
 
 

 

SOS Children’s Villages International is the umbrella organization for over 130 SOS Children Villages 

associations worldwide. As a non-governmental social development organization we help children without 

parental care and families in difficult living conditions through services in care, education and health. The 

organization also advocates for children’s rights. 

 

Currently, we are conducting a youth empowerment program regional project, YEEP. The aim of the Youth 

Empowerment Enabling Prospects - YEEP, funded by German Federal Ministry for Economic Cooperation and 

Development (BMZ) and Hermann Gmeiner Funds Deutschland (HGFD) is to improve employment prospects 

and active participation in the labour market of vulnerable and disadvantage youth in Albania, Bosnia-

Herzegovina, Territory of Kosovo, North Macedonia and Serbia. 

 

One of the project objectives is that in five project countries, concrete recommendations for action to combat 

youth unemployment are developed and shared with decision-makers through advocacy measures and events, 

such as round tables and conferences. The conference will bring together key actors involved in the promotion 

and employment of young people, enabling them to coordinate their work and find a common approach to 

supporting the most vulnerable young people in the Balkans. The conference should provide an important 

platform for presenting and promoting the unique methodology Next Economy approach and will serve to win 

multipliers for the use of the methodology beyond the project actors. 

 

 

In order to support the implementation of the project 

we are seeking for a committed 

 

Event Manager (f/m) 
limited time/consultancy position  

 

 

Background: 

Within the first six months of the project, Transnational Regional conference should be organised in Belgrade, 

in March 2020, with the participation of the five Balkan countries, Serbia, North Macedonia, Albania, Kosovo and 

Bosnia and Herzegovina. At the Conference regional aspect of the project should be underlined, visibility with 

external stakeholders should be increased and improved impact of the project. The conference should serve as 

a presentation of the regional project for the promotion of youth employment, but also as a presentation of earlier 

SOS projects financed by the BMZ in these countries.  

 

At least 90 participants from national, regional and multilateral political actors, CSOs, agencies, donors, 

companies, media, representatives from youth should take part in the conference and offer the target group itself 

a platform for lobbying. The conference will last two days and will provide a platform for reflection, dialogue and 

exchange of experience to fill gaps in knowledge and assess current practices and policies to promote youth 

employment in all countries. The expected results are a critical overview of the current programmes and policy 

initiatives on youth employment in the Balkan region, the identification of knowledge gaps for improved youth 

employment policies and common approaches to the problem of youth unemployment.  

 



 Event Manager is expected to: 

 Work in close cooperation with SOS CV Project Team and prepare Event Plan according to target 

audience and project objectives; 

 Advice SOS CV project team on necessary steps which has to be taken for timely, effective and 

efficient Conference planning and implementation; 

 Communicates with Project Team availability of budgets;  

 Ensures that event is planned, organised and completed smoothly; 

 Analyse the Conference success and provide SOS CV with final report, the report should be agreed 

between the consultant and SOS CV Project Team 

 

Responsibilities: 

 Plan event from start to finish according to requirements, target audience and objectives; 

 Come up with suggestions to enhance the event’s success; 

 Lead process of invitation of participants and speakers, registration and attendee check-in processes; 

 Arrange event services and supervises event itself (caterers, media, translators, moderator, supporting 

staff etc.); 

 Desk review of relevant program documents; 

 Find and negotiate costs and services with vendors, implement field visits to hotels, negotiate on room 

arrangement, book event space, arrange food and beverage, order all supplies, coordinate audio-visual 

equipment & operations; 

 Prepare budgets and implement timely procurements according to SOS CV tendering procedures; 

 Source and negotiate with vendors and suppliers; 

 Be in charge of hiring potentially needed personnel (such as sound equipment, translators, 

photographer, conference moderator, etc.); 

 Coordinate the logistics and participants travel to the event location; 

 Lead promotional activities for the event timely design of Conference press releases and invitation 

letters, promotion materials; 

 Ensures that all necessary measures are taken to ensure the visibility of the donors and SOS 

Children’s Villages 

 

 

Qualifications Required: 

 Degree in PR, marketing, hospitality management or related field is preferred; 

 Proven experience as event manager; 

 Skilled in project management; 

 Proficient in MS Office; 

 Outstanding communication and negotiation ability; 

 Excellent organizational skills, capable of taking initiative and working independently; 

 A problem-solving team player with leadership skills; 

 Good creative sense and judgment; 

 Sound writing skills and good communication skills in English, both written and oral; 

 If possible, good understanding of programmes/development and experience working with NGOs; 

 Awareness of gender, ethnic, and cultural issues; 

 

 



Time Schedule: 

 

The consultant is expected to work part time in period from December 1st to March 30th in total length of approved 

days. The frequency of the engagement, time-schedule, should be integral parts of the proposal. The final 

schedule should be agreed between the consultant and SOS CV. The total number of working days approved 

will depend on cost of the day and availability of the budget within the project duration. 

 

 

Fees and status: 

 

The selected candidate will be offered a consultancy service contract. The level of fees will depend on 

qualifications and work experience. 

 

Any Event Manager task-related travel and subsistence expenses during engagement time should be included 

into overall Proposal price. 

 

The other costs, such as costs of accommodation for participants, meals, participants transport, technical 

production, conference moderator, translation expanses and materials should not be included in Proposal price. 

 

 

Payment Schedule:   

 

Monthly payments based on satisfactory completion of tasks assigned, upon submission of timesheet and 

Monthly progress report for number of hours worked. The final payment will be after submission and approval of 

Final Report on Conference. Contents and results will be recorded in a conference report.  

  

 

Contract Supervisor and Type of Supervision: 

 

The consultant will work under the direct supervision of the Regional Project Manager and in close cooperation 

with SOS CV Project Team. 

 

The SOS CV Project Team will ensure proper briefing on the consultancy assignment; provide guidance, advice, 

supervision and feedback on content and quality of deliverables to conform to SOS CV standards compliance 

with the ToR, agreed monthly work planning and timely delivery of the expected outputs/results. 

 

Upon completion of contract assignments, the supervisor will certify relevant documents - evaluate the 

consultant’s work and follow-up on the payments.  

 

Performance indicators: consultant’s performance will be evaluated against the following criteria; compliance 

with guidelines, timeliness, quality and attention to detail. 

 

Event Manager’s Work Place: 

 

Consultant will undertake the assignment from existing base, using own equipment. Consultations with SOS CV 

YEEP team can be done via phone/ Skype or at SOS CV YEEP office in Belgrade.   

 

 

 



Applications and selection procedure: 

 

Candidates must submit the following documents in English: 

a) Motivation letter mentioning also how the candidate’s experience match the qualifications required and, if 

any, previous experience in organising Conferences with similar stakeholders and/or regional level; 

b) Curriculum Vitae,; 

c) Contact details of two reference persons (preferably previous employers); 

d) Price Proposal (Annex-A) 

e) Activities schedule with main duties description 

 

Applications should be sent by email by no later than  15 November 2019 (midnight, Serbia time) to the following 

email addresses: karijera@sos-decijasela.rs, with “YEEP- Event Manager” in the email’s subject. 

 

The selection procedure will be done on the basis of the documents submitted. Please note that, technical 

qualifications weighs %70 and price evaluation weighs %30 out of %100 total score. An additional interview 

will be envisaged at a later stage. 

 

 

Annex-A 

Price Proposal Guideline and Template 

 

The prospective Event Manager should take the following explanations into account during submission of his/her 

price proposal. 

 You are required to propose number of working/days/time schedule with main duties description indicated 

in the Terms of Reference; 

 You are required to propose your professional daily fee rate in net amount, which will be multiplied by 

the number of working/days to establish the total contract amount; 

 The fee rate should be indicated in EUR. 

 The payments to be made will be calculated on the actual number of working/days to be invested and 

reported (through timesheets and progress reports) by the consultant for fulfilment/delivery of 

corresponding activities/deliverables. The number of working/days to be reported by the consultant 

cannot be more than the number of working/days approved for the fulfilment/delivery of corresponding 

activities/deliverables. 

 Price proposal is net amount of a consultancy fee, while expenses incurred by the consultant/contractor 

during the contract period (e.g. tax, social security premium, pension, health insurance, personal security 

needs), will be calculated and added according to Serbian low for service Contract 

 Once proposed and accepted, the fee rate cannot be changed. 

 Please (a) copy the below text into a word processor, (b) indicate your daily fee rate as explained above, 

(c) do not change any part of the standard text (changing the standard text may lead to disqualification), 

(d) sign the document, (e) scan the signed version of the price proposal, and (f) send it as an attachment 

back to  SOS CV Serbia by replying to this email. 
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Price Proposal Submission Form 

 

To:      SOS Children’s Villages Serbia 

 

Ref:     Event Manager 

 

Dear Sir / Madam, 

 

I, the undersigned, offer to provide professional consulting services to SOS CV Serbia within the scope of the 

referred Assignment. 

 

Having examined, understood and agreed to the Terms of Reference, the receipt of which are hereby duly 

acknowledged, I, the undersigned, offer to deliver professional services, in conformity with Terms of Reference. 

 

Daily consultancy fee:………………………………EUR  [A] 

 

Total number of working days:………………………… [B] 

 

Total price proposal: ……………………………….EUR [AxB] 

 

I confirm that the price (daily fee rate) that I quote is net and it include expenses that will incur in relation to local 

Travel requirements within Belgrade city and subsistence expenses. 

 

I undertake, if our price proposal is accepted, to commence and complete delivery of all services specified, within 

the time frames stipulated in the Individual Contract. 

 

I accept that if I am selected to provide consultancy services, the payments shall be made in accordance with 

the payment conditions stipulated in the attached Terms of Reference. 

 

I understand that you are not bound to accept any Proposal you may receive. 

 

I am attaching Activities schedule with main duties description and I understand that total number of working 

days will be evaluated and jointly agreed and will depend on cost of the day and availability of the budget for the 

position. 

 

 

[Signature] 

Date: 

Name: 

Address: 

Telephone/Fax: 

Email: 

 

 

 

 


