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Terms of ReferencE

Title: 
Junior Communications Consultant  

Project: 
The South Eastern and Eastern Europe Clearinghouse for the Control of Small Arms and Light Weapons (SEESAC)
Reporting to: 
SEESAC Coordinator
Contract type: 
Individual Contract (IC)/or Reimbursable Loan Agreement (RLA)
Duty Station: 
Belgrade, Serbia
Duration: 
1 Year (October 2018 – September 2019)
Background

Purpose
The purpose of this consultancy is to provide support in the implementation of the EU Council Decision (CFSP) 2016/2356 in support of SEESAC disarmament and arms control activities in South East Europe.

Objective
SEESAC is seeking to recruit a Junior Communications Consultant to assist in the implementation of communications activities that will lead to increasing awareness on the dangers posed by the possession of illicit firearms, ammunition and explosives; and better visibility of EU support to SEESAC through the CD (CFSP) 2016/2356. 
Background Information
While significant progress has been made in recent years, South East Europe remains an area of concern as well as an important challenge for the European Union. SEESAC has, since 2002, worked primarily to strengthen the capacities of national and regional stakeholders to control and reduce the proliferation and misuse of small arms and light weapons (SALW), and thus contribute to enhanced stability, security and development in South East and Eastern Europe. In addition, SEESAC has a distinguished record in working closely with national Ministries to mainstream gender equality.

On 19 December 2016, the Council of the European Union passed the Council Decision (CFSP) 2016/2356 in support of SEESAC disarmament and arms control activities in South-East Europe and in the framework of the EU Strategy to combat illicit accumulation and trafficking of SALW and their ammunition. This new phase of the SEESAC project focuses on four main areas, maintaining the holistic approach to tackling the threat posed by SALW in the region. The four areas address the policy level as well as the operational aspects, and the project will result in: increased regional cooperation, knowledge exchange and information sharing, leading to enhanced capacity for evidence based policy making; Improved capacity for physical security and stockpile management through infrastructure upgrades, surplus reduction and training; Enhanced capacity for marking, tracing and record keeping; and Reduced illicit possession and misuse of firearms through support for awareness-raising and collection (where possible) campaigns.
Additionally, the latest regional SALW control framework in the Western Balkans, the Roadmap for a sustainable solution to the illegal possession, misuse and trafficking of SALW and their ammunition in the Western Balkans by 2024 – an endeavour led by Western Balkans governments, specifically mentions the importance of reducing the supply and misuse of firearms through increased awareness, education, outreach and advocacy in its Goal 4. 
SEESAC holds of key importance for fulfilling its mission of making South East Europe safer the role of raising awareness on the impact of illegal possession and misuse of SALW among both experts and citizens across the region. To this end, SEESAC maintains a constant online presence, using its information exchange platform and social media channels. 
Recently, in line with global communications trends, a special focus has been placed on using digital platforms and other latest technology and innovative tools, to enhance the reach of messages related to the importance of disarmament.  For example, SEESAC has recently launched South East Europe’s first digital platform monitoring armed violence in the region. Also, SEESAC is keeping a constant online presence comprised of a mixture of results of SEESAC's work, partners' work in SALW control or highlighting important global trends related to safety, security and gender equality. Specific online campaigns are also developed to mark international events - like Disarmament Week - or to showcase a specific project related result. 
Description of Responsibilities
Scope of work
Under the overall direction of the SEESAC Coordinator, the Junior Communications Consultant will be expected to perform the following tasks:
· Work on digital content production, and assist in the management of SEESAC’s social media community and communication networks;

· Develop content for SEESAC’s information exchange platform;

· Working closely with SEESAC experts, support the development of digital content, and advocacy campaigns across multiple communications channels;
· Develop visual assets for SEESAC, including engaging presentations, social media graphics, infographics, to advance the project’s narrative on SALW control;
· Assist in conveying technical content in an easily accessible manner with the aim of populating SEESAC’s online communications channels; 
· Research and monitor websites and social media channels relevant to SEESAC’s work as needed;
· Based on the desk research, prepare inputs, collect relevant information and analyse arms control related activities and trends.
Deliverables
The following deliverables will be required from the Junior Communications Consultant:

	Deliverables 
	Timeline 
	Payment schedule 

	Create a database of bloggers, online journalists, influencers covering arms control related topics in South East Europe and globally.
	October 2018
	

	Prepare a visual (be in infographic, video, gif or any other graphic material suitable for social media dissemination) on Western Balkans arms control progress in the context of EU integration process. 
	November 2018
	01 November 

	Develop 1 social media campaign for the 16 days of activism violence again women global campaign. 
	November 2018
	

	Redesign, graphic-wise, SEESAC’s newsletter, adapting current format to a visually appealing platform. 
	December 2018
	15 December  2018

	Prepare a visual (be in infographic, video, gif or any other graphic design material suitable for social media dissemination) summarizing SEESAC’s top achievements in 2018.
	January 
2019
	31 January 2019

	Develop an infographic highlighting SEESAC’s work on SALW Control (including developing content and basic graphic design).
	February 2019
	

	Update SEESAC’s Flickr’s account with latest project photos (including curating photos highlighting SEESAC’s work and uploading them online). 
	March 2019
	01 March 2019

	Visually rebrand SEESAC’s information exchange platform with latest project photos, including selecting suitable photos and uploading them on the platform. 
	April 2019
	

	Write a blog post on a topic of choice based on SEESAC’s portfolio.
	May 2019
	01 May 2019

	Prepare a visual (be in infographic, video, gif or any other graphic design material suitable for social media dissemination) highlighting the results of SEESAC’s Gender Coach Programme.
	June 2019
	

	Develop and implement a social media campaign based on information provided by SEESAC’s Armed Violence Monitoring Platform. 
	July 2019
	15 July 2019

	Draft content for SEESAC’s mid-year newsletter highlighting project achievements. 
	August 2019
	02 September 2019 


The payments will be executed upon submission and  approval of deliverables by SEESAC Coordinator. 
Competencies
· Knowledge of social media, relevant online platforms and familiarity with visual story telling platforms;
· Good drafting, editing and writing skills, to transform technical content into clear and relatable content; 

· Good sense of aesthetics and design. Ability to translate complex content into simple visual assets (infographics, graphics, GIFs, presentation slides). Ability to search for images that associate with content in a compelling way;

· Ability to express ideas clearly; to work independently and in teams;

· Strong interpersonal skills;

· Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability.

Qualifications
· Graduate degree in digital or visual communication, journalism, communications design, or similar field; 
· Prior experience in content management, digital/visual communications, content visualization/digital design, social media campaigns and community engagement;

· Ability to run website CMS;

· Good writing and editing skills in English required, ability to translate technical content into clear and concise messaging desired; 

· Experience with Canva, Adobe Photoshop, Lighthouse, SWAY, InDesign, and other design software desired;
· Experience with content management systems and visual story telling platforms required; multi-media experience a plus;
· Familiarity with arms control issues, will be considered an asset.  

Languages
English is the working language for this assignment; therefore, excellent oral and written communications and presentation skills in English are required; and knowledge of one of the South East Europe languages, will be considered an asset.  
Application Procedure
Interested individual consultants/expert must submit, via UNDP Website: UNDP in Serbia under section “Jobs” no later than 04 October 2018, the following documents/information to demonstrate their qualifications:

· Personal CV or P11, indicating past experience from similar projects and specifying the relevant assignment period (from/to). P11 may be downloaded at: http://www.undp.org.rs/download/ic/P11.doc
· Offeror’s Letter (only PDF will be accepted) confirming Interest and availability for the Individual Contractor (IC) Assignment. Offeror’s Letter can be downloaded from the following link: http://www.undp.org.rs/download/ic/Confirmation.docx
· The Offeror’s letter must also include:

· Explain in 200 words how would you disseminate on social media the below scenario (please include 1 visual developed, 1 message developed, social media channels and methods used for content dissemination): 

Scenario:  A high ranking official has just completed a 6 months programme which included one-on-one on gender equality with a SEESAC expert with the aim of developing security policies that include the needs of both women and men. 

The shortlisted candidates will be asked to provide copies of diplomas and any other certificates providing evidence of their education and experience in relevant fields.

Additional Information:

· Individual Contract (IC) will be applicable for individual consultants applying in their own capacity.

· Reimbursable Loan Agreement (RLA) will be applicable for applicants employed by any legal entity. The template of RLA with General Terms and Conditions could be found on: http://www.undp.org.rs/download/RLA%20with%20General%20Terms%20and%20Conditions.doc In the case of engagement of Civil servants under IC contract modality a no-objection letter should be provided by the Government entity. The ‘no-objection’ letter must also state that the employer formally certifies that their employees are allowed to receive short-term consultancy assignment from another entity without being on “leave-without-pay” status (if applicable), and include any conditions and restrictions on granting such permission if any. If the previous is not applicable ‘leave-without-pay’ confirmation should be submitted.

Engagement of Government Officials and Employees

· Government Officials or Employees are civil servants of UN Member States.  As such, if they will be engaged by UNDP under an IC which they will be signing in their individual capacity (i.e., engagement is not done through RLA signed by their Government employer), the following conditions must be met prior to the award of contract: 

(i)       A “No-objection” letter in respect of the individual is received from the Government employing him/her, and; 

(ii)     The individual must provide an official documentation from his/her employer formally certifying his or her status as being on “official leave without pay” for the duration of the IC. 

· The above requirements are also applicable to Government-owned and controlled enterprises and well as other semi/partially or fully owned Government entities, whether or not the Government ownership is of majority or minority status.   

UNDP recognizes the possibility that there are situations when the Government entity employing the individual that UNDP wishes to engage is one that allows its employees to receive external short-term consultancy assignments (including but not limited to research institutions, state-owned colleges/universities, etc.), whereby a status of “on-leave-without-pay” is not required.  Under such circumstance, the individual entering into an IC with UNDP must still provide a “No-objection” letter from the Government employing him/her.  The “no objection” letter required under (i) above must also state that the employer formally certifies that their employees are allowed to receive short-term consultancy assignment from another entity without being on “leave-without-pay” status, and include any conditions and restrictions on granting such permission if any.  The said document may be obtained by, and put on a record of, UNDP, in lieu of the document (ii) listed above. 
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