UNICEF vacancy notice geo/ssa/2011/010
consultant for social media/web and digital engagement professional 


Terms of Reference

1. Rational 

In May 2011 social media strategy for UNICEF Georgia was developed. In order to implement the strategy UNICEF is announcing a vacancy for the position of Social Media/web and digital engagement professional for a part-time assignment.

2. General Responsibilities of the Consultant 

· Create and manage UNICEF Georgia social media channels, uploading information and materials;

· Monitoring comments and giving feedback. 
3. Tasks

Under the guidance of the UNICEF Communication Officer support the office in managing the following tasks:

Web Page

· Support in creating a new bilingual (English/Georgian) webpage (acquiring new domain, design, content uploading) according to the existing characteristics in the UNICEF Georgia social media strategy;

· Create engaging site content including photo galleries, videos etc;
· Ensure maintenance of the site including monitoring of the relevant web statistics;

· ‘Optimise’ the entire site to maximize ranking in search engines.

Facebook

· Support in creating and managing UNICEF Georgia Facebook Page and in some cases Facebook events; 
· Ensure updating the page with the content (short posts, Text, Photo, Audio and Video) at least one or two posts during the week;
· Monitoring Facebook page, comments and provide initial feedback in consultation with UNICEF Communication officer and in some cases other UNICEF staff;
· Ensure ethical standards are protected on the page;
· Summarizing user activities and statistics.

YouTube

· Uploading Video materials;
· Adding captions (Georgian and English language);

· Adding tags (Georgian and English language);

· Monitoring comments and providing initial feedback; 
· Summarizing user activities and statistics.

Flickr 

· Uploading Photos;
· Adding captions (Georgian and English language);

· Monitoring comments and providing initial feedback;
· Summarizing user activities and statistics.

Issuu

· Uploading Publications;
· Monitoring comments and providing initial feedback;

· Summarizing user activities and statistics.
Planning and Reporting

· The consultant works under the supervision of the UNICEF Communication Officer to agree on the daily tasks and discuss the strategy.  
· Prepare monthly reports detailing the work carried out, and recommendations.
4. Deliverables

· Developing and managing web and social media platforms as described into the tasks.  

· Prepare monthly reports. 
5. Minimum Qualifications

· Degree in communication, marketing, media or a related field, or a degree in a relevant field combined with solid work experience in use of digital communication.

· Two years working in the field of digital communication, including recent experience in website design and content development, content management systems, analytics and use of social media.

· Thorough knowledge of current technologies and practices regarding digital media.

· Experience in UN or another international development organization would be an asset.

· Fluency in oral and written Georgian and English languages.

Competencies and attributes:

· Sets high standards for quality of work and consistently achieves project goals.

· Able to work effectively in a multi-cultural environment, building effective working relationships.

· Demonstrates, applies and shares expert technical knowledge across the organization.

· Sets clearly defined objectives and plans activities for self, own team or department. 

· Ability to handle multi tasks.

· A keen understanding and interest in digital communication.

· Team player with a positive “can do” attitude.

7. Time duration:

UNICEF will contract the selected candidate for the service of six months with a possibility of further extension. 
The working hours include part time - 4 hours a day. 
8. Supervision:

Day-to-day work is supervised by the UNICEF communication officer. Overall supervision is with UNICEF Representative. 
9. Payment method 
Considering the expertise needed the candidate is equivalent to the GS6 level and in entitled to receive the relevant remuneration.   

The service payment will be effected by UNICEF on monthly bases upon satisfactory performance and delivery of high quality service. The service fee will be transferred to the consultant’s official bank account in GEO at the UN exchange rate. 

10. Leave 

· The consultant has no entitlement for annual leave, sick leave, maternity, adoption or paternity leave or any other kinds of special leave. In cases of absence from duty, the Consultant's fees will be pro-rated on the basis of 21 work-days in a month .

· Health Insurance: UNICEF does not provide or arrange health insurance coverage for consultants.

11. Travel

1. Whenever the Consultant will be required to travel at UNICEF's expense, a travel authorization (TA) will be issued to the Consultant and travel expenses provided on the basis of UNICEF standards.

2. At the completion of each travel, the Consultant will be required to submit a travel claim along with a trip report, ticket stubs (when applicable), the original TA and receipts of miscellaneous official expenses incurred.

12. Termination of the Contract

1. The contract may be terminated by either party before its expiry date by giving a 14 days notice in writing to the other party. 

2. However, in the event of termination on the ground of misconduct, UNICEF will be entitled to terminate the contract without notice. In such case, the Contractor will be compensated on a pro-rata basis for no more than the actual amount of work completed to the satisfaction of UNICEF.

13. How to apply

If you are interested in the position and have the required qualifications, please hand-deliver your application in a sealed envelope, labelled as “VACANCY NOTICE GEO/SSA/2011/010” by 18:00 of 1 September, 2011. Your application must be in English and must include: 

(1) Motivation Letter with the indication of possible start date 

(2) detailed Curriculum Vitae and 

(3) completed UN Personal History Form (can be downloaded from the used web-pages). 
(4) Letter of recommendation. 
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. 
The Health Statement forms must be submitted to UNICEF prior to signing the contract.
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