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Schedule A: Terms of Reference 
Short Term Consultancy – Communication Specialist
1. Background
The Oceania Customs Organisation (OCO) comprises 24 independent, self-governing territories and Customs jurisdictions across the Pacific. Established in 1986, OCO promotes the effectiveness and efficiency of Customs administrations by supporting the harmonisation and simplification of Customs procedures, trade facilitation, border security, regional cooperation and capacity development.
2. Purpose of the Consultancy
The purpose of this short-term consultancy is to strengthen OCO's external communications and visibility through consistent, accurate and timely messaging. 
The consultant will develop and coordinate communication products, including newsletters, bulletins, media materials, fact sheets, brochures, training resources, digital content and basic graphic layouts, in line with OCO's approved communication priorities and brand.
3. Scope of Work and Key Responsibilities
Under the direct supervision of the Head of Secretariat, and in consultation with relevant OCO staff, the Communication Specialist will undertake the following:
· Communication Strategy and Planning: Support the planning, coordination and effective implementation of the Communication Plan activities and initiatives. 
· Social Media Management: Review, organise and manage OCO's official social media channels, primarily Facebook and LinkedIn; prepare approved content; schedule regular posts; and monitor engagement and performance.
· Content Development: Draft, edit, design and coordinate clear, audience-appropriate content for newsletters, public information materials, campaigns, infographics and other external communication products.
· Website Content Management: Conduct a content and usability review of the OCO website; update approved text and page content; recommend improvements to structure, accessibility and user experience; and coordinate technical changes with the relevant service provider or staff member.
· Media and Executive Support: Draft speeches, media releases, talking points, statements and other public relations materials for the Head of Secretariat, as required
4. Institutional, Reporting and Payment Arrangements
· The consultant will work under the direct supervision of the Head of Secretariat and collaborate with designated OCO staff.
· The consultancy will run from August 2026 to June 2027, for a maximum of two (2) working days per week, subject to OCO's requirements and prior approval.
· The consultant will be paid at the agreed daily rate upon submission and acceptance of the relevant milestone outputs, an invoice, and an approved timesheet. 
· Payment will reflect the actual number of approved days worked and will not exceed the maximum level of effort under these Terms of Reference.
The consultant will submit a brief monthly progress report summarising completed outputs, upcoming activities, approved days worked and communication performance against agreed indicators.
All public-facing content must receive OCO approval before publication. All source files, account credentials and final products developed under the consultancy will be handed over to OCO and will remain on OCO property.
5. Milestone and Payment Schedule
 Payments will be linked to an agreed work plan with the Secretariat and will be disbursed upon satisfactory completion of agreed milestones, deliverables, and reporting requirements.

6. Evaluation and Selection Criteria
Applications will be evaluated against the following criteria. OCO may verify qualifications, experience, references, and submitted portfolio samples.
	Criteria Element
	Evaluation Weight

	Qualifications: A university degree in communications, journalism, public relations, marketing or a related field.
	20%

	Relevant Experience: At least four years demonstrated experience in strategic communications, public relations, content development, editing and digital channel management.
	40%

	Portfolio and Technical Capability: Quality and relevance of submitted writing, newsletter, digital content, website and graphic design samples.
	30%

	Pacific Regional Experience: Demonstrated understanding of Pacific audiences and experience working with regional, governmental or development organisations.
	10%


 
7. Application Requirements
Applicants should submit a brief technical proposal, curriculum vitae, relevant portfolio samples, contact details for two referees, confirmation of availability, and a financial proposal stating the proposed daily rate. Any applicable taxes and reimbursable expenses should be clearly identified.

8. Confidentiality and Professional Conduct
The consultant must maintain the confidentiality of all non-public information received during the assignment, comply with OCO policies and professional standards, and avoid any actual or perceived conflict of interest. Confidentiality obligations will continue after completion of the consultancy.
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