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TERMS OF REFERENCE FOR INDIVIDUAL CONSULTANT - LONG-TERM AGREEMENT

Individual Consultancy Services: Translators x 4

1. BACKGROUND / RATIONALE

UNICEF Zambia works to promote and protect the rights and wellbeing of children and
communities across the country. Effective communication and community engagement require
information to be accessible in languages understood by diverse audiences across Zambia.

To support programme implementation, advocacy, behaviour change communication, and
community outreach, UNICEF Zambia seeks to establish a Long-Term Agreement (LTA) with
qualified individual translators to provide professional translation services between English and
Zambia’s seven official local languages.

The individual consultant on LTA will support the translation of communication, programme,
advocacy, and operational materials to ensure accessibility, inclusion, and cultural relevance.

2. PURPOSE OF ASSIGNMENT

The purpose of this assignment is to establish a pool of suitably qualified individual consultant
translators to provide accurate, culturally appropriate, and high-quality translation services
between English and Zambia’s seven official local languages (Bemba, Nyanja, Lozi, Tonga,
Kaonde, Luvale and Lunda.

The LTA will enable UNICEF Zambia to access translation services efficiently on an as-needed
basis throughout the contract period.

3. PROGRAMME AREA AND SPECIFIC PROJECT AREA

Long Term Agreements (LTAs) holders will support UNICEF programme sections including
Education, Health and HIV/AIDS, Social Policy, Communication and Advocacy (CA), Child
Protection, Nutrition, Water and Sanitation and Social and Behaviors Change.

4. OBJECTIVE(S)

The objective of this consultancy is to provide high-quality, accurate, and culturally appropriate
translation, editing, proofreading, and localization services to support UNICEF Zambia’s
communication, advocacy, and programme priorities. The consultant will ensure that content is
effectively translated between English and designated Zambian languages while maintaining
linguistic accuracy, consistency, and alignment with UNICEF standards, enabling clear and
impactful communication with diverse target audiences.

Specific objectives:
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e Provide professional translation services from English into one or more official Zambian
languages (Bemba, Nyanja, Tonga, Lozi, Kaonde, Lunda, and Luvale), and vice versa, for a wide
range of UNICEF materials.

¢ Translate communication, advocacy, programme, training, research, and knowledge products,
including reports, publications, social media content, video subtitles, radio scripts, surveys,
guestionnaires, presentations, and safeguarding materials.

o Edit and proofread translated content to ensure accuracy, clarity, consistency, and adherence
to established linguistic and technical standards.

e Conduct quality assurance reviews of translated materials, including verification of
terminology, grammar, language usage, and messaging consistency.

e Localize and culturally adapt content to ensure relevance, appropriateness, and accessibility
for intended audiences while preserving the original meaning, tone, and purpose of the
source material.

o Support effective communication and audience engagement by ensuring translations are
linguistically accurate, culturally sensitive, and aligned with UNICEF’s communication
objectives.

e Contribute to the quality and consistency of multilingual communication across UNICEF
programme areas, including health, nutrition, education, WASH, social policy, child
protection, and other thematic sectors.

5. MAJOR TASKS TO BE ACCOMPLISHED

The consultant will be responsible for providing high-quality translation services from English into
local languages and from local languages into English.

The assignment may cover one or more of the following official Zambian languages: Bemba, Nyanja,
Tonga, Lozi, Kaonde, Lunda, and Luvale. Translation services will be required for a wide range of
materials, including advocacy and communication materials, reports and publications, behaviour
change communication materials, social media content, video subtitles and scripts, radio scripts,
training materials, surveys and questionnaires, human interest stories, press releases, presentations,
child protection and safeguarding materials, as well as content related to health, nutrition, education,
WASH, social policy, and other programme areas.

In addition to translation, the consultant will be expected to undertake editing and proofreading of
translated materials to ensure accuracy, clarity, consistency, and quality. This will include conducting
guality assurance checks, reviewing terminology and language usage, and harmonizing messaging
across documents to maintain consistency with UNICEF standards and intended communication
objectives.

The consultant will also be responsible for localization and cultural adaptation of content, ensuring
that all translations are culturally appropriate, linguistically accurate, and sensitive to the target
audience. This includes adapting messages to local contexts while preserving the original meaning,
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intent, and tone of the source material, thereby ensuring effective communication and audience
engagement.

Responsibilities of the Consultant:

Revised versions based on feedback.

The quality of the final product will be under review by the requesting section and CA.

The LTA holders will be home-based and need to provide their own equipment, software, and
internet connectivity costs.

The final products should be delivered to UNICEF in appropriate formats as specified by the
CAP section.

Long Term Agreement (LTAs) are non-binding Agreements which do not constitute a
commitment to acquire consultant services.

Rates shall remain fixed for the duration of the agreement unless otherwise agreed in writing.
All translated materials produced under this agreement shall remain the property of UNICEF.
The selected individual consultant (s) shall not reproduce, publish, or distribute materials
without prior written authorization from UNICEF.

The selected individual consultant (s) shall maintain strict confidentiality regarding all
materials, information, recordings, documents, and communication accessed during the
assignment.

Responsibilities of UNICEF

The drafts and final documents translated materials produced under this agreement shall
remain the property of UNICEF.

“As per UNICEF DFAM policy, payment is made against approved deliverables. No advance
payment is allowed unless in exceptional circumstances against bank guarantee, subject to a
maximum of 30 per cent of the total contract value in cases where advance purchases, for
example for supplies or travel, may be necessary”.

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.

6. DELIVERABLES

The consultant will be expected to deliver accurate, high-quality translated documents that faithfully
convey the meaning, tone, and intent of the source content.

Deliverables may include edited and proofread versions of translations to ensure linguistic accuracy,
consistency, and clarity, as well as subtitle files, translated scripts, or other localized content where
applicable.
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All final outputs must be provided in clean, editable, and properly formatted files in the required
formats.

The consultant may also be required to revise and update deliverables based on feedback received,
ensuring that all agreed changes are incorporated within the specified timelines.

All deliverables must maintain confidentiality, accuracy, and consistency with UNICEF terminology
and communication standards.

All deliverables must maintain confidentiality, accuracy, and consistency with UNICEF terminology
and communication standards.

7. CHILD SAFEGUARDING

Is this project/assignment considered as “Elevated Risk Role” from a child
safeguarding perspective?

[] ves [XI NO  IfYES, check all that apply:

Direct contact role [ 1 ves X nNo

If yes, please indicate below 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 [ 1 ves X no

If yes, please indicate below 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 Safequarding SharePoint and Child Safequarding
FAQs and Updates

9. ESTIMATED DURATION OF LTA

The Long-Term Agreement will be valid for an initial period of 3 years subject to satisfactory
performance, continued business need and availability of funds

Assignments under this LTA will be issued on an as-needed basis in accordance with organizational
requirements.


https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Guidance%20on%20Identifying%20Elevated%20Risk%20Roles_finalversion.pdf?CT=1590792470221&OR=ItemsView
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Guidance%20on%20Identifying%20Elevated%20Risk%20Roles_finalversion.pdf?CT=1590792470221&OR=ItemsView
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/SitePages/Amendments-to-the-Recruitment-Guidance.aspx
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/SitePages/Amendments-to-the-Recruitment-Guidance.aspx
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/SitePages/Amendments-to-the-Recruitment-Guidance.aspx
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf
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10. QUALIFICATIONS / SPECIALIZED KNOWLEDGE / EXPERIENCE/ LANGUAGE SKILLS REQUIRED

Education

e Diploma or Degree in Translation, Linguistics, Journalism, Communication, Education,
Languages, or related field.

Experience

¢ Minimum 3-5 years of professional translation experience.

o Demonstrated experience translating between English and at least one of Zambia’s official
local languages.

e Experience working with development agencies, NGOs, UN agencies, media organizations, or
government institutions is an asset.

e Experience working with national television and radio stations, particularly in content
translation, scripting, subtitling, or language adaptation for broadcast media, will be
considered an added advantage.

Technical Competencies

¢ Excellent written and verbal proficiency in English and relevant local language(s)

e Strong editing and proofreading skills

o Ability to preserve tone, meaning, and technical terminology

e Familiarity with child rights, development, public health, education, or humanitarian
terminology is desirable

Competencies

e Attention to detail

e Cultural sensitivity

e Ability to work under tight deadlines

e Strong communication and organizational skills
¢ Commitment to accuracy and confidentiality

11. TECHNICAL EVALUATION CRITERIA (WITH WEIGHTS FOR EACH CRITERIA)

The selection of consultants for the LTA will be based on technical evaluation and financial offers in
the ratio of (e.g. 80:20). The criteria for technical evaluation will be as follows:

Criteria
Max
Technical qualifications and experience 10
Language proficiency 10
Quality of previous translation work/sample tests 20
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Understanding of the assignment 20
Sample of translated materials 10
Financial Score 20

The selection of the consultant will be on the basis of technical evaluation &
financial offer in the ratio of xx:xx (e.g. 80:20)
TOTAL 100

After submissions have been received, UNICEF Zambia will agree on a range of rates, based on
market norms and submissions, and adapted to the scale and complexity of work.

12. FINANCIAL PROPOSAL:

Category / Services Rate

Translation from English to any Zambian local language

Translation from any Zambian local language to English

Edit and proofing reading (already written script)

Rates may be structured per:

e Word

e Page

e Minute (audio/video)
e Assignment

Rates shall remain fixed for the duration of the agreement unless otherwise agreed in writing.

The application to be submitted through the online portal should contain separate
attachments:

Candidates are requested to submit the following documents:

Updated CV(s) or company profile

Language proficiency details

Samples of previous translation work

References from previous clients

A financial proposal indicating professional fee as per the above template. Please do not
forget to specify your name in the file while saving. (To be uploaded under other supporting
documents).

uhwWwNE
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Please note that only shortlisted candidates will be contacted.

Without all the above documents your application will be considered incomplete and invalid and
will not be considered further.

* Any attempt to unduly influence UNICEF’s selection process will lead to automatic
disqualification of the applicant.

* Joint applications of two or more individuals are not accepted.

* Please note, UNICEF does not charge any fee during any stage of the process.

* UNICEF is committed to diversity and inclusion and encourages qualified candidates from all
backgrounds including persons living with disabilities to apply.



