TERMS OF REFERENCE FOR COMMUNICATION INTERN
	TERMS OF REFERENCE  (to be completed by Hiring Office)

	Hiring Office:
	UNFPA The Gambia Country Office

	Purpose of consultancy:
	The Communication Intern position is located at the UNFPA Country Office.
The Communication Intern is part of a team, led by the Head of Office. He/She works in close collaboration with the Programme and Operation Teams and is under the direct supervision of the Programme Analyst Partnership and Advocacy to ensure effective support to the Country Office on communication and visibility matters of UNFPA’s projects. 

	Scope of work:
(Description of services, activities, or outputs)
	The following tasks are to be performed under this contract, working in collaboration with the Communication Analyst. 

Audio-visual content production

· Support with photography and maintenance of an up-to-date photo bank of high-resolution images capturing the Country Office’s interventions

· Support with the conceptualisation, filming and editing of video content for the Country Office 

· Support vendors working on high-level audio-visual content with concept guidance, scripting and editing

· Ensure branding and style compliance in the production of all audio-visual content 

Graphic design and product development

· Support with the graphic designing of communication and public information products such as briefs, reports, newsletters, flyers and factsheets.
· Support with developing a bank of infographic cards capturing information and data on Country Office intervention areas and adapted for use on various platforms including social media. 

· Ensure compliance with UNFPA’s branding standards and guidelines.
· Liaise with and support vendors delivering high level graphic design services to the Country Office.
Communication and Media relations

· Support the design and implementation of media strategies that advance UNFPA visibility and program utilisation. 

· Support the coordination of responses to incoming media inquiries, review of press releases, and relevant news coverage monitoring. 

· Support with creative and consistent content generation: web publishing, newsletter writing and social media posts. 

· Support visibility and public information of UNFPA at events and engagements through the preparation and positioning of high quality knowledge products

· Support communication team in organising communications capacity building activities for staff and Implementing Partners


	Duration and working schedule:
	6 months with the possibility of an extension


	Place where services are to be delivered:
	Nationwide

	Delivery dates and how work will be delivered (e.g. electronic, hard copy etc.):
	The deliverables under this contract are as follows:
· Improved communication and public information by the Country Office

· Strengthened Country Office social media platforms

· Well managed photo and video bank for documentation of CO activities
· Age, Gender and Diversity (AGD) perspective is systematically applied, integrated and documented in all activities throughout the assignment;



	Supervisory arrangements: 
	Upon assumption of duty, the Communication Intern will work closely with the Communication Analyst, with the overall supervision of the Programme Analyst Partnership and Advocacy.

	Expected travel:
	The role will require some travelling to the various regions of The Gambia for the purpose of content generation.


	Required expertise, qualifications and competencies, including language requirements:
	· Post-secondary school diploma in communications, mass media or related field. 
· Background in communications, media relations, and/or knowledge management. 

· Excellent command of the English language with proven skills in written and oral communication. Knowledge of any other UN language is an added advantage.
· Good knowledge of UNFPA’s work in The Gambia is an added advantage. 

· Experience using Canva, Mailchimp and other creative content software is an added advantage. 
· Proven coordination skills and ability to manage complex tasks, capacity to plan, prioritize and deliver tasks on time.
· Excellent organizational skills and be detail oriented.


	Inputs / services to be provided by UNFPA or implementing partner (e.g support services, office space, equipment), if applicable:
	UNFPA will provide the space and other logistics required for this role. 


	Other relevant information or special conditions, if any:
	

	Signature of Requesting Officer in Hiring Office: 
Date:


