
 

 
 

ANNEX A 
TERMS OF REFERENCE – COMMUNICATIONS OFFICER 

 
1. BACKGROUND INFORMATION 

1.1. Location of Action   

Nicosia 

1.2. Contracting authority 

NI-CO - http://www.nico.org.uk/ 

1.3 Innovative Entrepreneurship and Dialogue project 

The European Union funded Innovative Entrepreneurship and Dialogue project implemented 
by NI-CO aims to contribute to a strengthened innovation and entrepreneurship ecosystem 
providing demand-oriented services to support potential entrepreneurs, innovators and, 
researchers. The project will also help towards the creation of an accessible and shared space, 
a ‘hub’, in the old town of Nicosia for entrepreneurs, innovators and researchers to contribute 
to the emergence of an entrepreneurship and innovation eco-system in Cyprus.  In addition, 
various capacity building activities such as business ideation, design thinking, digital marketing 
and social media workshops are delivered over the duration of the project. Programmes 
aiming to promote and create awareness on entrepreneurship and innovation among the 
younger generation are also implemented within the scope of this project. Crucial support 
through mentorship and workshops are provided through our Into Business programme aimed 
at potential entrepreneurs with a business idea and who want to start a business. Further 
capacity building, networking and engagement activities are envisaged with the local and 
international partners over the coming years. 

Currently the project runs to the end of December 2021.  

 

2. PURPOSE OF AGREEMENT  
 
Provision of full time services as a Communications Officer to the Innovative Entrepreneurship 
and Dialogue project. 
 
The Communications officer will have the status of an independent contractor, on the basis of 
the standard EU agreement for services. Therefore, he/she will be self-employed and will take 
full responsibility for payment of all taxes and obligations deriving from the legislation in force 
in the northern part of Cyprus, including those related to medical and social insurance. 
 
3. SCOPE OF THE WORK 
 
3.1. Job Description 
 

http://www.nico.org.uk/


 

 
 

The communications officer will be responsible for the smooth implementation of the 
communication and visibility actions for the Innovative Entrepreneurship project, in line with 
the European Union requirements and communication plan of the project. It is important to 
comply with the requirements to reflect and respect the reliable image of both NI-CO, the 
project and the European Union. The tasks will be undertaken in consultation with the 
Entrepreneur in Residence (EiR) and the Project Coordinator (PC).  
 
The tasks envisaged for the Communications Officer include, but are not limited to: 
 

 Proactive promotion of the Innovative Entrepreneurship project activities to enhance 
the awareness on relevant topics; entrepreneurship, innovation, business start-ups 
etc.  to reach a wider and specific audience while ensuring good visibility of the EU 
funding in the community. 

 Information provision, awareness creation, promotion, development and 
dissemination of basic visual materials (posters, newsletters etc.). 

 Taking initiative and helping to drive the development of various promotional 
materials (brochures, posters, banners, videos etc.) for the project. Assisting in the 
development process. 

 Drafting content and documents such as press releases in line with the project 
objectives and activities for communication and dissemination purposes.  

 Website Maintenance - regular uploads and updates - of the project website in both 
languages English and Turkish. 

 Contribution to the content development and translation for the website if required. 

 Establishment, management and maintenance of the project social media accounts. 

 Creating content for events, simple visual materials, responding messages, enquiries, 
following and sharing relevant posts to promote the project, programmes and 
activities for social media accounts. 

 Maintaining and improving the data base of contacts for the project. 

 Taking photos or videos at events, archiving and sharing them on various platforms. 

 Maintaining a neat and tidy archive system of all communication related materials and 
documents as per the requirements.  

 Supporting the project team with all communication and visibility related actions and 
general correspondence When organising and implementing events, seminars and 
meetings, ensuring that necessary documents are produced in the required formats. 
 

3.2 Education, experience and skills required 
 
Essential Criteria 

 A university degree in communication, media, graphic design or any relevant or related 
discipline;  

 At least 5 years of communication, media and/or information related professional 
experience; 

 Very good level of knowledge on MS Office programmes (mainly Outlook, Excel, Word, 
PowerPoint); 



 

 
 

 Experience and proven capacity for social media pages’ management; 

 Experience in using basic online tools and/or programmes to develop visual materials 
such as a workshop poster, a Facebook cover photo, newsletter, presentation. (Canva, 
Prezi etc.); 

 Fluency in written and spoken English and Turkish. Ability to translate the 
communication and visibility materials from Turkish to English or English to Turkish if 
required;  

 Experience in organisation of events and meetings; 

 Enthusiasm to learn new tools for communication and visibility if needed; 

 Taking initiative, being result-oriented, having excellent communication skills and a 
positive attitude; 

 Excellent organisational, interpersonal and communication skills; 

 Act in accordance with all current legislation and with specific regard to the handling 
of confidential and sensitive data in a professional manner. 
 
In addition to above-mentioned requirements, the following criteria are desirable: 
 

 Familiarity with the concepts of entrepreneurship, innovation, business start-up; 

 Experience in European Union funded projects; 

 Knowledge of the socio-economic and political structure of the northern part of 
Cyprus. 
 
 

4. LOGISTICS AND TIMING 
 
4.1. Location 
 
The project office is located in the walled city of Nicosia, northern part of Cyprus. Some travel 
may be required outside Nicosia over the course of the contract. 
 
4.2 Reporting  
 
The Communications Officer will be responsible to and report to the EIR.  Contribution to the 
periodical reports will be required.   
 
4.3 Working Hours 
 
The regular operating hours of the project office are 09:00-17:00 Monday to Friday. However, 
the Communications Officer may be required to work outside office hours and possibly some 
weekend days as per the needs of the project.   
 
4.4 Duration 
 



 

 
 

This contract is for a duration of 12 months with a start date of March 2020 (with a possibility 
of extension). 
 
 
5. APPLICATION PROCEDURE  
 
ONLY online applications prepared in English will be evaluated. Applications with missing 
information or any of the documents requested below may not be evaluated.  
 
• CV in the following format 
http://www.nico.org.uk/wp-content/uploads/CVTemplate_EUFormat.docx 
 
• Motivation letter  
Motivation letter with up to 300 words including an expected net salary in Euro is required to 
be submitted. Contact details (email & mobile phone number) should be provided on the 
motivation letter. 
 
E-mail address to send applications for Communications Officer position:  
info@entrepreneurship4u.eu  
 
The reference/subject of the e-mail: “461 – Communications Officer - Application”. 
 

Deadline for application: 10 February 2020, 10:00 (Cyprus time). 
 
Applications received after the deadline will not be evaluated. No further information will be 
provided by telephone or email.  Only short-listed candidates will be contacted and interviews 
will be held on 13 February 2020. 
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