposals where the qualifications and methodology will be weighted 70% with the price offer which will be 30%
8. Evaluation/Criteria of Selection 
· Monthly payment will be made upon submission of the monthly deliverables and time sheet.
9. Approval 

This TOR is approved by UN Resident Coordinator 


Signature						
Name and Designation	Mr. Tapan Mishra, UN RC
Date of Signing						
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