General Information
	Consultancy Tittle :                          Copy Editor/Proof-reader, Ethiopia


	Duty Station:
	Home-based

	Type of Contract:
	Individual Contract, Home-based

	Post Level:
	Individual National Consultant

	Languages Required:
	English  

	Starting Date:

	Immediately after signing of contract

	Duration of Contract:
	30 working days (Spread over 45 days)



	

Background


	
UN-Habitat is the United Nations programme working towards a better urban future with a mission of promoting socially and environmentally sustainable human settlements development and the achievement of adequate shelter for all. It is present in Ethiopia since 1998 providing support to sustainable urban development in Ethiopia along global frameworks such as SDG 11, the New Urban Agenda and Ethiopia’s 2nd Growth and Transformation Plan (GTP II),
UN Habitat Ethiopia’s country programme is organized around four pillars: (i) Urban Regional Planning, (ii) Urban Resilience, (iii) Housing and Urban Basic Services, (iv) Urban Monitoring and Research Advocacy. It also considers cross cutting issues such as Awareness Raising - Participatory Approach Capacity Development - Technical Advice - Policy Support. Subsequently, UN-Habitat and the Ministry of Urban Development and Construction (MUDCo) have signed a Memorandum of Understanding which provides the legal framework to implement the Country Programme.
Considering the lack of capacity at local levels to develop Regional Urban Development Spatial Plan, UN-Habitat in collaboration with MUDCo and with a financial support from the Government of Sweden is providing a technical support to regions and cities to develop their respective Regional and urban/metropolitan spatial plans. The aim of this is also to strengthen local capacities by deploying capable urban and regional planners, in the ministry of Urban Development and Construction and selected cities (Addis Ababa, Bahir Dar, Hawassa), sharing international experiences and providing trainings. Consequently, together with the Bahir Dar University, the structure plan of Bahir Dar City was developed by providing technical and on-job capacity development on urban and regional planning exercises.
The purpose of this individual consultancy is to review the technical document prepared and conduct professional language editing and proofreading output.
Document title: Structure Plan of Bahir Dar City: Summary Report (315 pages including maps and pictures in six chapters)


	

Duties and Responsibilities


	Scope of work:
The selected individual is anticipated to have rich background knowledge in urban and related topics and is expected to provide professional publication language editing and proofreading of Bahir Dar City Structure Plan summary report which is a technical document produced for the city. Below are the areas of work:
· Proofreading to ensure flow of the Bahir Dar City Structure Plan Summary Report;
· Research to fill in gaps in the information, restructuring and request rewriting if required;
· Liaise regularly with the Project Coordinator and those responsible in the team to complete assigned tasks towards the completion of the report;
· Forward comments/feedback to Project coordinator on allocated timeframe;
· Incorporate feedbacks from sources while maintaining a consistent writing style and tone;
· Line-by-line copy-editing of text to meet the highest professional editorial standards, ensuring:
1. correct grammar, syntax and punctuation.
2. accuracy and consistency in spelling, capitalization and abbreviations/ acronyms.
3. correct and consistent style of footnotes, endnotes, references and other bibliographic entries;
4. accuracy of all URLs included in the text; Information and data within the document is cross-checked to ensure accuracy and consistency
5. readability and consistency of logic and flow;
6. Texts use consistent and appropriate terminology throughout, and tone is correctly tailored to the audience.
7. clear and concise titles, headings and subheadings;
8. complete and correct front and back covers with necessary graphics and content;
9. proper and standard use and consistency of colours, fonts, heading sizes, line spacing, capitalization, etc.;
10. correct positioning of all graphs/charts, tables and maps, and accuracy of cross references within the text to these elements;
11. correct captions and credits related to photos and illustrations;
· A careful review of final drafts of publications (minimal two rounds of edits) to prepare it for publishing (readability, consistency, visuals/graphics, reference, captions, credits etc.).
· Line-by-line editing and consistent formatting of scripts for printing.
· Provide/add/suggest creative graphic elements, like photographic images, illustrations and/or animations, tables, and graphs to the documents/reports/materials.
· Incorporate comments/feedback from several sources through Project coordinator, while maintaining a consistent style and tone.
· Regularly update the project coordinator of progress made in completing the assignment, including any time delays and issues that may affect publication.

All deliverables will be based on the tasks and responsibilities outlined above. The editor/proof-reader is obligated to work within the required deadlines and be available to the project coordinator for comments and corrections.
Please note that remuneration will be limited to these standard rates. No additional payment will be given for other costs incurred (for example travel, accommodation, materials).

Schedule of payment:
Payment to be made based on completing the assignment against the TOR, which will be assessed and verified by the project coordinator and the country program manager.

	Payment Schedule
	Expected Due Date
	Percentage


	Upon completion and acceptance of the first draft review
	25 days from start of work
	40%

	Upon completion and acceptance of the report ready for publication
	10 to 20 days after feedback on the 1st review from coordinator
	60%

	TOTAL
	
	100%




	

Competencies


	The individual consultant should not have participated in the report preparation, formulation, and/or implementation (including the writing of the draft Report) and should not have conflict of interest with the project/assignment or related activities. 
Functional Competencies:
· Familiarity with the urban and regional planning context in Ethiopia;
· Ability to carry out high-quality research and writing with demonstrated research, analytical and writing abilities; especially ability to write clearly and convincingly, adapting style and content to different audiences.
· Ability to produce high quality inputs and outputs and in a timely manner
· Ability to review the work of others, proven English command
· Effective organizational and administrative skills; and ability to work independently and within a team
· Sound analytical and reporting skills including standardized formatting 
· Excellent writing and communication skills.
Corporate Competencies:
· Promotes the vision, mission, and strategic goals of UN-Habitat;
· Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability;
· Demonstrates integrity by modelling the UN’s values and ethical standards.

	
Required Skills and Experience


	· A Master’s degree in Journalism and Communication, literature or related field with basic knowledge on Urban and Regional Planning
· Fluent oral and written English communication skills and a meticulous eye for detail
· Experience in Microsoft Word formatting.
 
EXPERIENCE:
· Similar experience in review of documents, copy/editing and proofreading technical documents, reports and publishable content 
· Minimum 7 (seven) years of working experience in area of journalism, literature, editorial and/or media communications
· Demonstrated experience in publishing academic and expert documents, communication, writing and editing
· Working knowledge in urban and regional planning is an advantage.
· High level of English command is essential
· Ability to synthesize complex documents into key messages
· Experience in drafting advocacy documents from research studies
· Experience with editing and proofreading UN documents and familiarity with UN editorial manual is an asset
· Qualified women are encouraged to apply.
 
LANGUAGE:
Excellent command of English.
 
Documents to be included when submitting the proposals:
Interested individual applicants must submit the following documents/information to demonstrate their qualifications:
1. Completed Letter of Confirmation of Interest and Availability 
2. Technical Proposal on how your qualifications and experience can lead towards the successful completion of this assignment within the required timeframe. Provide a detailed methodology on how you will approach and conduct the assignment in the given timeframe 
3. Financial Proposal which should take into account various expenses the candidate expect to incur during the contract. Note that due to COVID 19 pandemic, the assignment is to be undertaken as home-based
4. Personal CV including areas of expertise and past experience in similar projects and at least three (3) references.
5. Internet links or pdf attachments to at least three previous work samples that demonstrate the ability of the applicant, stating the purposes of the works for each and whether they were published or not.

Evaluation Criteria for selection of the best offer:
The offers from applicants will be evaluated using the “Combined Scoring method” where the award of the contract will be made to the Individual who has obtained the highest Combined Score and has accepted UNDP’s General Terms and Conditions. Only those applications which are responsive and compliant will be evaluated.
1.    The technical proposal including educational background and experience on similar assignments will be weighted a max. of 70%;
· A Master’s degree, at least five (5) years of professional experience in journalism, legal and scientific writing – 20%
· At least three years of experience in copy/editing and proofreading documents in urban related topics – 20%
· At least three written pieces of published work in a similar assignment preferably in urban topics – 20%
· Proven experience, recognition and letters of excellent performance from previous employees – 10%
2.    The financial proposal will weigh as 30% of the total scoring.



