[image: A yellow blue and white triangle with white text

Description automatically generated][image: A black background with a black square

AI-generated content may be incorrect.]


TERMS OF REFERENCE
Communication Expert to Support NAMA’s Strategic Communication
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Contracting Authority: 	Network of Associations of Local Authorities of South-East Europe
Beneficiary: 			National Association of Municipalities of Albania (NAMA)
Donor: 			Swiss Development Cooperation

[bookmark: _Toc187930069][bookmark: _Toc224029876]1. Background
NALAS is the network of associations of local authorities of South-East Europe. The Network brings together 14 Local Government Associations (LGAs) which represent roughly 9000 local authorities, directly elected by more than 80 million citizens of this region. The NALAS Secretariat, based in Skopje, is responsible for the overall coordination and the implementation of the activities. NALAS was created in 2001 following the first Forum of Cities and Regions of South-East Europe (Skopje, November 2000), organised by the Congress of Local and Regional Authorities of the Council of Europe. The Network was established under the auspices of the Stability Pact for South-Eastern Europe (Working Table 1) and the Council of Europe. During the first years, NALAS functioned as an informal organization with regular meetings, seminars and training programmes. In July 2005 NALAS became an officially registered association with its seat in Strasbourg. The NALAS Secretariat was established in March 2007. 
NALAS promotes the process of decentralization in partnership with its member LGAs and in cooperation with central governments and international organizations, considering local self-government as a key issue in the current process of transition affecting the various countries in South-East Europe. NALAS initiates and carries out regional initiatives for its members and helps LGAs to become viable representatives of local authorities vis-à-vis their central government.  
With the support of the Swiss Development Cooperation (SDC), NALAS is providing strategic, institutional, and operational support to the National Association of Municipalities of Albania (NAMA). This initiative is part of a broader effort to strengthen NAMA’s capacity to effectively represent the collective interests of all Albanian municipalities and to play a more active and influential role in national and international policy processes. Beyond legal and institutional consolidation, a strong communication and outreach function is essential to:
· Build legitimacy and ownership among municipalities
· Position NAMA as the key interlocutor vis-à-vis the Government
· Increase visibility at national and international levels
· Demonstrate achievements and professional standards
Communication is therefore not an auxiliary function. It is a strategic instrument for political consolidation, institutional credibility, and sustainability.
[bookmark: _Toc224029877]2. Objective of the Assignment
The Communication Expert will design and support the implementation of a comprehensive communication and outreach plan for the National Association of Municipalities of Albania (NAMA), ensuring:
· Clear internal communication with member municipalities
· Strong public positioning of NAMA
· Structured media engagement
· Visibility towards government, development partners, and international networks
· Coherent branding and messaging aligned with project objectives
[bookmark: _Toc224029878]3. Scope of Work
The Communication Expert will work in close coordination with NALAS and NAMA. 
The assignment will include the following components:
[bookmark: _Toc222811660][bookmark: _Toc224029879]3.1 Communication Strategy Development
· Conduct rapid communication needs assessment of NAMA
· Develop a Communication and Outreach Plan (2026–2027) aligned with NAMA’s Strategic Plan
· Define key messages for different audiences:
· Member municipalities
· Central government institutions
· International partners (SDC, EU, CoE, CoR, CEMR, donors)
· Media and general public
· Develop communication protocol for politically sensitive issues (defining internal approval procedures, spokespersons roles and coordination mechanisms. 
[bookmark: _Toc222811661][bookmark: _Toc224029880]3.2 Branding and Identity
· Support development of the visual identity of NAMA:
· Templates for official documents
· Presentation materials
· Ensure coherence with SDC visibility requirements
[bookmark: _Toc222811662][bookmark: _Toc224029881]3.3 Digital Communication
· Support further development of NAMA’s website
· Develop content plan (news, policy positions, events, publications)
· Streamline social media presence
[bookmark: _Toc222811663][bookmark: _Toc224029882]3.4 Media and Public Relations
· Build media contact list and engagement plan
· Support organization of public events
· Provide media coaching for NAMA leadership (as needed)
[bookmark: _Toc222811664][bookmark: _Toc224029883]3.5 Visibility Materials and Publications
· Develop visibility products (roll-up banners, brochures, folders, branded materials)
· Support preparation of thematic publications (policy briefs, position papers summaries)
· Ensure professional design and consistent messaging
[bookmark: _Toc222811665][bookmark: _Toc224029884]3.6 Capacity Building
· Train NAMA staff on:
· Basic communication management
· Social media administration
· Writing policy-oriented communication products
· Provide mentoring support during initial operational phase
[bookmark: _Toc224029885]4. Deliverables
The expert will deliver:

1. Inception Note (including workplan and methodology)
2. Communication and Outreach Plan (2026–2027)
3. Branding and Visual Identity Package
4. Website and Social Media Content Plan
5. Press Kit for Local Democracy Forum
6. At least 6 press releases and 10 structured communication products
7. One communication training workshop for NAMA staff
8. Final Assignment Report
All deliverables shall be submitted in English and Albanian (where relevant).
[bookmark: _Toc220878592][bookmark: _Toc224029886]5. Location
The assignment will be carried out in Tirana, through a combination of remote work and missions in municipalities in Albania, as required. Travel and accommodation arrangements will be agreed in advance with NALAS.  
[bookmark: _Toc224029887]6. Duration 
For these assignments are foreseen 30 working days, within 7 months (intermittent engagement) from March to September 2026.
[bookmark: _Toc224029888]7. Reporting and Coordination
The Communication Expert will report to:
· NALAS Project Manager
· NAMA Executive Director (strategic oversight)
· NAMA Project Manager (operational coordination)
Close coordination will be ensured with SDC to ensure consistent communication. Close coordination will also be ensured with the SDC funded ‘Strong Municipalities’ program and other donor-supported initiatives to guarantee message coherence and avoid duplication.
[bookmark: _Toc224029889]8. Required Qualifications
Qualifications and skills:
· University degree in communications, journalism, public relations, political science, or related field
General Work Experience
· At least 8 years of proven relevant work experience. 

Specific Work Experience
· Minimum 7 years of professional experience in strategic & public communication.
· Proven experience working with public institutions, associations, or governance projects on local governance. 
· Experience in politically sensitive environments is an asset.
· Strong writing and editing skills (Albanian and English required).
· Experience with donor-funded projects preferred.
· Knowledge of local governance sector in Albania considered a strong advantage.
[bookmark: _Toc187930077][bookmark: _Toc220878596][bookmark: _Toc224029890]9. Budget and Payment Schedule
The Maximum budget for this fee based contract is €6,000.00 (six thousand euro) (VAT excluded). 
The budget will be agreed based on the total number of working days and the expert’s daily fee, in line with NALAS and SDC rules. Payments will be made based on acceptance of deliverables by NALAS. No accrual costs will be accepted.
Budget allocations may be amended with the approval of NALAS, as per the needs of the project.
[bookmark: _Toc224029891]10. Ethical Considerations
The Communication Expert shall:
· Maintain strict neutrality in politically sensitive matters
· Ensure balanced representation of all municipalities
· Respect confidentiality of internal processes
· Uphold transparency and professional integrity
[bookmark: _Toc220878597][bookmark: _Toc224029892]11. Modification of Terms
NALAS reserves the right to modify the terms of the ToR at any time at its sole discretion to respond to evolving project needs or contextual developments.
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