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Make a Lasting Difference for Children

UNICEF Myanmar is seeking for qualified part-time consultant who could provide timely, accurate information, informative, grammatically correct and reader friendly reports for donors and other audiences.

1. Purpose of Assignment:  

The Reports Officer will support all UNICEF Programme Sections in producing donor reports and donor proposals, which are an essential part of UNICEF’s accountability toward donors and fund-raising activities.  The reporting requirement involves both the regular country programme and the emergency response, for which UNICEF also has significant amount of reporting requirements.  This Reports Officer will also be responsible to support the UNICEF Programme Sections in documenting UNICEF programme experience and lessons learned in various formats, either as stand-alone pieces or as part of donor reports.   These written pieces of programme documentation are vital to strengthen the quality of reports and add a human face to reports produced by UNICEF.  Satisfactory delivery of these assignments by the Reports Officer will help the programme sections to focus their time and energy more on programme implementation, strategy and upstream efforts. 

2. Programme Area and Specific Project involved:

This assignment involves all programmes/projects of UNICEF, as relevant for donor reporting, documentation, and proposals, including the emergency response.

3. What is the basic programme objective to which the consultancy is related?

To ensure that UNICEF Myanmar produces timely, accurate, informative, grammatically correct and reader-friendly reports for donors and other audiences.

4. Major Task to be accomplished:
· Support the finalization of donor reports, including emergency reports, in close consultation with Programme Sections responsible for substantive inputs and drafting.  Ensures that the reports are produced timely as per the donor conditions, and as per the objectives and results outlined in corresponding proposals.

· Support the finalization of donor proposals, in close consultation with Programme Sections responsible for substantive inputs and drafting.  Ensures objectives and results are in line with UNICEF Country Programme scope and well as donor conditionalities, with feasible scope of work.

· Support the preparation of ad-hoc reports and briefing notes, as required by donors, UNICEF Regional Office and Headquarters. 

· Keep abreast of donor report schedules and deadlines, as well as specific reporting requirements.  

· In both reports and proposals, ensure that all written materials comply with UNICEF guidelines, are grammatically correct, clearly written in a reader-friendly manner, and match the conditions of the donor agreements.  

· Within the scope of programme activities being reported on, extract innovative and interesting programme experience and lessons learned in consultation with Programme Sections to highlight them as part of donor reports, or as stand-alone pieces. 

· Work with Programme Communication and Information Section and all programme sections to produce programmatically relevant and dynamic human interest stories, with quality photographs, to enrich reports where appropriate.  

· Make use of UNICEF Information systems as necessary to produce tabular reports to accompany donor reports and proposals.  Critically analyse and evaluate data included in the draft donor reports and proposals to ensure that accurate baselines and feasible targets are reflected. 

· Contribute to compiling and editing UNCEF Annual Report based on the specific guidelines and contributions provided as per the distribution of tasks among staff.

· Any other duties assigned by the supervisor.

5. Duty Station:

UNICEF Yangon
6. End Product:

· Semi-final donor reports submitted to the Supervisor as per Donor Reporting Schedule.

· Semi-final donor proposals submitted to Supervisor as per the requirements of fund-raising requirements of programme sections.

7. Deliverables:

· Completion of donor reports assigned during month 1 as per Donor Report schedule and any donor proposals completed as per request of supervisor

· Completion of donor reports assigned during month 2 as per Donor Report schedule and any donor proposals completed as per request of supervisor

8. Estimated Duration of contract:

The duration of the consultancy is 20 hours per week for two months. Consultant is expected to start as soon as possible. 
9. Official Travel involved:

N/A
10. Salary:

P-3 Level 

11. Qualification or specialized knowledge/experience required:

· University degree in Social Sciences

· Experience and skills in report writing and documentation

· Experience of UNICEF reporting requirements

· Excellent knowledge of English (written and spoken)

· Ability to research, analyse, evaluate and synthesize information.

· General ability to clearly and concisely express ideas/concepts in written and oral form

· Good organization skills, with the ability to keep to strict deadlines

· Knowledge of computer systems, internet navigation and various office applications, specifically interactive digital media

12. Additional Guidelines:

· Advantageous if the incumbent is already in Myanmar.

13. Recourse:

UNICEF reserves the right to withhold all or a portion of payment if performance is unsatisfactory, if work/outputs is incomplete, not delivered or for failure to meet deadlines. 
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