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UNDP is the UN’s global development network, advocating for change and connecting countries to knowledge, experience and resources to help build a better life.

PROCUREMENT NOTICE 

Communication Officer

(National or International)
	Location:     
	LAO PDR, Vientiane   

	Application deadline:
	31 August 2011 

	Type of Contract: 
	Short term 

	Languages Required :
	English

	Starting Date : 
	 As soon as possible

	Duration :
	Four (4) months 


Background: 

The Round Table Process (RTP) is the national mechanism to promote constructive dialogue and cooperation between the Government and development partners for the achievement of national development goals including the MDGs and LDC graduation. Ministry of Planning and Investment, Department of International Cooperation (DIC) is the lead government agency managing the Round Table Process in accordance with the Prime Minister Decree No 75 on Official Development Assistance (ODA). 

The Round Table Process primarily consists of three main mechanisms – High Level Round triennial Table Meetings (RTMs), annual Round Table Implementation Meetings (RTIMs) and Sector/Thematic Working Groups. In November 2011, the Annual Round Table Implementation Meeting will be organised in Vientiane and the objective is to review the implementation progress of the first annual 7th National Socio-Economic Development Plan 2011 – 2015 (7th NSEDP), and discuss the priorities and resource requirements for the second year of the Plan. 

To support the DIC in preparation of communication and advocacy materials, UNDP is seeking a professional and experienced communication person to support the meeting preparation and organization process. 
Duties and responsibilities:
· Assist the DIC in developing event planning tools, such as calendar, organisation checklist and other necessary materials to support the organisation of the 2011 RTIM

· Design layout, format and content of communication materials and meeting information package both print and electronic. This includes drafting press release, design a layout for RTIM knowledge network exhibition, designing newsletter, etc

· Liaise with the web designer to ensure the RTM website is more structured and reader friendly, as well as provide update information and news about the 2011 RTIM in the Round Table website (http://www.rtm.org.la)  

· Redefine an existing communication strategy to be more action oriented, in which it  advocate and promote development results of the Round Table Process

· Proof-read and edit key background documents for the RTIM

· Assist DIC in developing presentations for the RTIM and/ or relevant meetings

· By working closely with officials engaged in communication of the RTP, understand their concerns and areas where their skills required further development and provide mentoring support which focuses on coaching and hands-on training approach. 

Detailed Terms of reference can be downloaded at http://www.undplao.org/vacancies 
Qualifications and experience:
· Minimum 5 years experience in media production, publications, graphic design, or similar work 

· Experience in events management especially the high level government forums  

· Prior experience with government, UNDP/UN agencies or other international organization, and relevant work experience in developing countries, preferably in the region, will be an asset

· Knowledge and experience in Capacity Development

· Excellent verbal and written English language skills and demonstrated ability to communicate effectively in a multi-cultural environment

· Excellent conceptual and designing skills.

· Excellent time management skills, with an ability to deliver high-quality outputs on time.

· Very good computer skills including use of technical software for training / design / media product development purposes.

Requirements for submission of applications: 

a) All interested and qualified candidates should apply on-line through the UNDP website at http://www.undplao.org/vacancies or http://jobs.undp.org. The UNDP will only accept applications submitted on-line. Please ensure that before making on-line application, you have completed the UNDP Personal History Form (P11). The electronic version of the P11 can be downloaded from http://www.undplao.org/vacancies (Current Vacancies Section). The completed P11 form further should be uploaded while applying on-line;  

b) Detailed financial offer: Lump sum offer with clear cost breakdown (international travel, consultancy fee and DSA).

Evaluation of proposals:

The technical proposal is evaluated on the basis of its responsiveness to the Terms of Reference (TOR) based on the below evaluation criteria used in the Procurement Notice and TOR. 
LOWEST PRICE OF TECHNICALLY RESPONSIVE PROPOSALS (Lowest evaluated offer of technically qualified applicants, usually used for consultants or contractors performing support services)
The price proposal of all consultants, who have attained minimum 70 % of the total score (i.e. 70 points) in the technical evaluation, was compared. The contract will be awarded to the individual offering the lowest technically responsive offer. 

	Sample: Technical Proposal Evaluation Form
	Points obtainable
	Name of  Consultant

	
	
	Name 1
	Name 2
	Name 3

	1.
	Experience of the consultant: 
	Max 30 points


	
	
	

	Sub criteria
	1.1 Experience of international projects in communication tasks of comparable size, complexity and technical specialty 

Less than two projects (5 points)
Two to three projects  (8 points)
Five to ten projects (10 points) 


	10
	
	
	

	
	1.2 Experience in organising high level government events especially in developing countries under

comparable conditions

From 1 to 2 events (5 points)

From 3 to 5 events (8 points)

6 and above events (10 points)


	10
	
	
	

	
	1.3 Experience in UNDP projects

From 1 to 2 yrs (5 points)

From 3 to 5 yrs (8 points)

More than 6 yrs (10 points)


	10
	
	
	

	
	Sub total 
	30
	
	
	

	2.
	CV: Objectives and Scope of Work:
	Max 30 points 
	
	
	

	
	2.1 Are the details of the scope of work (all operational aspects mentioned in TOR) sufficiently visible through earlier assignments undertaken?
	20
	
	
	

	
	2.2 Is the presentation of earlier technical works and assignments in the CV clear, consistent and logical?
	10
	
	
	

	
	Sub total
	30
	
	
	

	3.
	Financial offer
	20
	
	
	

	4.
	Organization and completeness of the CV 
	10
	
	
	

	5.
	Intellectual and technical soundness
	 10 
	
	
	

	
	Total Technical
	Max 100 points (100%)
	
	
	


Note:  Any request for clarification must be sent in writing to the following e-mail: diyer.rasulov@undp.org. UNDP Lao PDR will respond in writing by standard electronic mail and will send written copies of the response, including an explanation of the query without identifying the source of inquiry, to all consultants. 

The copies of the response will be also placed on our web-site at: http://www.undplao.org/vacancies/index.php  and linked to the current Procurement Notice.

All interested candidates are encouraged to visit the above web-site for updates.

Note:  Please note that only short-listed candidates will be notified. Qualified female candidates are strongly encouraged to apply. 

For more detailed information about UNDP Lao PDR please visit our website at http://www.undplao.org 


