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TERMS OF REFERENCE FOR CONSULTANTS AND INDIVIDUAL CONTRACTORS 

	Title
National Consultancy for website support in Drupal Content Management System (CMS)
	Funding Code

	Regular Resources 



	Type of engagement 
|X| Consultant 
|_| Individual Contractor Part-Time
|_| Individual Contractor Full-Time
	Duty Station:
	Baku/Azerbaijan 




	Background:

Advocacy present major part of UNICEF activities in Azerbaijan, both in policy dialogue, external relations and programme communication. Communication to assure children’s issues space on the public agenda and reach audiences with UNICEF’s agenda, as well as partnership became one of the main thrusts of the country programme. Communication tools, including website and social media, are important part of this effort.


	Purpose of Activity/Assignment: 

	UNICEF Azerbaijan website and Facebook page are important and the only online resources of information about the ongoing activities. Their revitalization, reconstruction and regular updating with photos, stories and videos is an important part of communication efforts of the office. It is important to note, that current UNICEF Azerbaijan website is built both in English and Azerbaijani. The timely maintenance of the website in both languages help reach its main audience with for stronger advocacy outcomes of the country programme. 





	Scope of Work:

· To collate content (text, images and multimedia, press releases, articles) from the content. provided by the country office to organize it in a web friendly format.
· To maintain the website in both languages UNICEF administered Drupal Content Management System (CMS).
· To maintain and update the already existing UNICEF Azerbaijan website in both languages in UNICEF administered Drupal CMS and liaise with the DOC NYHQ should any issues arise with both sites. 
· To create specific campaign/response pages whenever needed. 



	Child Safeguarding  
Is this project/assignment considered as “Elevated Risk Role” from a child safeguarding perspective?  
 
[bookmark: Check9]     |_|   YES    |X|   NO         If YES, check all that apply:
                                                                                                                                                    
    
Direct contact role            |_|  YES     |X|  NO         
If yes, please indicate the number of hours/months of direct interpersonal contact with children, or work in their immediately physical proximity, with limited supervision by a more senior member of personnel: 

	




 
Child data role                   |_|  YES     |X|  NO                           
If yes, please indicate the number of hours/months of manipulating or transmitting personal-identifiable information of children (name, national ID, location data, photos): 
  
	




More information is available in the Child Safeguarding SharePoint and Child Safeguarding FAQs and Updates 
 



	Budget Year:
	Requesting Section/Issuing Office:
	Reasons why consultancy cannot be done by staff:

	2021
	Communication/Azerbaijan
	This consultancy is needed for extra support whenever staff member lacks technical information or time to maintain the website with timely content. 

	Included in Annual/Rolling Workplan: |X| Yes |_| No, please justify:



	Consultant sourcing:
|X| National  |_| International |_| Both
Consultant selection method: 
[bookmark: Check10]|_| Competitive Selection (Roster)
|X| Competitive Selection (Advertisement/Desk Review/Interview)
	Request for:
|X|   New SSA – Individual Contract
|_|   Extension/ Amendment

	If Extension, Justification for extension:
N/A


	Supervisor:
Ayna Mollazade, Communication and Partnership Specialist
	Start Date:
03.01.2022
	End Date:
15.12.2022
	Number of Days (working)
N/A

	
	
	
	


	Work Assignment Overview


	

Deliverables/Outputs:
	
Timeline:

	Post texts and all multimedia materials, including:
 -Press releases,
-Articles, 
-Photo essays, 
-Videos,
-News notes and op-eds 
provided by the country office staff.
	Monthly

	Campaign/event/initative/emergency pages are created in a web friendly format and requests by the country office are applied to the pages in a timely manner.
	

	Requests by the HQ are answered timely and applied accordingly.
	

	Maintenance and updates of the Azerbaijani and English version is done in a timely manner in coordination with the supervisor, Communication Specialist.
	

	Payment condition
	Payment of professional fees will be based on submission of agreed deliverables. UNICEF reserves the right to withhold payment or terminate the contract in case the deliverables submitted are not up to the required standard or in case of delays in submitting the deliverables on the part of the consultant


	Minimum Qualifications required:

|_| Bachelors   |_| Masters   |_| PhD   |X| Other  

Minimum high school diploma.

Enter Disciplines 
	Knowledge/Expertise/Skills required:

· At least 3 years of professional experience in the web resources development: web design, programming, content.
· Progressive experience in the internet marketing: search optimization, promotion of the web-sites, paid promotion and cross linking.
· Available portfolio of successful examples of the web-sites developed and promoted by the incumbent including professional rewards on web design and development if any.
· Experience with UN Agencies is desirable.
· Languages: English and Azerbaijani 


	Administrative details:
Visa assistance required:       |_|
Transportation arranged by the office:       |_|

	|X| Home Based  |_| Office Based:
If office based, seating arrangement identified:  |_|
IT and Communication equipment required:       |_|
Internet access required:  |_|


	Mandatory Training Requirement
	All consultants & individual contractors regardless of contract duration must complete the applicable mandatory online courses prior to signature of contract. The link to these courses will be provided during the selection process for the successful candidates.




	Contract condition
	Individuals engaged under a consultancy or individual contract will not be considered “staff members” under the Staff Regulations and Rules of the United Nations and UNICEF’s policies and procedures, and will not be entitled to benefits provided therein (such as leave entitlements and medical insurance coverage). Their conditions of service will be governed by their contract and the General Conditions of Contracts for the Services of Consultants and Individual Contractors. Consultants and individual contractors are responsible for determining their tax liabilities and for the payment of any taxes and/or duties, in accordance with local or other applicable laws.

	



Interested candidates should submit the following documents through the link https://jobs.unicef.org/en-us/job/545949/national-consultancy-for-website-support-in-drupal-content-management-system-cms 

· Application (CV)
· Cover letter
· Financial proposal, with an indication of hour/fee


Deadline: 20 December 2021.
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