


Terms of Reference for Individual Consultant
Population and Development Analyst - MTU

	TERMS OF REFERENCE (to be completed by Hiring Office)

	Hiring Office:
	UNFPA Islamabad

	Background:
	Pakistan's demographic dynamics continue to influence the country's economic development, human capital, social services, employment, education, health systems, urbanization, climate resilience and sustainable development. Recognizing population as a national development priority requiring coordinated multisectoral action, the Government of Pakistan has recently established the National Population Council (NPC), chaired by the Prime Minister, to provide strategic policy direction and oversight on population and development issues. To facilitate implementation of the Council's strategic decisions, an Executive Committee (EC) has also been constituted under the chairmanship of the Minister for Planning, Development and Special Initiatives.
The Ministry of Planning, Development and Special Initiatives (MoPD&SI) has been designated as the Secretariat of both the National Population Council and the Executive Committee. To effectively discharge these Secretariat functions, the Ministry has established a dedicated Monitoring and Tracking Unit (MTU) under the Member (Population). The MTU will play a central role in coordinating meetings, preparing technical documentation, monitoring implementation of Council decisions, tracking progress against agreed actions, consolidating reports from federal ministries and provincial governments, maintaining institutional records, and generating evidence to facilitate informed decision-making.
Effective functioning of the MTU requires dedicated analytical and coordination support to ensure timely monitoring of implementation progress, systematic documentation of decisions, maintenance of institutional knowledge, preparation of analytical products, and continuous liaison with government institutions and development partners. The establishment of efficient monitoring and reporting mechanisms will be critical for strengthening accountability and ensuring that decisions taken by the National Population Council and Executive Committee are effectively translated into implementation.
In response to the Government's request, UNFPA, as the lead United Nations agency on population and development, is providing technical assistance to strengthen the institutional capacity of the Secretariat and the Monitoring and Tracking Unit. To support this process, UNFPA seeks to engage a Population and Development Analyst to provide analytical, coordination, monitoring and documentation support to the Ministry of Planning, Development and Special Initiatives in operationalizing the Secretariat functions of the National Population Council and its Executive Committee.

	Purpose and Objective of the consultancy
	The purpose of this consultancy is to provide analytical, technical and operational support to the Monitoring and Tracking Unit (MTU) established within the Ministry of Planning, Development and Special Initiatives for the effective functioning of the National Population Council (NPC) and its Executive Committee (EC).
Specifically, the Analyst will support evidence generation, monitoring, reporting, documentation, coordination, meeting management, data analysis and tracking of implementation progress to strengthen institutional coordination, facilitate evidence-based decision-making, and improve monitoring and accountability of the national population and development agenda.

	Scope of work:

(Description of services, activities, or outputs)
	Working under the overall guidance of the UNFPA Representative and in close collaboration with the Member (Population), Ministry of Planning, Development and Special Initiatives, the Analyst shall undertake, but not be limited to, the following responsibilities:
A. Monitoring, Tracking and Reporting
1. Support the Monitoring and Tracking Unit in monitoring implementation of decisions and directives issued by the National Population Council and Executive Committee. 
1. Develop and maintain action tracking matrices and implementation status reports. 
1. Follow up with federal ministries, provincial governments and relevant stakeholders regarding implementation progress. 
1. Compile periodic monitoring reports highlighting progress, implementation gaps and emerging issues. 
1. Support preparation of progress reports for senior management. 
B. Research, Data Analysis and Evidence Generation
1. Compile, clean and analyse demographic, socio-economic and programme data. 
1. Support preparation of analytical reports, policy briefs, technical notes and presentations. 
1. Maintain databases and analytical tools required for monitoring implementation. 
1. Support evidence generation for policy formulation and programme implementation. 
1. Assist in preparation of briefing materials for NPC and Executive Committee meetings. 
C. Secretariat and Meeting Coordination Support
1. Support organization of meetings, workshops and technical consultations related to the National Population Council and Executive Committee. 
1. Assist in preparation of meeting agendas, briefing packages and background documents. 
1. Record proceedings, prepare minutes of meetings and document key decisions. 
1. Prepare decision matrices and follow-up action trackers. 
1. Maintain proper documentation and filing of all meeting records. 
D. Stakeholder Coordination
1. Coordinate with federal ministries, provincial departments, development partners and other stakeholders for collection and consolidation of information. 
1. Follow up on information requests and ensure timely submission of required inputs. 
1. Facilitate communication between the Monitoring and Tracking Unit and relevant stakeholders. 
1. Support coordination of technical working groups where required. 
E. Information Management and Knowledge Repository
1. Develop and maintain an electronic repository of National Population Council and Executive Committee documents. 
1. Maintain databases on decisions, implementation progress and supporting documentation. 
1. Organize reports, presentations and technical documents for easy retrieval. 
1. Support development of dashboards and information products for monitoring purposes. 
F. Technical Documentation
1. Prepare analytical summaries, presentations, briefing notes and technical documents. 
1. Support preparation of reports for senior government officials. 
1. Assist in drafting correspondence and technical communication where required. 
1. Contribute to preparation of knowledge products and documentation of good practices. 
G. Other Responsibilities
1. Provide technical and administrative support to the Monitoring and Tracking Unit as required. 
1. Perform any other assignment related to population and development assigned by the Member (Population).  

	Duration and working schedule:
	The consultancy will be conducted over 3.5 Months on a deliverable basis.

	Place where services are to be delivered:
	The assignment will be for in-person consultations and frequent meetings at the Ministry of Planning, Development and Special Initiatives, Islamabad, as required.

	Main Deliverables/Outputs, Delivery dates:


		
Outputs
	Target Due Dates
	Percentage for Payment

	1. Operational monitoring and reporting system established, including action tracking matrices, monitoring templates, reporting formats, document repository and database for NPC and Executive Committee decisions.
	October, 2026
	30%

	2. Analytical reports, policy briefs, presentations, briefing notes, meeting documentation, minutes, decision trackers and progress reports prepared in support of NPC and Executive Committee meetings and related activities. 
	November October, 2026
	

	3. Consolidated implementation progress reports, updated datasets, dashboards, stakeholder coordination reports, knowledge repository and monitoring outputs submitted, together with recommendations for strengthening implementation monitoring.
	November, 2026
	30%

	4. Final Consultancy Report summarizing all analytical outputs, monitoring reports, coordination activities, databases, documentation, lessons learned and recommendations for strengthening the Monitoring and Tracking Unit and Secretariat functions
	20th December, 2026
	40% 




	Monitoring and progress control, including reporting requirements, periodicity format and deadline:
	The Analyst shall submit deliverables in accordance with the agreed workplan. Progress will be reviewed jointly by UNFPA and the Ministry through periodic review meetings. Acceptance of deliverables will be based on quality, completeness and timeliness.

	Supervisory arrangements: 
	The Analyst will work under the overall supervision of the UNFPA Representative through the Population and Development Unit, UNFPA Pakistan. Technical guidance and day-to-day supervision will be provided by the Member (Population), Ministry of Planning, Development and Special Initiatives, or an officer designated by the Ministry.

	Expected travel:
	No travel required now. However, in case of any travel requirement by the Ministry, prior approval will be required from the UNFPA management. 

	Required expertise, qualifications, and competencies, including language requirements:

	1. Advanced university degree (Master's) in Demography, Economics, health, epidemiology, education, Public Policy, Development Studies, Public Administration, Statistics, Social Sciences or another relevant discipline.
2. Minimum 1-2 years of relevant experience in research, data analysis, or programme support.
3. Experience with academia research, government or development organizations will be an added advantage.
4. Experience with working with big data sets would be an added advantage. 
5. Young professional would be preferred
6. Excellent report writing and documentation skills.
7. Familiarity with Microsoft Office applications, particularly Excel and PowerPoint.
8. Excellent written and spoken English.

	Inputs / services to be provided by UNFPA or implementing partner (e.g support services, office space, equipment), if applicable:
	UNFPA/ MoPD&SI will provide:
· Access to relevant national documents and data.
· Coordination with national counterparts and consultations arrangements.
However, computer/laptop will be brought by the consultant him/herself. 


	Payment Schedule:
	Will be on deliverable basis.

	Other relevant information or special conditions, if any:
	
NA

	



**********



