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SECRETARIAT DIRECT COST 
REVISED PROJECT DOCUMENT 

 
Revision Date: April 2020 

 

Project Title:  
The Lion’s Share Secretariat Direct Cost 

Recipient UN Organization(s): 
UNDP- BPPS, MPTFO 
 Project Contact: 

UNDP BPPS: Adriana Dinu, Deputy Director, Bureau for 
Program and Policy Support - UNDP 
MPTF Office, Jennifer Topping, Executive Coordinator 
 

Implementing Partner(s)  
Nielsen 

Project Location: New York HQ 

Project Description: 
The Secretariat supports the Steering Committee and 
the Executive Board of the Lion’s Share Fund and is 
housed in the Bureau for Policy and Programme 
Support (BPPS) of UNDP. The Secretariat works in 
close collaboration with the MPTF Office (MPTFO) as 
the Administrative Agent of the Fund. The following 
narrative describes the functions of the Secretariat 
and its tentative budget for the 2020 operation. 

Total Project Cost for 2020 
UNDP BPPS:  USD 253,500 
UN MPTFO:  USD 100,000 
Total: USD 353,500 
Proposed Project Start Date:  
1 January 2020 
Proposed Project End Date:  
31 December 2020 

Representative of the United Nations (Chair of the Steering Committee)  
Abdoulaye Mar Dieye 
Title: Assistant Secretary General, Special Adviser to the Administrator, UNDP 
 
Signature 
Date  
Recipient UN Organization(s): UNDP Bureau for 
Policy and Programme Support (BPPS) 
 
Name of Representative:  Adriana Dinu 
 
Signature 
 
 
Title:  Deputy Director, Bureau for Program and 
Policy Support - UNDP 
 
Date  
April 1, 2020 
 

Recipient UN Organization(s): Multi Partner Trust Fund 
Office (MPTFO) 
 
Name of Representative: Jennifer Topping 
 
Signature 
 
Title:  Executive Coordinator, MPTFO 
 
 
Date 
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The Secretariat 
   

1. Overall Function 
The Secretariat function is hosted by the UNDP Bureau for Policy and Programme Support (BPPS). The 
Secretariat will be physically located within the UNDP Global Environmental Finance (GEF) unit within BPPS 
and will work closely with relevant focal points within the UNDP Bureau of External Relations and Advocacy 
(BERA) and the MPTFO. The Secretariat supports the Steering Committee and the Executive Board and 
facilitates the overall operation of the Fund. The Secretariat will respond to requests and guidance from the 
Steering Committee and the Executive Board, including to ensure linkages to the other core agencies’ 
knowledge, experience, and respective mandates. The MPTFO, as the administrative agent of the Fund, also 
provides some specific services charged as a direct cost such as supporting the design and launch of the Fund, 
developing the proper monitoring system of use of animals in ads with Nielsen to facilitate contributions to 
the Fund, and coordinate operationalization of the Fund governance structure during the first months.  

The Secretariat provides both technical and operational expertise. A primary role of the Secretariat is to 
manage the approval of initiative/project/programme proposals in accordance with the Investment Plans and 
the allocation envelopes as agreed by the Steering Committee. The Secretariat ensures that successful 
proposals have been developed in accordance with agreed-upon programme submission guidelines and 
criteria specified in the Standard Operations Manual.   

The Secretariat is responsible for the following: 
 

• Prepare the Investment Plans; 
• Prepare the Standard Operations Manual; 
• Manage the proposal submission and selection process; 
• Coordinate and manage marketing and outreach to companies worldwide in an effort to sign 

advertisers up for the fund. 
• Manage partner relationships with founding partners and companies that sign up for Lion’s Share  
• Provide guidance to proponents on proposal development; 
• Manage the online dedicated management platform for decision making; 
• Screen and approve proposals in accordance with the funding priorities and allocations set by the 

Steering Committee;  
• Take lead in designing the Transformative partnership initiatives;  
• Support the monitoring and evaluation of programme implementation; 
• Ensure sharing of knowledge and lessons learned through dedicated technical support; 
• Ensure efficient and effective logistical and secretarial support to the Executive Board and the Steering 

Committee. This includes inter alia: planning and preparing meetings, ensuring records of decisions 
through meeting minutes, and supporting the nomination and election of members of the two bodies; 

• Manage and support communication, public information and visibility, in close partnership with the 
UNDP Bureau for External Relations and Advocacy (BERA); 

• Consolidate the narrative reports submitted by Recipient Organizations; 
• Support coordination efforts with relevant global initiatives to avoid overlap or duplication. 
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Head of Ecosystems and Biodiversity (GEF) (part-time) 
 
The Head of Biodiversity under the GEF will provide the following functions:  
 

- Provides strategic advice to the Steering Committee and the Executive Board on Fund investment 
related matters; 

- Leads the development of the investment Plan & propose funding priorities to the governance 
bodies; 

- Guides the Recipient UN and Non-UN Organizations on the programming processes and 
requirements as laid out in the Standard Operations Manual; 

- Establishes, maintains and enhances strategic partnerships with conservation partners and others;  
- Ensures communication of the Steering Committee decisions to relevant partners, (including 

eligibility, maximum allocation available, timeline for programming and any specific requirements); 
- Ensures submission of programme proposals to the Steering Committee after the proper appraisal 

process and makes any relevant management recommendations to the Steering Committee;   
- Manages the Secretariat and its budget, under the supervision of the Executive Coordinator of the 

UNDP GEF.  

Technical Specialist(s) (part-time) 
 
To ensure coherence, alignment, quality, scaling up, replicability, distilling of lessons learned and strong 
technical support, the Secretariat will be supported by one or more technical specialist in addition to 
consultancies as required. These will be responsible for the following:  
 

- Provides technical assistance and capacity development support (biodiversity/wildlife 
conservation) in close cooperation with the Secretariat Manager; 

- Provides technical support to the development of the Investment Plans, the Monitoring and 
Evaluation Framework, and other documents as required; 

- Supports the Head of Biodiversity (GEF/BPPS) in guiding Recipient UN and Non-UN Organizations 
on the programming processes and requirements as laid out in the Standard Operations Manual; 

- Reviews programme proposals’ format and ensures the use of standard requirements, and also 
reviews, vets and provides feedback on proposals in close cooperation with the Head of 
Biodiversity and Technical Committees; 

- Coordinates application of good practices, research, policy analysis, design and dissemination of 
guidance and operational tools aimed at strengthening wildlife conservation and animal welfare; 
and 

- Provides any additional technical support in biodiversity/wildlife conservation to the Executive 
Board and the Steering Committee, as required. 

Coordination Specialist (full-time consultant) 
 
The Coordination Specialist supports the overall operationalization of the Fund and coordinates the internal 
UNDP structure (the tri-partite collaboration between BPPS, BERA and MPTFO). The Coordination Specialist 
supports the coordination between UNDP, the Founding Partners and other relevant private sector partners. 
The Coordination Specialist is contracted by the MPTFO (during the Pre-Secretariat stage Aug – Oct 2018 with 
further contract from GEF/BPPS), and reports to both the MPTFO Senior Portfolio Manager and the Head of 
Biodiversity (GEF/BPPS). The Coordination Specialist has the following functions:  
 

- Manages the planning schedule for Task Forces, Steering Committee and Executive Board 
meetings; 

- Produces ,in coordination with the Secretariat Manager and the Chairs, the draft detailed agenda; 
- Drafts supportive documentation, technical notes, speeches and similar; 
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- Drafts minutes and circulates for comments and finalization; 
- Monitors action points and reports back to the Steering Committee and Executive Board; 
- Communicates decisions to the concerned stakeholders, in close cooperation with 

MPTFO/BPPS/BERA; 
- Liaises with UN Agencies and other partner regarding relevant activities; 
- Supports the Partnership Manager in any outreach, marketing and communication initiatives as 

needed; 
- Participates in the development of contribution agreements with private sector partners as 

required; 
- Undertakes due diligence of possible private sector partners; monitors the risk management 

information and updates the Fund Risk Mitigation Strategy; 
- In consultation with the Head of Biodiversity and the Technical Specialist, supports the preparation 

of progress updates and annual/final reports as outlined in the Fund programming cycle and legal 
agreements; 

- Drafts periodic consolidated reports on the achieved Fund results upon the request of the Steering 
Committee;  

- Archives all Steering Committee and Executive Board decisions and communications; 
- Keeps track of and manages all activities’ related information and relevant files in a single share 

drive or online tools available to all members of the Steering Committee and Executive Board; 
- Contributes to the development of the Fund’s results-based management system; 
- Procures goods and services for meetings; 
- Makes the necessary logistic arrangements for any missions; 
- Manages contacts database and mailing lists; 
- Carries out administrative tasks as needed. 

When required and upon request of the Steering Committee or the Executive Board, the Secretariat will recruit 
consultants for specific/short term tasks or missions. The Secretariat structure will be reviewed and adjusted 
by the Steering Committee as per needs and budget availability.  

Operational Support (part-time consultant) 
 

• Coordinates with the UNDP-GEF financial unit regarding operational and financial aspects of project 
approval and implementation;  

• Provides quality assurance in the form of organizing and updating project records, as necessary, in 
PIMS and any other reporting mechanism;  

• Coordinate review and approval of budget revisions;  
• Analyzes the project budget, commitments, and expenditures and advises the Project Manager of any 

adjustments that may be needed to comply with Project Documents and UNDP-GEF regulations.  
• Prepare the Project’s AWP and secure approval of the Project Manager, as well as, UNDP GEF 

oversight staff to ensure ASL is allocated;  
• Facilitates project procurement processes and ensures compliance with corporate rules and 

regulations, including sourcing strategy, supplier selection and evaluation, quality management, 
customer relationship management and performance measurement; 

• Organize and compile documents to submit for CAP/ACP clearances and approvals; and 
• Prepare contracts, amendments, travel payments for vendors. 

 
 
4. Responsible Party Partnership 
 
Nielsen 
 








