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Terms of Reference
Producing Quarterly Newsletters
Work Plan Activity Code: O2010al
Sub-Recipient: Center for Disease Control, Ministry of Health

Main task:

Sending out a quarterly periodical newsletter to those involved in the fight against HIV/AIDS from
policymakers to health workers to governmental and non-governmental organizations is a preferred
method for information dissemination.

To raise the awareness of the target population mentioned above, UNDP Iran, the Principal
Recipient of the Global Fund project is going to recruit qualified consultant who will closely work
with CDC and MOHME to prepare a monthly or quarterly periodical newsletter.

Time and Period:

The consultant is expected to deliver the work on a quarterly basis in one year after beginning of the
contract.

L ocation:

The consultant shall work at his/her location of choice providing availability of smooth
communication ways. The consultant will not be located in CDC.

Direct Supervision:

Under the direct supervision of General Director of Center for Disease Control / GFATM-Iran
HIV/AIDS National Project Director (NPD).

Detailed Responsibilities:

1. Seek out worthy news both domestic from medical science universities and foreign through
searching the internet for up-to-date events and information related to HIVV/AIDS programs
and events and prepares interviews according to CDC’s recommendation.

2. Present and discuss the general headings that are going to be included in each issue of the
newsletters within CDC 2 weeks before publishing.

3. Organize the contents and the preliminary design of each issue of the newsletter.

4. Edit and prepare the final document for printing.
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5. Present the typed document in the printable format prior to publication.
6. Provide a final report approved by the NDP.

Output/Deliverables:

Newsletter/News for journals:

The consultant is expected to produce 4 quarterly periodical issues (12-16 pages) in two section of
internal and foreign news in the time period of the consultancy contract. Quarterly periodical
newsletters (each covering all essential related events of the last 3 months) should be prepared in
time for publication with CDC’s agreement. The newsletter shall have the following features:

e Present news from universities regarding their activities related to HIVV/AIDS.

e Present international news of innovative programs, global breakthroughs, etc.

e Introduce programs and activities of National Committees on HIV/AIDS, governmental and
non-governmental organizations, and GFATM project.

¢ Include news reports of relevant conferences, workshops, etc.

¢ Introduce pertinent book, websites, Voluntary Counseling and Testing (VCT) centers, NGOs,
etc.

e Present successful national and international programs.

Qualifications, Experience and other Requirements:

Previous Experience:
e Experience in working with journal/newspapers particularly in making reportage.
e Experience in producing newsletters is an advantage.
e Experience in working with newspapers/journals in reporting news or collating health
related articles esp. HIVV/AIDS.
e Previous experience with CDC and/or MOHME is a plus.

Academic Background:
e At least BS/BA in journalism or social science,

e Certificate in reporting making is a plus.

Others:
e Ability to obtain reports related to HIV/AIDS from Universities of Medical Science.

e Knowledge of how to priorities and multi-task is essential,
e Good command of English,
e Good knowledge of internet searching,
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e Keen interest in HIV/AIDS issues and aware of the HIVV/AIDS activities and developments
in Iran,

e Good command of MS-WORD.

e Knowledge of and experience in cooperation with National HIV/AIDS Program is an
advantage.

Verification:

UNDP will require verification and approval of NPD on the deliverable(s) before processing
remuneration.

Others:

e If required, CDC will provide the consultant with all the existing documents and resources
related to this activity.

e All data gathered and produced under this contract and all deliverables of this contract are to
be considered of propriety nature and the use, copy, publication and distribution of the entire
or any portion of which, without the expressed written consent of CDC is strictly forbidden
and may entail legal consequences.
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