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TERMS OF REFERENCE FOR INDIVIDUAL CONSULTANT - LONG-TERM AGREEMENT  

   

Individual Consultancy Services: Graphic Designers 

  

1. BACKGROUND / RATIONALE  

UNICEF works to promote and protect the rights and wellbeing of every child. Effective 

communication and visibility materials are critical in supporting advocacy, resource mobilization, 

programme awareness, behaviour change communication, and stakeholder engagement.  

 

The onset of digital and social media has led to a marked increase in the use of infographics and 

visual material as a means of conveying and sharing information in a quick, concise and visual 

form. In addition UNICEF Zambia produces a large number of publications and policy briefs, 

which need layout and design support. Zambia Country Office seeks 4-5 graphic designers to be 

on Long Term Agreements (LTAs) to layout and design a variety of materials in support of UNICEF 

programme sections including Education, Health and HIV/AIDS, Social Policy, Child Protection, 

Nutrition, Climate, Water and Sanitation and Social and Behaviors Change.  

 

In line with UNICEF’s brand guidance, the LTA holders will provide creative and high-quality 

design services to various sections on an as-needed basis over a period of 36 months. The 

selected consultants will support the development of visually compelling communication 

products that are aligned with UNICEF’s branding, visual identity, and communication guidelines. 
 

2. PURPOSE OF ASSIGNMENT  

The purpose of this assignment is to engage a skilled Graphic Designer under a Long-Term 

Agreement arrangement to provide professional graphic design services for print, digital, social 

media, branding, advocacy, and visibility materials. 

 

The LTA will allow UNICEF to request services efficiently over the contract period without issuing 

separate procurement processes for each assignment. The LTA holder will be contracted by 

individual programme sections and depending on the needs, the main tasks are likely to include:   
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• Conceive, design and produce visual communication materials, including briefs and short 

reports, that illustrate and enhance communication around UNICEF’s work and issues affecting 

children;  

• Layout and design written documents, in line with corporate brand guidance.  

• Review and select images from UNICEF’s online database, to complement design and layout, 

following UNICEF ethical imagery and caption guidance  

• Develop infographics for programme sections, and key advocacy themes  

• Provide all materials in raw and final files to UNICEF Zambia, through electronic transfer to a 

public drive.    

 

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. 

Under the supervision of the Communication section and/or designated focal point, the Graphic 

Designer will provide creative and technical design support, including but not limited to: 

 

A. Branding and Visual Identity 

• Design and layout of branded communication materials  

• Development of visual identities for campaigns and events  

• Adaptation of global branding materials to local context  

B. Publication and Report Design 

• Annual reports  

• Donor reports  

• Policy briefs  

• Fact sheets  

• Brochures and flyers  

• Newsletters  

• Toolkits and guidelines  

C. Digital and Social Media Content 

• Social media cards and campaigns  

• Infographics  

• Web banners  

• Presentation decks  

• Digital storytelling assets  

D. Advocacy and Visibility Materials 

• Event branding materials  

• Pull-up banners  

• Backdrops  

• Posters  
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• Exhibition materials  

• Promotional materials  

E. Multimedia Support 

• Basic motion graphics  

• Animated social media assets  

• Simple video graphics/titles where required  

F. Production Support 

• Preparation of print-ready artwork  

• Liaison with printers where necessary  

• Quality assurance of final outputs  

 

4. OBJECTIVE(S)  

 

The objective of establishing a Long-Term Arrangement (LTA) is to secure a reliable and cost-effective 

mechanism for the provision of high-quality, creative, and compelling visual communication materials 

that support UNICEF Zambia’s programmatic and operational needs. The LTA will enable timely 

access to professional visual communication services, enhance the visibility of UNICEF’s work and 

results, strengthen engagement with stakeholders and the public, and ensure consistent branding 

and messaging across various communication products and platforms. 

 

• To provide high-quality graphic design and visual communication materials that align with 

UNICEF branding and communication guidelines. 

• To support various UNICEF Zambia sections with creative and impactful visual content for 

advocacy, fundraising, programme implementation, and public awareness initiatives. 

• To ensure timely delivery of visual communication products, including publications, reports, 

infographics, social media content, presentations, and campaign materials. 

• To promote consistency in visual identity and messaging across all UNICEF communication 

channels. 

• To establish a pool of qualified service providers that can efficiently respond to UNICEF 

Zambia’s recurring visual communication requirements. 

• To enhance audience engagement through innovative and compelling visual storytelling that 

highlights UNICEF’s impact for children and communities in Zambia. 

  

5. MAJOR TASKS TO BE ACCOMPLISHED  

  

Responsibilities of the Consultant:  

•  Take High-resolution final artwork files  
• Provide editable source files (Adobe Illustrator, Photoshop, InDesign, etc.)  
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• Print-ready PDFs  
• Optimized digital assets for online use  
• Multiple design concepts where applicable  
• Revised versions based on feedback.  The graphic designer will provide initial concepts for 

approval and incorporate feedback and comments from UNICEF.  

• 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. Any specific costs needed to carry out a job, such as the purchase 
of specific images, must be included in the quotation for any job. 

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

• LTA holder should provide several formats - both medium and high resolution, and original 
data files. 

• The consultant shall not reproduce or distribute materials without prior written approval. 

• 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. 

•  

Responsibilities of UNICEF  

• The drafts and final documents, as well as related data, will be the property of UNICEF after 
completion.  

• “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. 

• 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. 

All deliverables must comply with UNICEF branding and accessibility standards. 
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6. DELIVERABLES  

 

•  To provide high-quality graphic design and visual communication materials that align with 

UNICEF branding and communication guidelines. 

• To support various UNICEF Zambia sections with creative and impactful visual content for 

advocacy, fundraising, programme implementation, and public awareness initiatives. 

• To ensure timely delivery of visual communication products, including publications, reports, 

infographics, social media content, presentations, and campaign materials. 

• To promote consistency in visual identity and messaging across all UNICEF communication 

channels. 

• To establish a pool of qualified service providers that can efficiently respond to UNICEF 

Zambia’s recurring visual communication requirements. 

• To enhance audience engagement through innovative and compelling visual storytelling that 

highlights UNICEF’s impact for children and communities in Zambia. 

  

7. CHILD SAFEGUARDING  

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

      YES          NO         If YES, check all that apply:  

  

 Direct contact role               YES        NO           

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                      YES        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 Safeguarding SharePoint and Child Safeguarding 
FAQs and Updates   

 

 

 

 

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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8. TRAVEL (OPTIONAL):  

  

 

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.  

10. QUALIFICATIONS / SPECIALIZED KNOWLEDGE / EXPERIENCE/ LANGUAGE SKILLS REQUIRED 

(Please use as applicable)  

 

Education 

• Diploma or Degree in Graphic Design, Visual Communication, Fine Arts, Multimedia Design, or 

related field.  

Experience 

• Minimum 5 years of professional experience in graphic design. Professional expertise and 

knowledge in graphic design, prepress and print technology (including quality and 

appropriateness of design) and design for social media 

• Proven experience designing for international organizations, NGOs, development agencies, or 

corporate clients. Experience working on social media campaign content including graphic 

design, messaging and branding 

• Experience in creating animations / animated videos and any related social media assets 

• Strong portfolio demonstrating creative and technical expertise.  

Technical Skills 

Proficiency in: 

• Adobe Creative Suite (Illustrator, InDesign, Photoshop)  

• Canva Pro (desirable)  

• Motion graphics tools (desirable)  

• Microsoft PowerPoint  

• Microsoft Word 

Competencies 

• Creativity and innovation  

• Attention to detail  

• Ability to work under tight deadlines  

• Strong communication skills  

• Ability to interpret briefs accurately  

• Understanding of branding guidelines  
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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  Marks  

Min  Max  

Technical qualifications and experience 5 10 

Quality of portfolio (sample work) 15 20 

Understanding of the assignment 15 20 

Previous experience with similar organizations 15 20 

Financial Score  

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) 

 20 30 

TOTAL   65 100  

  

12. FINANCIAL PROPOSAL: [Financial Proposal template to be used for submission as a separate 

document] 

  

 
category (if applicable)  

Proposed rates in 
USD 

 Folder (A4) with pockets on the inside    

 Four-page brochure    

 Poster A4    

 Simple design and text layout (0-6 pages    

 Design and layout (0 -15 Pages)    

 Design, layout of publication with cover    

 Complex data visuals / infographics    

 Complex document layout with photos/grap    

 Notebook (A5)    

 PowerPoint    

 Social media advert/tiles    

 Back drop Banner    

 Banner design    

 Leaflet design    

 Poster design    

 T-shirts, caps, waist jackets    

 Wall -graphics (in square feet)    
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 Website design    

 Certificate/Invitation card/Greeting Car   

 Publication and Report Design per day   

 Branding and Visual Identity per day   

 Publication and Report Design per day   

 Digital and Social Media Content per day   

 Advocacy and Visibility Materials per day   

 Multimedia Support per day   

 Production Support per day   

 

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

attachments:  

Candidates are requested to submit the following documents: 

a. Expression of interest/motivation letter 

b. Sample of design portfolio and Curriculum Vitae 

c. Quoted fees, as per the jobs listed above. 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). 

 

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.  

 

 

  

______________________________________________________________________________ 

  

 

 


