
  

  

Terms of Reference for Consultant Videographer/Cinematographer 

  
Organization 

 
SOS Children’s Villages Liberia 

  
Project SPO LAB (Sponsorship Digitalization) 

  
Position Type  Consultancy 

  
Duration   6 months 

  
Reporting to  National Director 

  
Working with  National Sponsorship Coordinator/FDC Manger 

Starting date  July 1, 2022 

Ending date 
  
 

 November 31, 2022 

 

1. Background and rationale for consultancy 

SOS Children’s Villages in Liberia is the umbrella organisation for the global federation of SOS 
International. As a non-governmental social development organisation we support children 
without parental care and families in difficult living conditions through services in care, education, 
health and emergency relief, and we advocate for the rights of children and young people in 
alliance with a great diversity of partners and donors.  

In SOS Children’s Villages in Liberia, we believe that investing in innovation and products’ 
development is not only the right thing to do; it is the smart thing to do. SOS Liberia - Back-End 
Implementation is a global project whose objective is to digitize the servicing cycle both 
International and Local sponsorships products. The project plans to work with a 
videographer/cinematographer in supporting the Fund Development and Commutations Team 
(FDC) produce photo and video contents. Those contents will be communication tools that the 
FDC Department will use to effectively communicate the organisation’s goal and children’s 
achievements with its stakeholders. 

2. Objective 

The overall objective of this consultancy is to support the production of media materials including 
short videos and high-resolution photographs that can be used in various sponsorship 
communications and fundraising platforms. 

The Project is therefore seeking the services of a videographer/cinematographer with requisite 
expertise and experience to assist the sponsorship team in SOS country offices and Children 
Villages into developing video contents and produce pictures that capture and tell the story of 
SOS children in 3 mains areas: 

Content themes:  



- Caring relationships 
- Connection with community correlation  
- Sharing in personal growth 

With guidance from the Fund Development Team, the consultant videographer/cinematographer 
will: 

A. Develop a comprehensive plan of action for supporting the team producing the first wave 

of contents by end of July 2022. The plan of action shall take into consideration all WHO 

and national health protocols in line SOS CV SOP for the execution of activities. 

B. Help country in developing video concepts and scenarios. 

C. Work with sponsorship and communication counterparts in country and support quality 

control of all digital assets produced by FDC team; Ensure they complete projects exactly 

as specified. This may also include correcting all grammar, punctuation, spelling and other 

errors (in captions or texts) within copy. 

D. Suggest revisions to existing creatives; work with SOS Children’s Villages in Liberia on 

new designs, ensuring they meet SOS brand guidelines and standards. 

E. Ensure functionality of videos with test versioning for desktops, mobiles and tablets before 

system upload. 

F. Provide a final report detailing the process, challenges and prospects with regards to the 

videos and photos produced by 15 November 2022. 

 

3. Deliverables 

The following outputs will be expected: 

A. Pre-content production process: (July-October 2022) 
 
- A briefing note highlighting preparative work to be undertaken by SOS Children’s 

Villages in Liberia with regards to photos and videos shooting ahead of production. 
- Refresher training for seven social workers, 1 hour daily outlining the process to 

be utilized in the production and timelines. 
- Participate in sponsorship Lab (SPO Lab) workshop with young people. 

 

B. Videography 
 
- Film and edit mini videos for village diaries in HD 
- Film and edit mini videos for child diaries in HD. 

Requirement: 
(The village video should fit a specified theme, Connection with Community, 2 
videos 30-seconds max height = 720). 
(Child video theme, Connection with Community, 1 video 30-seconds max height 
720). 

 

C. Photography 
 
- Taking and editing photographs and creating child and village diaries in HD. 

Requirement:  
Six photos per child/young person with (high resolution) 1800x1200. 

- Two photos must be child-specific: One Caring relationship and one Connection 
with Community but the specific child should be unidentifiable, 

- Two group or community photos. 



- Two photos on sharing in personal growth. 
 

D. Reports 

A final detailed report on the gaps, challenges, opportunities and recommendations on future 
contents production process plus any other relevant information. 

4. Timeframe 

The consultant will work with the Sponsorship Coordinator and team members along with social 
workers and will engage the partners in the field after prior communication and discussions with 
the concerned. Follow up sessions for filming and video editing will be conducted as appropriate 
in line with SOS CV SOP for COVID-19. The consultant will develop shooting schedule in 
consultation with the FDC Manager/National Sponsorship Coordinator. The consultancy should 
last for the period of six-month beginning July 2022 to 31 November 2022. 

5. Payment  

Payments will be made on the following implementations.    

- First installment shall be made after signing of contract, delivery of briefing note 

work plan. (25% of payment) 

Samples of videos and photographs (Twelve (12) photographs considering each 

of the themes. Distributed evenly, child and village.  2 videos, one village and child 

video)   

- Second installment should be made after the production of 95% videos and 

photographs for both villages including Buchanan and 1st draft of the report by 

August 2022. 50% of payment shall be made after submission of mid-term report. 

- Third and final installment should be made after final editing and delivery of photos 

and videos for both villages at 100% and training of Sponsorship team and four 

social workers in videography/cinematography. The final 25% of payment will be 

made by 31 November 2022. 

 

6. Qualifications 
 

- Diploma in journalism 
- Diploma in Digital video editing and production 
- Three years of experience in videography /cinematography; 
- Outstanding photography skills; 
- Exceptional videography skills; 
- Good command of English both written and spoken. 
- Past experience working with not-for-profit and developmental agencies will be an 

added advantage; 
- Proven ability to work in multicultural environment. 

 

 

7. Copyright and Intellectual Property Rights 

In consideration of the fees paid, the consultant cannot claim any copyright arising from the 
works he/she reviewed or edited while executing this contract. All videos and images reviewed 
and or improved by the consultant must be made available upon request at any time. The 
consultant may not use, reproduce or otherwise disseminate or authorize others to use, 



reproduce or disseminate such works without prior consent from the SOS Children’s Village 
National Office in Matadi, Sinkor, Monrovia Liberia.  

 
8. Child Protection  

All data and information received from SOS Children’s Villages in Liberia for the purpose of this 
consultancy are to be treated confidentially and are only to be used in connection with the 
execution of these Terms of Reference. All intellectual property right arising from the execution of 
these Terms of Reference are assigned to SOS Liberia. The content of writing materials obtained 
and used in this assignment may not be disclosed to any third parties without the expressed 
advanced written Authorization of SOS Liberia. 

Address: SOS Children’s Villages in Liberia 
                Old Matadi Estate, Sinkor 
                Monrovia, Liberia 
 
Dateline for submission: June 15, 2022 

Applications should be hand delivered at SOS Children’s Villages National Office. 

Contact Persons: 

Miatta H. Sherman Jallah  
Fund Development and Communications Manager 
SOS Children’s Villages in Liberia 
Email: uniquewill@yahoo.com  
 
 
Elsie Swen- Nyumah 
National sponsorship Coordinator 
SOS Children’s Villages in Liberia 
Email: elsieswen@gmail.com 
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