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Consultancy Offer with MADE51  

Events Coordination Consultant (Geneva-based) 
 

Contract: Consultancy contract (during Q4 of 2026) 

Location: Geneva 

Application deadline: 14th August 2026 

Start date: 1st September  

Remuneration: Agreed upon with selected consultant 
 
 

Background 

 

The World Fair Trade Organization is the global network of organizations representing the Fair-Trade supply chain. 

Membership in WFTO provides Fair Trade organizations with credibility and identity by way of an international 

guarantee system, a place of learning where members connect with like-minded people from around the world, tools 

and training to increase market access, and a common voice that speaks out for Fair Trade and trade justice - and is 

heard.  

 

WFTO is UNHCR’s main implementing partner on MADE51 and supports UNHCR to carry out and accomplish 
activities related to including refugee artisans in the global value chain and ensuring their products reach the market 

through the MADE51 marketing platform.   

 

MADE51 - Market Access, Design and Empowerment for Refugee Artisans – is a global, collaborative initiative 

designed to connect refugee artisans with markets. By modernizing traditional skills, building business acumen, 

partnering with social enterprises, and linking with retail brands and buyers, UNHCR and its MADE51 partners will be 

able to connect refugee-made artisanal products with international markets where they are in demand.  

 

The Fair Trade for Refugee Artisans project seeks to support the development of UNHCR’s flagship global artisan 
initiative, MADE51, by ensuring that refugee artisans are working according to Fair Trade standards (fair wage 

payments, decent working conditions, environmental concern, etc.) and that their supporting local social enterprises 

are export-ready and have the capacity to connect refugee-made crafts with markets where they are in demand.  

 

The World Fair Trade Organization will support this through implementation of the Ethical Compliance Assessment 

(MADE51 Pathway), through technical assistance missions and remote support, and through market access 

opportunities. 

 

The consultant will support MADE51 in the implementation of events, including key on-site logistics, stand installation 

and dismantling, visual merchandising, stock management, customer service and sales, staff coordination, and other 

related support activities. Events include UN exhibitions and high-level meetings, pop-up sales, and Christmas markets 

during the Q4 season. 
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Main tasks and responsibilities 

 

Main tasks and responsibilities will include (assisting in) the following: 

 

1. Event preparation 

• Organize and prepare the selected products from the HQ warehouse according to the event needs, product 

list, and quantities required. 

• Pack all event materials carefully, including displays, communication visuals, pricing elements, POS 

materials, packaging, and any other specific items needed. 

• Ensure that all products and materials are properly packed, clearly labelled, and delivered to the agreed 

pick-up point for dispatch to the event location. 

• Collaborate closely with the MADE51 team and UNHCR building management to prepare and organize all 

materials required for the MADE51 stand and sales activities. 

 

2. Stand set-up 

• Manage the physical set-up of the MADE51 stand before the event opening. 

• Unpack, organize, and display products according to MADE51 visual merchandising.  

• Ensure that product labels, price tags, signage, storytelling materials, and display elements are correctly 

placed. 

• Check that the stand is clean, organized, and ready to welcome visitors. 

 

3. Product display, visual merchandising and stock rotation 

• Set up the MADE51 stand in line with the visual merchandising guidance provided, ensuring that products 

are displayed in an attractive, coherent, and accessible way. 

• Maintain the product display throughout the event, including regular tidying, replenishment, and adjustment 

of the layout when needed aligned with MADE51 branding. 

• Monitor which products are selling well and adjust the display accordingly to support sales and improve 

customer engagement. 

• Ensure that fragile, high-value, or limited-stock items are displayed and handled with particular care. 

• Keep the back stock organized by product category/SKU/ refugee origin to allow easy replenishment and 

accurate tracking. 

• Monitor stock levels for each SKU and ensure that restocking is completed on time. 

• Report any damaged, missing, or low-stock items to the MADE51 focal point. 

 

4. Sales and customer engagement 

• Welcome visitors and provide a friendly, professional customer experience. 

• Present MADE51 products and explain the stories behind the products, artisans, and refugee-made 

collections. 

• Support customers in selecting products, particularly for gifting purposes. 

• Process sales using the agreed payment system and follow the sales procedures provided. 

• Ensure that products are packed appropriately, using MADE51-branded materials when required. 

 

5. Daily stand management 

• Ensure the stand remains clean, well-presented, and fully operational throughout the day. 

• Support opening and closing procedures each day. 

• Provide sales figures at the end of each day to MADE51 focal point. 

• Safeguard products, sales materials, and equipment during the event. 

• Communicate any issues, customer feedback, product questions, or operational needs to the MADE51 

focal point. 

 

6. Dismantling and closing 

• Support the dismantling of the stand after the event. 

• Carefully pack remaining products, display materials, and communication items. 

• Ensure that all materials are organized and ready for return storage. 

• Once products and materials are returned to the HQ storage room, unpack them and tidy up the space to 

maintain a clean, well-organized working area. 
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7. Event Reporting 

• Communicate on regular basis with MADE51 team. 

• Provide reporting and lessons learned after events to MADE51 team. 

 

8. Daily management 

• From the warehouse at HQ, organize the reception of incoming stock, ensure accurate inventory tracking 

and updates, and maintain a clean, tidy, and well-organized storage room throughout the season. 

• Ensure that all materials and specific elements required for UN events are delivered on time. 

• Communicate on a regular basis with the MADE51 team. 

 

9. Ad-hoc tasks 

• Support the commercial team in dispatching B2B and D2C orders from Geneva to other locations as 

needed. 

• Label products with the appropriate MADE51 cards, boxes, or tags when they arrive directly from the 

country of production. 

• Clean some products, such as metal jewellery, wood items, and other pieces, as needed to ensure they 

meet quality standards before display or sale. 

 

Professional Background and key skills and competencies  

• Proven experience in retail, pop-up sales activities, events, visual merchandising, and customer-facing roles. 

• Ability to set up an attractive stand, maintain the display throughout the event, replenish products, and adjust 

the layout based on customer flow and sales performance. 

• Organized, reliable, and detail-oriented. 

• Experience with stock handling, daily sales tracking, and basic inventory management. 

• Confident in welcoming customers, presenting products, and creating an engaging sales experience. 

• Strong communication and interpersonal skills. 

• Ability to explain product stories clearly and help customers select items that suit their needs, particularly for 

gifting. 

• Proven experience with handmade, ethical, lifestyle, fashion, or design products would be an asset. 

• Interest in refugee-made products, craftsmanship, ethical trade, or social impact. 

• Reliability, flexibility, and willingness to support different tasks as needed. 

• Ability to remain calm and efficient during busy periods. 

• Fluency in English is required; French is highly desirable. 

• (Desirable) A car and valid driving licence is required to support transport of products, display materials, and 

stand equipment to and from the event venue, as needed. 

 

Application and Deadline 

Those candidates interested in this position should email their cover letter and CV/résumé in English to 

made51@wfto.com and nicole@wfto.com by 11th of August 2026.  Remuneration is according to daily fee or rates 

agreed with the selected candidate. 

 

Applications will be assessed on a rolling basis until the position is filled. 

 

* Due to privacy requirements and regulations, all CVs and application letters will be deleted within 3 months of the 

application. 
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