Terms of Reference

“Website Maintenance and IT Backup Support Consultant”

I. Introduction
The NGO Forum on Cambodia (NGOF)’s mission is to coordinate and equip members, networks of NGOs and other civil society organizations in actively engaging in policy dialogue, debate and advocacy with and for poor and vulnerable people in Cambodia. To ensure its effective advocacy, NGOF has put in service on websites and social media including Facebook page, Twitter, YouTube, and Google Plus, where public could login easily to access information and at the same time absorb key messages that NGO Forum wants to bring out to different people especially the policy maker. 
The NGOF currently maintains two websites (www.cambodiabudge.org, www.ngoforum.org.kh) and two Facebook pages (www.facebook.com/NGOsBudgetVoice, www.facebook.com/ngoforumoncambodia), which aims to provide publicly accessible information on fiscal management and the key areas to influence on the budget are related to the disclose of the key budget information, increase the budget allocation to the primary service delivery unites including education, health and sub-national administrative services and effective used of the budget and other related NGOF work for a wide range of stakeholders. These stakeholders include NGOF donors, membership organization, network members, media, government institutions, youth group, and the public. The website and Facebook contains a host of useful resources, including publications, research and information about the Forum’s events, programmes, members and alliances. 

In May 2017, the www.cambodiabudget.org has 122,363.00 hits and visitors, www.ngoforum.org.kh has 1,347,511.00 hits and visitors, www.facebook.com/ngosbudgetvioce reached to 670 likes, and www.facebook.com/ngoforumoncambodia reached 31,585 likes. However, NGOF’s ambition is bigger. NGOF wants as many as thousands individuals to get our advocacy messages constantly through this new face. Therefore, the upgrading of those websites and Facebook will improve related to accessibility of materials, impact of messages, more effective structure and overall appearance. There are many limitations of the current website, including hosting, layout and presentation, structure of the design, functioning of some modules, slow download times for documents, and the need for Search Engine Optimization. To operate those effectively, NGOF will recruit a specialized IT firm and/or IT specialist to do the maintenance and backup support on technical aspects.
II. Objectives
· To provide the backup support on the Information and Technology (IT) to enhance the visibility of the NGOF professional IT systems and to public.

· To provide a maintenance service to ensure a high level of support at times, and to ensure well function including Website, Facebook, Google plus, Twitter, YouTube, E-mail, Telephone, Computers, and Network & Security support.
III. Expected output:

· IT Assistant of NGOF has capacity to oversight the Information and Technology (IT) to enhance the visibility of the NGO Forum professional IT systems and to public.

· The contents and useful resources including video, publications, analysis report and other related information fiscal management and other NGOF events are on times and up to date hosted in the website at www.cambodiabudget.org and www.ngoforum.orgkh
· IT systems including network and security are on times fixing and well function to NGOF and staffs.

IV. Key activities
By agreement with NGO Forum, website maintenance and IT backup support Consultant will undertake the following tasks to improve the NGOF website and IT systems:
IT Backup Support

· Conducted full day induction and follow mentoring to IT Assistant on the IT system and website maintenance.
· Day to day backup support on the IT issues including software application, joint domain, user account on server, exchange server, user VPN in both computer and phone, email, and CPanel. 

· Ensure regular backup of information files in each computer and protection of IT systems of NGOF with virus free operation
Website Maintenance at www.cambodiabudget.org and www.ngoforumoncambodia.org.kh
· Basic and monthly update the information on website application.
· Design and develop website contents and related application to be attractive and interested.

· Working closely with TI Assistant and unit team on information collective for updating on website and support on posting important event on websites.
· Provide website editing services to make the existing template and all text concise, relevant and user friendly, includes: Identify key elements that should be on the site and ensure they are in best places, source and illustration in appropriate place, apply technology to assist linkage with major search engines.
V. Roles and Line Communication
The consultant shall carry out the Terms of Reference under the direct supervision of DIP Manager and closely coordinate with IT Assistant, Media and Communication Coordinator, and National Budget Monitoring Coordinator.
VI. Qualifications for consultant
· Degree in IT or related subject

· In-depth knowledge in website programming and manage network client-server.
· Minimum three year experience on IT and website in the selected field
· The ability to maintain high-quality work during the assigned period of time/ deadline

· Initiate idea on IT work 

· Strong experience in the usage of computers and office software packages.

· Excellence oral and written communication skills in both Khmer and English

VII. Location
The location of working is to be decided whether at NGOF office or at his/ her workplace.

VIII. Timeframe

These tasks will be commenced simultaneously and will be completed over July – December 2017.
IX. Payment
The payment can be made as monthly basic or lump sum package on the output completed. Specific payment schedule can be discussed at the signing agreement. As obligated, the consultant needs to pay tax for the consultancy fee. The NGOF will withhold tax according to declaration to relevant authorities.
