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Terms of Reference 

for INDIVIDUAL CONSULTANTS
	                                                                                                                     POST TITLE: Communications Specialist: Writer, Editor and Communications Support 

(retainer conntract)tt                                                                                                (retainer contract 3-years)
	

	                                                                                                                     AGENCY/PROJECT NAME: UNDP Lao PDR
	

	                                                                                                                     COUNTRY OF ASSIGNMENT: Lao PDR
	

	
	


	1) GENERAL BACKGROUND



	The UNDP Lao PDR country office has recently developed a new communications strategy and work plan aligned to the Country Programme Document 2012-2015. The strategy will help to further resource mobilization efforts, create a stronger sense of identity for the UNDP Lao PDR and will ensure that the organizations purposes, goals and aims are clearly communicated to key stakeholders. To realize the strategy and implement the activities under the action plan a communications specialist with a strong writing background is required to further the impact of UNDP communications work in Lao PDR. 


	2) OBJECTIVES OF THE ASSIGNMENT



	The objective of this assignment is to ensure that all written materials are produced according to the key messages, goals and aims of UNDP Lao PDR, aligned to the Country Programme Document 2012-2015. All documents will need to be written and / or edited in a clear, concise and engaging manner. This will ensure that all stakeholders clearly understand the UNDP Lao PDR ‘narrative’, what the key development issues in Lao PDR are and the work and results of UNDP in addressing these. 



	3) SCOPE OF WORK



	The Communications Specialist will work closely with the UNDP Lao PDR communications focal point in the drafting and editing of relevant materials. These will include but are not limited to the drafting of key strategic documents, speeches and booklets, in addition to editing work. The Communications Specialist will be expected to work closely with the communications focal point and programme staff in the drafting and editing of documents. 



	4) DURATION OF ASSIGNMENT, DUTY STATION AND EXPECTED PLACES OF TRAVEL



	This is a retainer contract for a 3-year period. The majority of work will be home based however the consultant may be required to travel to Vientiane for some assignments. These will be based at UNDP Lao PDR offices in Vientiane. There is no expected travel within Lao PDR. 


	5) FINAL PRODUCTS



	Drafting and editing of strategic UNDP Lao PDR documents

Drafting and editing of booklets and other written materials highlighting the focus and results of UNDP work

Drafting and editing of key speeches for UNDP and government counterparts

Drafting and editing of materials for local, regional and international press

Drafting and editing of content for UNDP Lao PDR website 

Development of communications strategies and work plans 



	6) PROVISION OF MONITORING AND PROGRESS CONTROLS



	The Communications Specialist will be monitored according to the quality and accuracy of submitted written materials. 


	7) DEGREE OF EXPERTISE AND QUALIFICATIONS



	Master Degree in Communication, Journalism, Public Relations or equivalent. 

Professional work experience in the communications area, combined with an unrelated degree.

The Communications Specialist will have a minimum of eight (8) years experience and will have worked within the United Nations system writing and / or editing strategic documents. 

She/he will have proven experience of writing for media outlets, including international press. 

The consultant will have a strong knowledge of and networks with international media in the Asia Pacific region. 
Excellent writing, editing and oral communication skills in English

	8) REVIEW TIME REQUIRED



	Ongoing



	9) CONSULTANT PRESENCE REQUIRED ON DUTY STATION/UNDP PREMISES



	( NONE                         ( PARTIAL                    ( INTERMITTENT                  ( FULL-TIME                                                               

The majority of work will be home based however the consultant may be required to travel to Vientiane for some assignments. These will be based at UNDP Lao PDR offices in Vientiane. There is no expected travel within Lao PDR. 



