
 

   

 

TERMS OF REFERENCE FOR INDIVIDUAL CONSULTANTS 
 

Consultancy Title: 
International Visual 

Content and Video Editing 

Consultant 

 

Funding Code (Grant and 
WBS): 
WBS: 
5750/A0/06/001/011/001; 
Grant: Non-Grant PFP (FR# 
9000040805) 

Name of the requesting 
business area & Section: 
Partnerships, Advocacy & 
Comms (PAC) 

Duty Station 
Home-based 
 

Number of Consultants Required (To be filled only if multiple consultants are needed): 
Insert Number 

Purpose of Activity/Assignment: 
 
To support UNICEF Viet Nam's Individual Giving (IG) programme through professional editing of campaign videos and 
development of a coherent visual identity toolkit for static digital fundraising assets. 

Scope of Work: 

• Create a visual identity toolkit to strengthen the visual quality and consistency of UNICEF Viet Nam's 
Individual Giving communications across digital paid media platforms. 

• Develop a clear, practical and editable template system for static paid media assets, aligned with UNICEF 
brand requirements and Individual Giving communication needs. 

• Edit and adapt 6–7 videos for Individual Giving campaigns.  

• Ensure that creative assets are optimized for relevant placements and formats and mobile-first use.  

• Provide UNICEF with practical guidance to enable consistent future use of the static asset templates. 
 

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

☐ YES ☒ NO 
 

 
Direct contact role 
Is this project/assignment considered as “Elevated Risk Role” from a direct contract role perspective?  

☐ YES ☒ NO 
 

If yes, please indicate 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:   

Click here 

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

☐ YES ☒ NO 

If yes, please indicate the number of hours/months of manipulating or transmitting personal-identifiable information 
(e.g. name, national ID, location data, photos) of children: 

Click here 

 
More information is available in the Child Safeguarding SharePoint and Child Safeguarding FAQs and Updates 

 

Included in Annual/Rolling Workplan: 
 

☒ YES ☐ NO 

 
If No, please justify: 
Click here 

  

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/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/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf


 

 

Consultant Sourcing: 
 

☐ National ☒ International ☐ Both 
Note: Please select the option relevant to your consultancy assignment. If selected ‘National’, 
applications from international candidates will not be accepted and vice-versa. 

 
Competitive Selection: 

☒ Advertisement 

Note: for open competitive selection process to publish consultancy on UNICEF TMS portal. 
 
Two weeks is recommended as minimum for advertisement, however, hiring manager may adjust 
based on urgency/context while ensuring transparency and fairness. Please indicate below accordingly: 
 

Advertisement duration in calendar days:  Click here   
 

 

☐ Roster 

By selecting this sourcing type, the signatory of this ToR certifies that the candidates listed below are 
sourced from a valid and approved roster established via a competitive and transparent process, and 
that the ToR falls within the scope of the roster. Listed candidates shall have a full TMS profile. 
In the table below, provide a list of candidates from the roster (who are meeting this ToR 
requirements) to seek financial proposal: 
 

Name of Candidates  Email Address as per Roster 

Click here Click here 

Click here Click here 

Click here Click here 

Click here Click here 

Click here Click here 

Click here Click here to add text or click the + sign to add more 
rows 

 
 

☐ Single Source Selection: (Emergency – Director’s approval) 

Note: As per UNICEF procedure on Consultants (Document Number: PROCEDURE/DHR/2022/007) 
effective 1 December 2022, Single Source Selection is only applicable to countries, regions and subject-
matter areas that have been designated by the Executive Director as being in an "emergency 
situation", as stipulated in CF/EXD/2010-005, Recruitment and Staffing in Emergency Situations, 
paragraph 1.3.  
Single source may also be applied in other circumstances, in accordance with FRR 112.30 (UNICEF 
Financial Regulations and Rules (Annex to E_ICEF_2011_AB_L.8 ) , provided that a clear and justified 
rationale is documented in the NFR based on one of the applicable FRR conditions.  
 

Additional document requirement:   NFR Waiver of Competitive Bidding for Individual 

Contracts (Consultants).docx 
 
 

For Long-Term Agreements (LTA), this ToR template is not to be used. For LTA, 
please use the Work Order template. 
 

Reasons why consultancy cannot be performed by staff: 
This assignment requires specialized creative production capacity, fundraising 
experience and short-term delivery bandwidth that UNICEF Viet Nam does not 
currently have available in-house. 
 

Contract 
Manager:  
Sohini 
Roychowdhury 

Start Date:   
15 September 
2026  

 End Date: 
31December 2026 

https://unicef.sharepoint.com/sites/DHR/HR%20handbook/Forms/AllItems.aspx?q=pdf&id=%2Fsites%2FDHR%2FHR%20handbook%2F%5BUNICEF%20Procedure%5D%20Recruitment%20and%20staffing%20in%20emergency%20situations%2Epdf&parent=%2Fsites%2FDHR%2FHR%20handbook&parentview=7
https://unicef.sharepoint.com/sites/DHR/HR%20handbook/Forms/AllItems.aspx?q=pdf&id=%2Fsites%2FDHR%2FHR%20handbook%2F%5BUNICEF%20Procedure%5D%20Recruitment%20and%20staffing%20in%20emergency%20situations%2Epdf&parent=%2Fsites%2FDHR%2FHR%20handbook&parentview=7
https://unicef.sharepoint.com/sites/DFAM/DocumentLibrary/Forms/AllItems.aspx?id=%2Fsites%2FDFAM%2FDocumentLibrary%2FUNICEF%20Financial%20Regulations%20and%20Rules%20%28Annex%20to%20E%5FICEF%5F2011%5FAB%5FL%2E8%20%29%2Epdf&parent=%2Fsites%2FDFAM%2FDocumentLibrary&isSPOFile=1&xsdata=%3D&sdata=bEVydGp0VWY5UWJsTVhjTDZwVG4vSUxEN205RDFxUGIwSjNaYWNrRzQxND0%3D&ovuser=77410195%2D14e1%2D4fb8%2D904b%2Dab1892023667%2Cababarik%40unicef%2Eorg&OR=Teams%2DHL&CT=1774531735635&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiI0OS8yNjAyMjcwNDIxNSIsIkhhc0ZlZGVyYXRlZFVzZXIiOmZhbHNlfQ%3D%3D
https://unicef.sharepoint.com/sites/DFAM/DocumentLibrary/Forms/AllItems.aspx?id=%2Fsites%2FDFAM%2FDocumentLibrary%2FUNICEF%20Financial%20Regulations%20and%20Rules%20%28Annex%20to%20E%5FICEF%5F2011%5FAB%5FL%2E8%20%29%2Epdf&parent=%2Fsites%2FDFAM%2FDocumentLibrary&isSPOFile=1&xsdata=%3D&sdata=bEVydGp0VWY5UWJsTVhjTDZwVG4vSUxEN205RDFxUGIwSjNaYWNrRzQxND0%3D&ovuser=77410195%2D14e1%2D4fb8%2D904b%2Dab1892023667%2Cababarik%40unicef%2Eorg&OR=Teams%2DHL&CT=1774531735635&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiI0OS8yNjAyMjcwNDIxNSIsIkhhc0ZlZGVyYXRlZFVzZXIiOmZhbHNlfQ%3D%3D
https://unicef.sharepoint.com/:w:/r/sites/DHR/_layouts/15/Doc.aspx?sourcedoc=%7B274165D3-950B-4004-8CC1-0CC024ABBCDD%7D&file=NFR%20Waiver%20of%20Competitive%20Bidding%20for%20Individual%20Contracts%20(Consultants).docx&action=default&mobileredirect=true
https://unicef.sharepoint.com/:w:/r/sites/DHR/_layouts/15/Doc.aspx?sourcedoc=%7B274165D3-950B-4004-8CC1-0CC024ABBCDD%7D&file=NFR%20Waiver%20of%20Competitive%20Bidding%20for%20Individual%20Contracts%20(Consultants).docx&action=default&mobileredirect=true
https://unicef.sharepoint.com/:w:/r/sites/GSSC/_layouts/15/Doc.aspx?sourcedoc=%7B1CC6A26D-533F-4EF0-A4A4-4D650135B742%7D&file=Work%20Order%20Template.doc&action=default&mobileredirect=true


 

   

 

Work Assignment Overview Deliverables/ Outputs (SMART)* Delivery deadline Planned Travel* 
(For travel, please include 
destination, number of trips and 
days. This travel will be shared with 
the applicants to provide lump-sum 
financial proposal) 

 

Exact date to 
complete* the 
deliverable 

 

Deliverable 1: Creative development 
and workplan: 
Following UNICEF’s briefing and 
review of available materials, the 
agency will develop a concise 
creative development and workplan 
to guide the assignment.   
 

One creative development and 
workplan document, submitted in 
Word or PowerPoint format, including: 
- Summary of UNICEF Viet Nam 
Individual Giving objectives, target 
audiences, market context, available 
source materials and priority content 
needs; 
- Proposed creative direction and 
rationale for the visual identity toolkit 
and video edits; 
- Proposed structure of the editable 
static asset template system, including 
planned template categories and 
formats; 
- Proposed video editing approach, 
including treatment of 
scripts/storylines, captions/subtitles, 
branding, calls to action and format 
adaptations; 
- Detailed assignment timeline, review 
milestones, feedback process and 
UNICEF inputs required. 
 

23 September 2026    

Deliverable 2: Individual Giving 
visual identity toolkit and editable 
static template system: 
Develop and deliver a practical visual 
identity toolkit and editable template 

One Individual Giving visual identity 
toolkit and editable static asset 
template system, consisting of: 
- One visual identity toolkit document 
covering colour, typography, imagery, 

31 December 2026    



 

 

system to guide future development 
of static paid media assets for 
UNICEF Viet Nam’s Individual Giving 
communications.  
This deliverable is intended to 
establish the creative foundation and 
reusable templates for future 
content development. It does not 
require the agency to produce final 
static campaign assets. 
 

graphic treatment, layout, headline 
treatment, copy hierarchy, call-to-
action treatment and examples of 
correct application for static paid 
media assets; 
- One editable static asset template 
system covering the agreed priority 
paid media formats and placements, 
to be confirmed with UNICEF during 
Deliverable 1; 
- Template guidance showing how 
UNICEF can adapt the templates for 
different campaign messages, donor 
asks, audiences and creative testing 
needs; 
- Practical usage notes to support 
consistent application by UNICEF and 
future suppliers. 
 
The template system should include a 
minimum of 10 editable templates 
across 5-6 agreed formats/ placements 

Deliverable 3: Individual Giving 
video editing and adaptation 
 

6–7 edited and adapted Individual 
Giving campaign videos, based on 
source materials provided by UNICEF, 
including for each approved video 
where applicable: 
- Script or storyline refinement; 
- Final edited video master; 
- Vietnamese and/or English 
subtitles/captions as agreed with 
UNICEF; 
- UNICEF branding and call-to-action 
integration; 

31 December 2026    



 

   

 

- Digital-first optimization for agreed 
platforms, placements and aspect 
ratios; 
- Agreed platform/format adaptations 
for each final video. 
 
Final list of videos, platform formats, 
aspect ratios and language 
requirements to be confirmed in the 
Deliverable 1 workplan. 

Deliverable 4: Final handover 
package and source files. 
At the end of the assignment, the 
agency shall provide UNICEF with a 
complete and well-organized 
handover package to support future 
use and adaptation. 

One final handover package submitted 
in an organized folder structure, 
including: 
- Final approved visual identity toolkit; 
- Editable static asset templates and 
related source files; 
- Final edited video masters and 
agreed platform/format versions; 
- Video project/source files, where 
applicable and agreed; 
- File inventory, naming structure and 
practical notes for future use by 
UNICEF and future suppliers. 
 
Files must be organized by asset type, 
campaign/video, format and 
final/source version, with a complete 
file inventory. 

31 December 2026    

      

      Click here 
 

 
• Add more line to the table as needed 

• Costs indicated are estimated. Final rate shall follow the “best value for money” principle, i.e., achieving the desired outcome at the lowest possible fee. Consultants will be asked to stipulate all-inclusive fees, 
including lump sum travel and subsistence costs, as applicable. 



 

 

• Payment of professional fees will be based on submission of agreed 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. 

• In case of unplanned travel, register it in a separate deliverable line and reserve funds for potential future travel needs. Such travel will be reimbursed based on actual travel receipts. (This information is not 
shared with applicants for financial bidding.) 

• Marked (*) information will be part of the financial proposal shared with the consultant. 

• Marked (**) information will not be shared with the consultant. 



 

   

 

 

Minimum Qualifications required*: 
 

☒ Bachelors ☐ Masters ☐PhD ☐ Other 

 
Enter Disciplines:  
Communication, Marketing, Graphic Design, 
Multimedia Production, Visual Communication, Digital 
Media, or another relevant field. 
 
 
 
*Minimum requirements to consider candidates for competitive 
process. 

Years of Experience/ Knowledge/Expertise/Skills required*: 
 

Work Experience: 
Minimum  7 years 
 
Language Requirements: 
English 
 
Knowledge/Expertise/Skills: 
- Demonstrated experience in developing digital campaign 
creative assets, preferably for NGOs, international organizations, 
social-impact organizations, or consumer-facing campaigns. 
 - Strong portfolio demonstrating static digital creative 
development and visual identity systems. 
 Demonstrated expertise in video editing and digital-first 
storytelling, including short-form video. 
- Strong understanding of digital and social media formats, 
including mobile-first and platform-specific creative 
requirements. 
- Demonstrated ability to work within established corporate 
brand guidelines while developing creative and engaging 
executions. 
- Strong project management capacity and ability to deliver 
multiple creative assets within a short timeframe. 
- Strong attention to detail and ability to respond quickly to 
consolidated client feedback. 
 
Desirables: 
Experience working with UNICEF, UN agencies, international 
NGOs, or other organizations with strong safeguarding and 
ethical communications requirements is an asset. 
 
*Listed requirements will be used for technical evaluation in the competitive 
process. 
 

 

Evaluation Criteria (This will be used for the Selection Report (for clarification see Guidance) 

A) Technical Evaluation (e.g. 75 points) 
 
Technical Evaluation Criteria: 

1. Relevant education - 5 points 

2. Relevant experience in digital campaign creative 
production –10 points 

3. Portfolio quality: static digital assets and visual 
identity systems – 15 points 

4. Video editing and digital-first storytelling 
expertise – 15 points 

5. Understanding of digital and social media format 
– 10 points 

6. Brand, safeguarding, and ethical 
communications fit – 10 points 

7. Project management and responsiveness — 10 
points 

Click here 
Qualifying score in technical evaluation is 52.5 out of 

B) Financial Proposal (e.g. of 25 points) 
 
Applicants must submit an all-inclusive lump-sum financial 
proposal in USD for completion of all deliverables. No travel is 
anticipated. Financial proposals will be evaluated only for 
candidates who pass the technical evaluation. The lowest-priced 
technically qualified proposal will receive 25 points; other 
proposals will be scored proportionally using the formula: lowest 
financial proposal / candidate’s financial proposal × 25. 
 

https://unicef.sharepoint.com/:x:/r/sites/DFAM-CSC/_layouts/15/Doc.aspx?sourcedoc=%7B7B73252C-EAF9-4279-B3CA-F8154BA0D4E9%7D&file=Selection%20Report%20Template.xlsx&action=default&mobileredirect=true
https://unicef.sharepoint.com/:w:/r/sites/DHR/_layouts/15/Doc.aspx?sourcedoc=%7BB3E3517A-8BBF-4368-90FE-7DBCD31544EA%7D&file=Guidance%20on%20Completing%20the%20Selection%20Matrix%20for%20Consultants%20and%20Individual%20Contractors.docx&action=default&mobileredirect=true


 

 

75 points. 
 
Technical proposal requirement (if applicable): 
Applicants are required to submit the following 
documents: 
- Updated CV highlighting relevant experience in 
digital campaign creative production, visual 
identity/template systems, and video editing; 
- Relevant portfolio samples covering static digital 
assets, visual identity/template systems, and video 
editing. 
 

 
Working arrangement: 

☒ Remote  ☐ Office Based 
 

 
UNICEF email address required: 

☒ YES ☐ NO 
 

 
 
 
 
: Click here 

: Click here 

: Click here 

 

 
 
 
 

 Click here 

: Click here 

: Click here 

 

 
 
 
Text to be added to all ToRs: 
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 visa (applicable) and health insurance 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 

https://www.unicef.org/careers/unicef-provides-reasonable-accommodation-job-candidates-and-personnel-disabilities


 

   

 

disability during your application in case you need reasonable accommodation during the selection process and 
afterwards in your assignment. 
 


