Financial Sector Deepening Trust

FSDT SOCIAL MEDIA COORDINATOR

TERMS OF REFERENCE

1. INTRODUCTION

The Financial Sector Deepening Trust (FSDT) was incorporated in Tanzania on 1st
July 2004. The FSDT’s overall aim is to make a contribution to All Tanzanians to
(derive value) from regular use of financial services which are delivered with
dignity and fairness. Among its secondary objectives are:

* Advocating for an improved policy, institutional, legal and regulatory
framework at national and sub-national levels of financial services

* Promoting more relevant market infrastructure and ways to reduce transaction
costs between FSPs and potential clients

* Stimulating improved access to financial products and services that respond to
the needs of MSMEs

* Stimulating improved access to financial products and services that respond to
the needs of households and individuals

2. OBJECTIVES OF THE ASSIGNMENT

FSDT seek to commission a consultant to provide social media coordination services
to the FSDT. The consultant will establish the organization’s presence on the
following social media platforms:

1. Facebook
2. Twitter
3. Instagram
4. YouTube
5. Blogs

We are looking for a talented social media coordinator to create and maintain a
strong online presence for our organization. Your role is to implement online
dissemination and engagement strategies through social media accounts.

If you are a tech-savvy professional with an interest in communicating with
stakeholders through online channels, we would like to meet you. As a social media
coordinator, you will develop original content and suggest creative ways to share
findings, facts, infographics, etc. to stakeholders to promote the use of insights and
data to attract more customers and promote our brand. Ultimately, you should be
able to increase web traffic and customer engagement metrics aligned with broader
marketing strategies.
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3.

SCOPE OF WORK AND LENGTH OF ASSIGNMENT

SPECIFIC RESPONSIBILITIES

Regular engagement per week
I
ii.
1ii.
1v.
V.
Vi.

Eight (8) Facebook posts

Ten (10) twitter tweets

Eight (8) Instagram posts

Post all available blogs from writer

Post corresponding and appropriate niche videos on YouTube
Stakeholder interactions in all of the social media channels

SPECIFIC REQUESTS

a.

b.

k.

4.

Researching audience preferences and discover current trends in receiving
information on social media networks

Creating engaging text, working with graphics designer and videographer to
create visuals that go along with the text.

Working with graphic designers and videographer to design posts that
sustain readers’ curiosity and create buzz around FSDT initiatives.

Engaging with stakeholders on social media, and monitoring this
engagement.

Measure traffic and monitor SEO

Stay up-to-date with changes in all social platforms ensuring maximum
effectiveness

Facilitate online conversations with stakeholders and respond to queries
Report on online reviews and feedback from stakeholders and other followers
and readers

Develop an optimal posting schedule, considering web traffic and customer
engagement metrics

Oversee social media accounts’ layout

Suggest new ways to attract prospective, like promotions and competitions

CONDUCT OF THE WORK

The consultant will report to FSDT Communications Advisor. The Communications

Advisor will provide Staff time and relevant project content that the consultant will

need to generate social media posts.

5.

DELIVERABLES FROM THE ASSIGNMENT

* Social media content, artwork and infographics.

* Strategic social media engagement plan per week (s) of engagement-a
weekly plan of how the content will be distributed strategically on social
media channels. The coordinator should advice when to post in English or
Swahili to optimize post effectiveness.

* Analytics and planning

o Monthly Google Analytics Report for FSDT website
o Monthly Facebook status, likes and traffic
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o Monthly YouTube analytics and views
o Monthly Twitter posts, engagement and impressions
o Weekly editorial calendar outlining the following week’s content
* Advise FSDT on tweaks and amends to be made to social media plan to
reach more intended stakeholders
* The consultant will meet with Communications Advisor at the conclusion
of every 30-day period (in person, by phone, or online) to discuss the
progress and discuss strategy for the month ahead.

6. TIMETABLE

The duration period of this work is twelve months; the expected start date will
depend on the duration of contract signing. It is however anticipated to start by
October 2018 and close by September 2019.

7. PAYMENT SCHEDULES

This will be a reimbursable fee paid monthly in arrears against a time sheet.

The FSDT will be reimbursing all agreed travel and other expenses upon submission
of relevant receipts within ten days of approval of invoices submitted by the
consultant.

8. PROFILE OF THE CONSULTANTS

The social media coordinator will be a native English and Swabhili speaker, and have
experience with research and mass communication.

The selected social media coordinator will have proven experience being part of a
bigger team organizing a dissemination process in Tanzania. She/he should be
accustomed to working virtually using a number of online applications to guarantee
smooth collaboration with a number of agents.

9. PROPOSALS—-FORMAT AND SCOPE

Bidders should submit separate technical and financial proposals. These may
be submitted electronically or in hard copy, although FSDT would prefer soft
copies. The deadline for submissions remains the same regardless of the
format used. Any proposal submitted after the deadline will not be
considered.

Bids should be delivered to the following email or physical addresses:

Procurement Manager,

The Financial Sector Deepening Trust,
2nd Floor De Ocean Plaza,

Plot 400 Toure Drive,

P.O. Box 1559 Oyster Bay,
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Dar es Salaam, Tanzania
+255 222 602 873/5/6
procurement@fsdt.or.tz

Where bidders submit proposals in hard copy, FSDT requests that they also
submit an electronic copy within 24 hours of the deadline set out in section
Error! Reference source not found..

9.1 TECHNICAL

The technical proposal should be no longer than five pages, excluding any
appendices. The technical proposal should set out the tasks described in this ToR. It
should include a work plan showing the proposed schedule of activities and timing
of deliverables. The approach should also indicate how the social media coordinator
will work with the head of research, the communications advisor and other relevant
FSDT team members, and other dissemination agents. Relevant experience of the
social media coordinator should be summarized in the main body of the proposal.
Finally, the technical proposal must demonstrate familiarity with similar
assignments.

9.2 FINANCIAL

This will be a reimbursable fee contract up to a maximum financial limit. Financial
proposals should be quoted in Tanzanian Shillings. The FSDT requires a detailed
and transparent budget breakdown in which all line items are clearly specified.

Financial proposals should be set out in the following format:

Phases Rate (TZS) | Total
(TZS)

Daily Fees

Total Fees

Other expenses (if any)

Total Cost

Financial proposals should be in TZS and must be submitted separately from the
technical proposal, whether electronically or in hard copy.

Daily rates for hotels and subsistence are fixed by FSDT policies. The FSDT’s daily
subsistence rates for Dar es Salaam and other parts of Tanzania are shown in
Appendix A.

The actual time spent on field trips should be included in the person-days, but the
location and therefore the final expense budget will be agreed with FSDT before the
start of field work. Nonetheless, consultant is required to put in expenses based on
the estimated time spent on field trips and the detailed unit costs shown on
Appendix A.
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Financial proposals should be denominated in TZS. This consultancy will be subject
to local taxes. It is the sole responsibility of the Consultant to meet all the tax
liabilities arising out of this assignment. Financial proposals will be evaluated on a
basis net of any local taxes.

10. EVALUATION AND SELECTION

10.1 METHOD USED

Overall, the preferred bidder will be selected on the basis of presenting the
most economically advantageous tender. This means that bidders will be
evaluated on a combination of technical and financial criteria. In this case the
ratio between technical and financial scores will be 80/20.

The technical component of each proposal will be scored first using a grid that
assesses a number of key attributes. This is set out below.

Technical Proposals Scoring Grid

Criteria Sub- Max. score for
criteria | each criteria

score

Understanding of these ToRs, objectives and 25%
soundness of the proposal

* Addressing the challenges and all tasks 25%
mentioned in the scope of work, including any
comments on these ToR.

Professional competence and experience 75%

»  Relevant professional qualifications in 10%
strategic digital media

» 3 years minimum experience in social media | 25%
campaigns in Tanzania for organizations
similar to FSDT

. Show innovation and creativity in content 20%
generation and sharing (portfolio)

»  Experience in working in multimedia teams | 20%

Total 100%

To be considered further, a minimum total technical score of 70/100 is
required. Only financial proposals from bidders scoring at least that level will
then be evaluated.

The total financial cost in US$ will be weighted according to the formula:
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11.

+ (Lowest total financial cost/ Bidder’s total financial cost) x 0.2
« Total technical marks weighted by a factor of 0.8.

The weighted technical and financial scores for each proposal that passes the
minimum technical threshold will then be added to produce a total score. The
preferred bidder will be the one producing the highest total combined score.

Scoring will be carried out by a panel comprising of a representative of the
Finance Manager (FM - Deloitte) and the FSDT Communications Advisor.

All bidders will be informed of the combined weighted scores for all
proposals that pass the minimum technical threshold. The FSDT will also
separately inform the bidder of any proposal that fails to meet this threshold.

Any queries relating to this ToR should be submitted in writing to FSDT
under the following address:

Procurement Manager,

The Financial Sector Deepening Trust,

2nd Floor De Ocean Plaza,

Plot 400 Toure Drive,

P.O. Box 1559 Oyster Bay, Dar es Salaam, Tanzania
+255 222 602 873/5/6

procurement(@fsdt.or.tz

These questions and the answers will be shared with all short listed
candidates. The deadline for any queries is 2 days before the proposal
submission deadline date.

The social media coordinator is particularly encouraged to access FSDT
materials published on www.fsdt.or.tz/publications

SUBMISSION DETAILS

The deadline for submitting proposals is 1600 Tanzanian time on Thursday
4th October 2018. Submissions after this time will not be considered. Bids
must be submitted electronically.

Bids sent electronically but failing to arrive by the deadline will require proof
of date and time sent to be considered. However, in the case of any
uncertainty about the date and time of dispatch of a bid, the decision of FSDT
will be final. Bids should be delivered to the following addresses:

Procurement Manager,
The Financial Sector Deepening Trust,
2nd Floor De Ocean Plaza,
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Plot 400 Toure Drive,

P.O. Box 1559 Oyster Bay, Dar es Salaam, Tanzania
+255 222 602 873/5/6

procurement(@fsdt.or.tz

12. OTHER MATTERS

12.1 CONFIDENTIALITY

All information contained in the terms of reference and attachments is
provided on a strictly confidential basis solely for the use of Tenderers in
connection with a competition for the supply of services for the above
contract. It is a condition of this competition that Tenderers (and any sub-
contractors) shall:

* take all reasonable measures to protect this confidentiality and avoid the
unauthorized use, disclosure, publication, or dissemination of confidential
information;

* not use this information other than for the purposes of preparation of a
tender, and shall disclose it only to officers, directors, or employees on a
specific need to know basis; and

* not disclose, publish or otherwise reveal any of the information contained
herein except with the specific prior written authorization of FSDT.

12.2 CONFLICT OF INTEREST

Tenderers (and any sub-contractors) must disclose in their tender details of
any circumstances, including personal, financial and business activities that
will, or might, give rise to a conflict of interest, if they were awarded this
contract. Where Tenderers identify any potential conflicts they should state
how they intend to avoid such conflicts. FSDT reserves the right to reject any
tender which, in its opinion, gives rise, or could potentially give rise to, a
conflict of interest.

13 TAXATION MATTERS

The Consultants will be responsible to pay withholding tax and all other
tax liabilities as per Tanzanian Tax laws. Any such tax amounts shall be the
responsibility of the consultant.
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APPENDIX A - FSDT LOCAL HOTEL & PER DIEM RATES

New Hotel Rates Meal New Zone
S/N | City (TZS) Allowances
1 | Dar es Salaam 450,000.00 50,000 A
2 | Arusha 337,500.00 50,000 B
3 | Zanzibar 337,500.00 50,000
4 | Bagamoyo 270,000.00 50,000 C
5 | Mwanza 225,000.00 50,000
6 | Dodoma 225,000.00 50,000 D
7 | Geita 225,000.00 50,000
8 | Kahama 225,000.00 50,000
9 | Mtwara 180,000.00 50,000
10 | Tanga 180,000.00 50,000
11 | Mbeya 180,000.00 50,000
12 | Kigoma 180,000.00 50,000
13 | Iringa 180,000.00 50,000
14 | Moshi 180,000.00 50,000
15 | Morogoro 180,000.00 50,000
16 | Lindi 180,000.00 50,000 E
17 | Bukoba 180,000.00 50,000
18 | Singida 180,000.00 50,000
19 | Shinyanga 180,000.00 50,000
20 | Musoma 180,000.00 50,000
21 | Bariadi 180,000.00 50,000
22 | Songea 180,000.00 50,000
All other
23 | Regions 180,000.00 50,000




