UNICEF vacancy notice geo/2010/ssa/002 - designers

TERMS OF REFERANCE

Background:

UNICEF Georgia Office seeks to build a roster of selected designers (max three) to assist in developing print-ready layouts of the publications produced on a long-term basis. The selected designers will work on a demand basis, when called by UNICEF. 

Key requirements and deliverables:

· Designer should work at his/her place and thus should have all the necessary equipment and software(corel, photoshop, quark, adobe professional) for producing designs/layouts;
· UNICEF will provide edited text and basic characteristics for a particular material;

· Designer is responsible to advice on a design concept and format/design/layout in line with UNICEF branding guidelines and to submit at least three versions of a design for a particular material. UNICEF select one design out of the three suggested options;   

· Designer will be responsible to advice on final specifications for printing;

· UNICEF will provide designer with photos for publications;

· After finalizing design in close consultation with UNICEF Communications Officer, the consultant should finalize the print-ready version of a particular publication; 

· Designer should send the electronic versions of a design (full size and resized for web up to 2.5 kb) to UNICEF Communication Officer and keep an archive of all the UNICEF designs as well. 

· Designer will be responsible to take the print-ready version of a publication to the printing house advised by UNICEF. The designer will be responsible to sort out all the colour separation/print related issues with the selected printer. 

Qualifications/experience required

· Creativity and a comprehensive knowledge of the production process;

· Solid experience in working as a designer;

· Knowledge of Georgian, Russian and English languages; 

· Ability to deliver products on time and within agreed budget;
· Have a work station with the relevant software for design/layout. 
Performance indicators

Consultant’s performance will be evaluated against the following criteria: timeliness, responsibility, initiative, communication, and quality of the products delivered.

Unsatisfactory performance

In case of unsatisfactory performance the contract will be terminated by notification letter sent 5 days prior to the termination date. In the meantime, UNICEF will initiate another selection in order to identify appropriate candidate.

Payment will only be made for work satisfactorily completed and accepted by UNICEF.

The contractor takes responsibility of meeting agreed deadlines. These must be agreed before work commences. In case of failure of meeting the agreed deadline, UNICEF keeps the right to apply appropriate financial penalties up to the full cost of the material. 

The interested candidates are requested to submit the cover letter with the following documents attached:

· CV

· Portfolio – designs to evaluate the professionalism of the candidate

· Availability

· Fee rates (per publication as indicated below)

 
How to apply

If you are interested in the position, please hand-deliver your application in a sealed envelope, labelled as “VACANCY NOTICE GEO/2010/SSA/002” by 18:00 of MONDAY 1 FEBRUARY. 
The interested candidates are requested to submit the cover letter with the following documents attached:

· CV

· Portfolio – designs to evaluate the professionalism of the candidate

· Availability

· Fee rates (per publication as indicated below)

Some of the regular publications for providing price estimates but there can be other materials which will be rated separately.

· Leaflet
 - Colour  - 4+4, A4 two folded, Paper -glossy, 170gr. Magna Matt, Printing – offset
· Poster - Colour  - 4+0, A2, Paper -glossy, 170gr.Magna, matt. Printing – offset

· Desk calendars - Colour  – 4+4, format – 210mm x 115mm, printed both sides full colour, 13 pages, Paper -170gr. Magna Matt, Stand: 210 x 410mm; printed 1 side full colour; Bristol 300 gsm, binding – collate and wirobound on 210mm side, Printing – offset;
· Newsletter UNICEF in Georgia - Periodical, journal-type edition, Colour (inside) – 4+4, cover/back page - 4+1,  A4 Format, Paper(inside)–glossy(mute), 115gr, cover – glossy(mute), 170gr., Binding – stapled, Printing – offset – English and Geo separate printing, Pages – 52.

· Book  - cover Colour  – 4+4, Inside – colour 2 + 2,  A4 Format, Paper (inside) – mute, 90gr, cover – mute, 200gr.mute varnished, Binding – Thermal, Printing – offset , Inside Pages – from 100 to 300

The envelope should be placed in the vacancy box with the respective label on it, located in the Entrance Hall of the UN house, 9 Eristavi Street, Vake, Tbilisi 0179, Georgia. Regret letters will only be sent to the short listed candidates. 

For additional information please contact UNICEF Communications Officer Maya Kurtsikidze, tel.: 23 23 88 / 25 11 30, ext 264. 
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