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Terms of Reference 

Private Sector Partnerships Officer (Foundations) 

IICA-2 (UNOPS) 

 

Private Partnerships & Philanthropy (PPH), Private Sector 

Partnerships Section (PSP), UNHCR Copenhagen 

UNHCR is a global organisation dedicated to saving lives, protecting rights and building a 

better future for refugees, forcibly displaced communities and stateless people. Every year, 

millions of men, women and children are forced to flee their homes to escape conflict and 

persecution. We are in over 125 countries, using our expertise to protect and care for 

millions. Based at UN City in Copenhagen, UNHCR’s Private Sector Partnership Service 

(PSP) supports the Agency’s global collaboration with the private sector through its network 

of fundraisers and national associations in 20 operations in the Americas, Europe, Asia, the 

Middle East and Gulf region and Africa. 

Title: Private Sector Partnerships Officer (Foundations) 

Duty Station: Copenhagen, Denmark  

Duration: 1st March 2020 - 31st December 2020  

Contract Type: International Support, IICA 2 (equivalent to P3) 

Closing date: 30 January 2020 

Organizational context 

In 2018, PSP adopted an ambitious Private Sector Fundraising Strategy 2018-2025 which 

aims at growing PSP into a service capable of generating $1 Billion annually and identifies 

priority fundraising markets and regions. As part of this strategy, and in order to achieve the 

ambitious objectives of mobilizing necessary resources for UNHCR, PSP’s Private 

Partnerships and Philanthropy (PPH) Section develops and strengthens long-term 

partnerships with companies, foundations and private philanthropists (“PPH donors”), 

securing funding for UNHCR programmes and projects, but also leveraging the capacities of 

these partnerships beyond funding, in order to build long-lasting holistic partnerships bringing 

various forms of support  
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Purpose and Scope 

The PSP Officer (Foundations) will be based in Copenhagen within the PPH Section's Global 

Foundations team, which builds and manages partnerships with grant-making foundations, 

and supports the network of fundraisers on how to engage with foundations. Reporting to the 

Senior PSP Officer (Foundations), he/she will support the development of foundation funding 

partnerships globally by developing tools, providing strategic advice and foundation 

relationship management. In collaboration with a broad range of internal stakeholders 

(including the PSP fundraising network, PSP HQ teams, field operations and technical 

divisions) and external partners such as foundation partnership counterparts, major donor and 

others, the incumbent will ensure a meaningful engagement with grant-making foundations, 

and provide effective support to the PSP network of fundraisers with the ultimate aim of 

expanding UNHCR's foundations relationships and growing foundations income globally. In 

particular, he/she will perform the following tasks: 

Provide guidance, advice, tools and training to the PSP fundraising network in developing 

foundation partnerships; support in preparing tactical approach strategies and cultivation or 

stewardship plans;  

• Develop and disseminate best practice on foundations fundraising across the PSP 

network, and beyond if relevant; 

• Provide support for key foundation partnerships managed by PPH colleagues in the 

network and in the coordination, management and stewardship of the key global 

foundation partnerships as required; 

• Develop initiatives and plans designed to obtain financial support from foundations for 

selected projects and programmes (focusing on multi-year funding whenever 

possible), to support refugees and IDPs and promote public awareness and 

advocacy; and develop other partnership engagement as appropriate; 

• Support in the development of compelling proposals, reports and presentations for 

foundation partners and prospects across the PSP network, that align with key 

foundation issues/areas of interest, and with UNHCR needs; 

• Work closely with PSP network and key UNHCR technical staff to develop and lead 

foundation engagement and cultivation plans and to build relationships with 

foundation staff and philanthropic networks; 

• Contribute to the implementation and development of the Global Foundation Strategic 

Framework and a global emergency fundraising strategy for Foundations; 
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• Maintain detailed records of engagement and plans, using relevant systems to 

monitor income and progress in the development of foundation partnerships globally, 

including for annual planning and quarterly monitoring purposes; and ensure 

foundation relationship records are maintained on relevant databases, including 

Salesforce; 

• Provide briefings to UNHCR staff and external audiences about foundation 

partnerships, as required 

• Organize and/or participate in field mission with foundation partners, as well as in 

foundation specialist and global events, as required 

• Keep updated on fundraising and the global philanthropy environment and proactively 

identify and support international foundation engagement opportunities and events for 

PSP. 

Essential minimum qualifications and professional 

experience required 

Education 

• Advanced university degree in business, marketing, public relations, political 

science/international relations, communications or a related discipline. Masters degree is 

desirable, but years of professional experience may substitute. 

Professional Experience 

• Minimum 6 years of experience (5 years for Masters degree holders) in fundraising, 

and/or partnerships, and/or in management of relationships with donors and/or 

external partners, with exposure to an international environment and/or with 

humanitarian organizations; 

• Experience of managing and developing relationships with foundations and/or 

private sector actors, and obtaining financial support for projects, with knowledge of 

key techniques and areas of fundraising, including in-kind donations, employee 

giving, consumer fundraising, cause-related marketing and other forms of 

engagement and donor stewardship; 

• Experience of effective communication for various audiences, including towards 

foundations and private sector actors, providing compelling cases for support, 

presentations, proposals and reports; 

• Experience in grant and proposal writing, and reporting at appropriate levels for 
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partnership development; 

• Experience in project management, with a proven track record of successfully 

implementing plans requiring expert knowledge at times; 

• Proven track record of performance and of meeting or exceeding targets 

 

Desired: 

• Experience in the UN system and/or in a field location 

• Experience in using DRM tools, ideally Salesforce 

• Experience in data analytics, and/or in using business intelligence tools 

• Experience in working with SharePoint and/or other Microsoft applications 

• Private sector experience will be highly appreciated 

Key Competencies 

• Ability to coordinate between multiple-stakeholders, and establish excellent working 

relationships; 

• Ability to multi-task, manage time, keep with tight deadlines, and to thrive in a high-

pressure environment; 

• Knowledge of cultivation, solicitation, and stewardship strategies and techniques, with 

private sector donors particularly in the area of private foundations; 

• Excellent computer skills (MS Office, SharePoint, BI tools, etc.) 

• Excellent communication skills (both verbal and written) with strong interpersonal and 

negotiation skills, and an ability to produce high-quality written materials tailored to 

specific audiences 

• Excellent command of English (written, oral, comprehension) 

• Ability to use donor management databases, and to present and interpret data for 

monitoring purposes 

Desirable competencies:  

• Knowledge of UNHCR programmes/humanitarian assistance, international 

development and UN environment; 

• Understanding of the complexities of working with an international organisation with 

multiple geographical operational sites 
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Eligibility 

Applicants to this vacancy should meet the following eligibility criteria: personnel under an 

internationally issued UNOPS Individual Contractor Agreement (ICA) perform specialist, 

expert or advisory functions outside their home country or place of residence. Consequently, 

those holding any national or local contract with the UN (e.g. GS/LICA/local contractor/local 

consultant etc.), are not eligible to apply to this international vacancy announcement in the 

same country they were hired, irrespective of their nationality. 

Location 

The successful candidate will be based with the UNHCR team in UN City, Marmorvej 51, 

2100 Copenhagen, Denmark. 

To apply 

Interested applicants should submit their Personal History Form (P11), and CV to 
hqpsphr@unhcr.org  indicating “Private Sector Partnerships Officer (Foundations)” in 

the subject of the email. 

Personal History Forms are available at PHF Form / Supplementary Sheet. 

Posting date: 16th January 2020  

Closing date for receipt of applications: 30 January 2020 Copenhagen time   

 

The UNHCR workforce consists of many diverse nationalities, cultures, languages and opinions. 

UNHCR seeks to sustain and strengthen this diversity to ensure equal opportunities as well as an 

inclusive working environment for its entire workforce. Applications are encouraged from all qualified 

candidates without distinction on grounds of race, colour, sex, national origin, age, religion, disability, 

sexual orientation and gender identity. 
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