
UNFPA Turkmenistan 
TERMS OF REFERENCE FOR INDIVIDUAL CONSULTANT (national) 

to provide support the implementation of the Gender Programme portfolio under UNFPA’s 
Regional Project on “Strengthening prevention and response to GBV in Central Asia” (Phase 2), 

funded by the Central Asia - UK Conflict Stability and Security Fund 
 

TERMS OF REFERENCE 

Hiring Office: UNFPA Turkmenistan Country Office 
 

Purpose of consultancy: UNFPA is one of the UN's lead agencies working to advance gender equality and women’s 
empowerment, and to end and respond to gender-based violence. UNFPA’s gender 
programmes offer multi-sectoral response to gender-based violence, and promote the right of 
all women and girls to live free of violence and abuse. 

Eliminating gender-based violence (GBV) and harmful practices is one of three UNFPA’s 
global transformative results. UNFPA is recognized for its longstanding work on prevention 
and response to GBV. This includes advocacy and policy development, implementing a 
multi-sectoral response, supporting essential services for survivors, combating harmful 
practices, strengthening GBV data collection, analysis and use, tackling social norms and 
gender stereotypes.  

In Turkmenistan, UNFPA is partnering with the Government to establish a multi-sectoral 
response system to gender-based violence (GBV) for healthcare, police and social services, 
as well as create enabling policy environment and promote positive social norms in the 
community. As such, UNFPA supports the Government in the implementation and monitoring 
of the second National Action Plan on Gender Equality for 2021-2025 

In 2022 UNFPA Turkmenistan will be contributing to the implementation of the UNFPA 
Regional Project on “Strengthening prevention and response to GBV in Central Asia” which 
is a part of a Central Asia programme funded by the Central Asia - UK Conflict Stability and 
Security Fund funding (currently the regional project is at the consideration stage and will be 
operationalized upon its approval). This project will roll out programme interventions  so that 
women and girls in Turkmenistan exercise their right to a life free of violence by access to 
quality GBV services and increase in uptake of gender-equitable social norms and practices 
in societies and communities by i) strengthening the response to GBV and improving the 
implementation of normative and policy frameworks on GBV in development and 
humanitarian settings; and ii) addressing social norm changes to prevent GBV and foster 
resilient and peaceful societies. The initiative will contribute to strengthening social cohesion 
and advancing more gender equitable societies as a part of wider efforts to ensure 
sustainable, peaceful and equal societies. 

Within this framework of the UNFPA Regional Project, the Project Associate for 
Turkmenistan ill provide support to the gender programme portfolio in the provision of the 
country level deliverables.   

Scope of work: 
 
(Description of services, 
activities, or outputs) 

Under the overall guidance of the Head of Office and direct supervision of the UNFPA Gender 
and Youth National Programme Analyst, the Project Associate will be responsible for the 
following: 
Programmatic work: 

− Provide support to operational coordination and implementation of activities within 
the Gender programme portfolio; 

− Carry out the day-to-day implementation and provision of periodic narrative and 
financial reports on country-related activities and deliverables; 

− Assist in managing financial resources effectively and efficiently so as to achieve the 
outcomes/outputs and deliverables within the set timescale and available budget. 

− Assist in implementation and evaluation of the activities within the Gender 
programme portfolio in accordance with the stated outcomes/outputs and 
performance indicators summarized in the Result Frameworks; 

− Support in regular communication and coordination with the national partners, and 
other partners and interested stakeholders, with regard to Gender activities.  

− Document and track work plan outputs throughout the year in light of Annual Work 
Plan. 

− Tracking and managing of spending in accordance with the allocated budget, as well 
as UNFPA rules and procedures, to ensure transparency, responsibility, and timely 
fulfilment of both program targets and budget targets. 

− Preparation and submission  of progress reports and other required  reports in 
accordance with  requirements, in all required languages (English, Russian, and/or 
Turkmen, using outside translation as needed). 

− Contribute to the monitoring  of the experts working for gender programme portfolio 
projects, including both international and national consultants. 

− Assist with the implmentaton of regular data collection and analysis, as well as 



reporting and public outreach via the mass media, events, and other means, to 
disseminate the results of the Project. 

− Travel within Turkmenistan if required; possible travel within and outside the country 
for participation in relevant meetings. 

− Support during the related project evaluations, if any. 
Administrative work:  

- Maintain project correspondence and communication; 
- Contribute to the preparation and implementation of progress reports; 
- Maintain schedule of meetings and support all logistics arrangements and draft 

meeting minutes; 
- Maintain filing system; 
- Prepare routine correspondence, Note Verbales, memoranda etc. 
- Provide support to international consultants in the implementation of their tasks for 

the achievement of activity results (communication, contracts, agenda, visas, hotel 
reservations, etc as relevant); 

- Assist in logistical organization of meetings, training and workshops. 
Financial management: 

- Process payments for operational expenses, etc. against project budgets and work 
plans; 

- Process budget revisions; 
- Prepare and submit expenditure and programme budget status reports;  
- Advise and assist international advisors and national consultants on all aspects of 

allowances, travel claims and other financial matters and calculate payments due 
for claims and services;  

- Undertake other financial and administrative tasks on an ad hoc basis.  
Procurement: 

- Carry out procurement and recruitment processes; assist relevant staff in the 
preparation of Terms of References for the consultants; 

- Create and manage e-requisitions in the UNFPA financial system; 
- Perform other duties as assigned. 

Duration and working 
schedule: 

From 01 August 2022 till 31 March 2023* 
(*subject to extension up to 3 years in total) 

Place where services are to 
be delivered: 

The IC is expected to deliver all services and outputs by stationing in the UNFPA Country 
Office in Turkmenistan. 
 

Delivery dates and how work 
will be delivered (e.g. 
electronic, hard copy etc.): 

The deliverables will be provided in-person, as described in the section “Scope of work”.  
Interim financial and narrative reports describing all activities held, results achieved, the 
documentation from meetings, trainings and other activities, including agendas, LOPs, 
minutes, photos and other supporting documentation, financial expenditure reports to be 
submitted on a quarterly basis no later than 30th of each quarter (September, December, 
March). 

Monitoring and progress 
control, including reporting 
requirements, periodicity 
format and deadline: 

The work of the IC at all stages will be monitored by the UNFPA Gender and Youth National 
Programme Analyst 
 

Supervisory arrangements:  The IC will perform under the overall guidance and supervision of UNFPA Gender and Youth 
National Programme Analyst 

Expected travel: In country missions are envisaged under this assignment but are subject to epidemiological 
situation on the ground. 

Required expertise, 
qualifications and 
competencies, including 
language requirements: 

Academic Requirements:  
- University degree in social sciences, international relations, law, demography, 

development studies, gender/women’s studies or related fields. Advanced university 
degree will be an asset.   

Experience:  
- Minimum 5 years of progressive professional experience in the public or private 

sector in administrative and operational support for project implementation. Prior 
experience in working with/or for international organizations is an advantage  

- Experience coordinating and liaising with government agencies and donors is an 
asset. 

Languages: Fluency in English, Russian and Turkmen 
Computer skills: Proficiency in current software applications 
Other: Excellent communication skills, accuracy, ability to work in a team 

Inputs / services to be 
provided by UNFPA or 
implementing partner (e.g 
support services, office space, 
equipment), if applicable: 

UNFPA shall provide the IC with office space, IT equipment, relevant materials, data, 
information and reports. 
 

Other relevant information or 
special conditions, if any: 

The IC’s fee will be calculated based on GS-6 level of the UN salary scale effective 1 
November 2020 and will be paid on a monthly basis upon completion of deliverables. 



Signature of Requesting Officer in Hiring Office: 
 
Date: 

 


