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TERMS OF REFERENCE
       
Event communication consultant  
CONTRACT MODALITY	Individual Consultancy 
DUTY STATION 	Beijing

DURATION OF CONTRACT  	3 months


Purpose of Assignment
Background 
World Children's Day (WCD) is UNICEF's flagship annual global advocacy moment, bringing together children, young people, partners, supporters and governments to champion children's rights and amplify children's voices orldwide. In parallel, UNICEF80 marks a significant milestone in UNICEF's history, providing a unique opportunity to celebrate eight decades of advancing the rights and well-being of children while inspiring renewed commitment to UNICEF's mission for the future. 
 In China, the theme for WCD 2026 is UNICEF@80. Offline and online activities across the country will be organized in the run-up to the moment and on the day. To support the demand for impactful event and timely content production, UNICEF China’s Communication Section is seeking a consultant. The selected candidate will contribute to the creation of WCD content, event coordination, and media engagement that strengthen visibility, increase audience engagement and support UNICEF China's advocacy and communication objectives for WCD, UNICEF80 and related campaigns and initiatives over the period. 
 Purpose 
 • To support event coordination with partners and vendors on the production of the World Children’s Day flagship event in Beijing. 
• To provide communication support to local partners on the landmark light-up initiative across China and related content production. 
• To create and upload digital and social media content relating to UNICEF@80 and WCD, including a user generated essay solicitation. 
• To adapt global WCD and UNICEF@80 assets into Chinese for website and social media to reach target audiences. 
• To support the development of media packs especially the Chinese-language materials, and the coordination of media participation in the related events and activities.  
• To support other event-related communication during the September to November period.
Scope of Work
Working closely with the Communication team and the office WCD task force, the consultant will contribute throughout the WCD campaign period — from event and content production planning to execution, and evaluation — ensuring high quality outputs that support UNICEF China’s advocacy, communications and audience engagement objectives. The consultant will also coordinate with relevant teams and different vendors, as required, to package and distribute content across digital, broadcast and partner channels. Tasks include, but may not be limited to: 
· Support the production of the WCD offline event in Beijing, which includes coordinating with partners and the event agency, and supporting the delivery of a successful event. 
· Support the production of WCD assets (key visual, hero video etc.), in coordination with designers and video editors, and make sure they are delivered ahead of deadlines. 
· Provide communication support to local partners on landmark light-up across China, collect visual content (photos and video footages), select, upload and share them with the digital team and multimedia producers.
· Support the digital team in managing the essay solicitation and relevant content production, as well as other digital content production, including the social media pack. 
· Adapt global WCD and UNICEF@80 assets into Chinese for website and social media to reach target audiences. 
· Support other event-related communication during the September to November period. 
· To support the media engagements in the WCD and UNICEF@80 activities, including the review of the Chinese translation of the press release, Rep’s speech and other media materials; and the coordination for media participation in the flagship event and other activities. 
· Support regular communication in the WCD task force, including preparing presentations and capturing the next steps following each meeting. 
· Facilitate discussions among parties involved and gather and share feedback in a timely manner. 
· Track key developments of the WCD event and report to the team on the latest on a weekly basis. 
· Help to monitor and evaluate results of the event and the online campaign.

	Work Assignments Overview 
	Deliverables/Outputs 
	Delivery deadline to complete the deliverable 

	Coordination support for World Children’s Day flagship event in Beijing

	1. Regular coordination meetings (minimum biweekly) organized, with key takeaways and next steps captured and shared with UNICEF China and partners from September to November 2026, ensuring alignment across all stakeholders.
1. Run-of-show, venue design and MC script updated and finalized at each key milestone. 
1. Rehearsals organized on 13 Nov, 19 Nov and the morning of 20 Nov with performers and speakers, ensuring readiness and smooth execution on event day.
1. On‑site coordination provided during the flagship event on 20 Nov, ensuring seamless transitions between speeches, performances, video screenings, and interactive activities.
1. Headline performance results and a final presentation submitted on 23 Nov and by 27 Nov respectively, summarizing achievements, challenges, and recommendations for future WCD events.

	27 November 2026

	Support for WCD content production for the event and social media

	· UNICEF@80 photo book design and layout will be finalized by 30 October 2026, with print‑ready files delivered.
· A 2‑minute video, along with 30‑second and 15‑second cutdowns, will be produced, reviewed, and approved by UNICEF China by 10 November 2026. 
· A social media content pack will be developed and submitted by 5 November 2026.
· Content from the user-generated essay solicitation will be produced for social media and the flagship event by 10 Nov 2026.  
· Global WCD and UNICEF@80 content are adapted into Chinese by 20 Nov 2026.
· A post event recap video will be delivered to UNICEF China for dissemination by 25 Nov 2026.
	25 November 2026

	Communication support to local partners on landmark light-up across China

	· Communication-related guidance included in the toolkit and shared with local partners by 15 Sept.
· Key assets for local light-up events are delivered to partners by 30 October.
· Photos and video footage from city light‑ups will be collected, curated, captioned, and shared with UNICEF China’s digital and multimedia teams within one day of receiving the assets, and this process will continue on an ongoing basis throughout the campaign.
· A video summarizing the city light-ups will be produced by 19 Nov for screening at the WCD event, and a more comprehensive version will be completed and distributed on 23 Nov on social media.
	23 November 2026

	Support for media engagement
	· Media pack will be ready for distribution ahead of the WCD event on 20 Nov.
· Coordination with media outlets provided in the run-up to the event and on the day.
	20 November 2026





Payment Schedule:
Payment will be made on submission and acceptance of deliverables. UNICEF reserves the right to withhold payment in case the deliverables submitted are not up to the required standard or in case of delays in submitting the deliverables on the part of the consultant. 

Important Notes
· 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. 
· The selected candidate is solely responsible for ensuring that the health insurance (and visa if applicable) required to perform the duties of the contract are valid for the entire period of the contract. Selected candidates are subject to confirmation of fully-vaccinated status against SARS-CoV-2 (Covid-19) with a World Health Organization (WHO)-endorsed vaccine, which must be met prior to taking up the assignment. It does not apply to consultants who will work remotely and are not expected to work on or visit UNICEF premises, programme delivery locations or directly interact with communities UNICEF works with, nor to travel to perform functions for UNICEF for the duration of their consultancy contracts. 
· UNICEF offers reasonable accommodation for consultants with disabilities. This may include, for example, accessible software, travel assistance for missions or personal attendants. We encourage you to disclose your disability during your application in case you need reasonable accommodation during the selection process and afterwards in your assignment. 


       QUALIFICATIONS / SPECIALIZED KNOWLEDGE / EXPERIENCE/ COMPETENCIES (CORE/TECHNICAL/FUNCTIONAL) / LANGUAGE SKILLS REQUIRED FOR THE ASSIGNMENT  
· Minimum requirements:
· Education: Bachelor`s university degree in Communication, Journalism, Advertising, Marketing, English
· Work Experience: 1 year (internship included) 
· Skills (optional): 
· Strong understanding of event production processes, including run‑of‑show design, venue setup, and live coordination for hybrid and large‑scale events. 
· Proven ability to produce high‑quality multimedia content such as photo books, videos, social media packs. 
· Skilled in translation of press releases, speeches, and social media assets into Chinese, ensuring accuracy and cultural relevance. 
· Experience in stakeholder liaison and coordination, with the capacity to manage multiple partners, vendors, and performers under tight timelines. 
· Strong organizational and project management skills, with the ability to deliver outputs on time and to a high professional standard. 
· Excellent communication skills in both English and Chinese. 
· Language Requirements: Fluency in both English and Chinese
· Desirables: 
· Prior experience working with UNICEF or other United Nations agencies, demonstrating familiarity with UN protocols, branding, and partnership approaches 
· Proven track record in organizing large‑scale offline events, showcasing the ability to manage complex logistics, diverse stakeholders, and high‑profile audiences.
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