
 
TERMS OF REFERENCE 

 
Consultancy : Event Organiser 
Reporting to : Executive Director 
Duration : 30 days after contract signed 
 
BACKGROUND  
 
The ASEAN Coordinating Centre for Humanitarian Assistance on disaster management (the AHA 
Centre) will launch its scientific publication in disaster management, entitled the ASEAN Risk Monitor 
and Disaster Management Review (ARMOR), which will be held during the last week of February 2019. 
This will be the first time the AHA Centre publishing the ARMOR, as mandated by the ASEAN 
Committee on Disaster Management (ACDM) to the AHA Centre under the ASEAN Agreement on 
Disaster Management and Emergency Response (AADMER) Work Programme 2016-2020. The launch 
of ARMOR will be attended by representatives of the disaster management community in Indonesia 
and in the region, as well as invitees from the scientific and academic community. Through the 
publication of ARMOR as well as the launch event, the AHA Centre is looking forward to make 
meaningful contribution to the disaster management sector in the region through the promotion of 
scientific approach, and maintain strong engagement with the scientific and academic community in 
the region.  The AHA Centre is seeking to procure a company to help organise the launch, in particular 
in terms of logistical arrangements and ground-handling of the event to ensure that the event runs 
smoothly, and help design and produce materials required for the launch of ARMOR. 
 
SCOPE OF WORK  
 
A. Objective: 

The launch of ARMOR will be implemented properly with the intended outputs. 
 
B. Scope of Work: 

The company shall organise the event with the following requirements: 
1. Preparation stage: 

 Meet the AHA Centre’s team in order to gather information on the logistical arrangements 
of the event; 

 Provide  goods/services  as  required,  including  preparing  and  circulating invitations, 
identifying participants and follow-up with them, hiring of catering, and designing and 
producing the required materials for the event, and developing communication materials; 

 Develop a ground-handling plan including assigning dedicated people to handle the event; 

 Do a final check on the readiness of venue, including seating arrangements, materials, 
projectors, VIP rooms for high-level invitees, confirmation on the status of participants;  

 Provide daily updates to AHA Centre on the progress of preparation of the event; and  

 Provide consultancy for media and public engagement. 
 

2. At the implementation stage 

 Do a final-check to ensure logistics and meals are well-prepared before the event starts; 

 Organise the opening ceremony of the event according to the AHA Centre’s standard 
procedures and requirements; 



 Provide a master of ceremony, liaison officers, as well as persons in-charge to stand by if 
needed in any time;  

 Provide coverage of the event and develop draft article; 

 Support the AHA Centre in handling the media, in terms of  media invitation, and media 
monitoring.   

 Ensure smooth implementation of the event.  
 

3. At the post event stage  

 Help AHA Centre in preparing press releases during the event; 

 Monitor media coverage; 

 Provide an event report that covers proceedings, attendance list, photographs,  
materials, and media coverage (if any); and  

 Do necessary follow-up.  
 
QUALIFICATIONS  
 

1. Reputable company that specialises in branding, communication, PR and event organising is 
highly preferable. 

2. Demonstrated experience in conducting seminars with a diverse audience and with English as 
medium of communications; 

3. Proven track record in organising international and regional-level conferences or events;  
4. Strong coordination and facilitation skills; 
5. Fluency both in speaking (for MC and key organisers) and written (for documentation of the 

events, writing of press releases). 
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