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INTERNATIONAL INSTITUTE FOR DEMOCRACY AND ELECTORAL ASSISTANCE

ANNEX B
TO THE TENDER REFERENCE NR  2021-02-001 

Consultancy Services - IKNOW Politics Network Facilitator
TERMS OF REFERENCE

Background
The International Institute for Democracy and Electoral Assistance — The International Institute for Democracy and Electoral Assistance (International IDEA) is an intergovernmental organization with a mission to advance democracy worldwide, as a universal human aspiration and an enabler of sustainable development, through support to the building, strengthening and safeguarding of democratic political institutions and processes at all levels.
We believe that democracy is a universal human aspiration and an experience that is pursued and lived in different ways around the world. Beyond the basic tenets of citizens’ choice and citizens’ political equality, the critical choices are best made and the quality of democracy is best gauged by those directly concerned: the citizens themselves. We systematically nurture an open and pluralistic understanding of democracy. This is respectful of the national context, and is in line with our non-prescriptive and non-intrusive approach, as well as with the priorities set by national actors.
International IDEA produces, shares and enables the use of comparative knowledge in its key areas of expertise: electoral processes, constitution building processes, political participation and representation, as well as on democracy as it relates to gender and inclusion, conflict sensitivity          and sustainable development.

It has its headquarters in Stockholm, Sweden, and offices in the Africa and West Asia, Asia and the Pacific, Latin America and the Caribbean and Europe regions. International IDEA is a Permanent Observer to the United Nations. 
Context
International IDEA supports the International Knowledge Network of Women in Politics (iKNOW Politics), a joint initiative of International IDEA, UN Women, UNDP, and the Inter-Parliamentary Union. It is a global online platform (www.iknowpolitics.org) designed to increase the participation and effectiveness of women in political life by utilizing a technology enabled forum to share best practices on women's political participation, representation, and leadership. 
Available in Arabic, English, French, and Spanish, the iKNOW Politics website aims to increase the number and effectiveness of women in political life by utilizing a technology enabled forum to provide access to resources, expertise, exchange, and knowledge creation on women's political participation, representation, and leadership. The iKNOW Politics website is visited by more than 200,000 users yearly.  
Objectives of the Assignment
International IDEA seeks the services of a Network Facilitator to further expand and update the iKNOW Politics language platforms in English, Spanish and French, and strengthen its online community through website management and social media activities.    
Scope of Work
The Consultant will contribute to the implementation of the iKNOW Politics 2021 Annual Work Plan through:
Website content management 
· Maintain and populate the news section of the platform with daily updates.
· Expand the knowledge library with new resources on women’s political participation.
· Develop the elections section/timeline with country election information and content on women in elections.
· Identify relevant events and trainings on women’s political participation and promote them to the iKNOW Politics network.
· Translate website content (interviews, texts, articles) from English to Spanish and French. 
· Perform regular quality control on language versions of the website (bugs, incorrect links, quality of pictures, search functions, content organization, etc). 
Strengthening and expanding the iKNOW Politics Network 
· Manage the network, facilitate communication between users and encourage contributions from experts, partners, and collaborators in relevant language platforms.
· Expand the network by reaching out to politicians, international organizations, NGOs, academic institutions, women organizations, youth, indigenous peoples and minority communities. 
· Design, disseminate and moderate online discussions and mobilize users to contribute.
· Manage the process of collecting and disseminating lessons learned on women’s political participation from the discussions generated on the iKNOW Politics portal. 
· Filter and respond to messages, contributions and queries to determine the most relevant information and resources to be shared with the network.
· Respond to users’ requests through active solicitation of expert feedback. 
Supporting the development of knowledge products 
· Conduct research and contribute to online discussion reports and summaries.  
· Conduct interviews and produce videos to showcase good practices on women’s political participation.  
· Support the production and dissemination of iKNOW Politics newsletters.
· Organize, manage, and promote thematic webinars and social media Live events. 
Applying innovative communication approaches via social media platforms
· Maintain and feed the iKNOW Politics social media pages, including Facebook, Twitter, YouTube, and Instagram with daily content.
· Identify relevant online campaigns and collaborate with partners to promote iKNOW Politics. 
· Monitor and report on social key performance indicators such as reach and engagement.
Duration of Assignment and Duty Station 
The assignment is home-based. It is anticipated that the services will commence on 15 October 2021 until 31 December 2021, with a possibility of an extension for further periods based on performance and availability of funds. This consultancy will be a full-time engagement, 5 working days per week, and is home-based.

Qualifications and Experience
Education:
· Advanced university degree (Master's degree or equivalent) in journalism, communications, gender studies, political science, international relations or related fields. 
· A first level of university in combination with at least two years of qualifying experience may be accepted in lieu of the advanced university degree.
Experience:
· At least 2 years of progressively responsible experience in public information, communications, journalism, international relations or related area, preferably in the development field.
· Knowledge of the recent advocacy trends in the advancement of women in politics.
· Experience in women’s participation, representation, and leadership is an advantage.
· Experience working in an international context is an advantage.
Languages: 
· Fluency in oral and written English, Spanish and French is required.
· Knowledge of Arabic is an asset.
Core competencies:
· Will act in accordance with International IDEA’s Core Values: Respect, Integrity and Professionalism.
· Will follow internal procedures to ensure high standards of performance and compliance with Institutional guidelines.
· Will integrate a gender and diversity perspective in all activities.
Functional competencies:
· Excellent oral and written communication in English, Spanish and French (experience in proofreading, strong editing skills, including for an online platform).
· Substantive knowledge of issues on gender equality and political participation.
· Strong website management skills (knowledge of content management systems such as Drupal is an asset).
· Experience in designing knowledge management products and event management (newsletter, online discussions, webinars, and live social media events).
· Sound experience in digital communications and social media content creation. 
· Experience with graphic design (e.g. Photoshop, Illustrator, InDesign, etc) and video production and editing (e.g. Premiere) an advantage.
· Understanding and experience in Search Engine Optimization (SEO) an advantage.
· Results oriented, focused, highly creative, communicative and a team player. 
· Strong networking and organizational skills, and attention to detail. 
· Capacity to work with diverse partners including governments, donors and civil society.
Submission and Evaluation Process as outlined in the Tender Notice.
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