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TERMS OF REFERENCE
Procurement of a Knowledge Management Specialist for AFAAS Secretariat
Contract No. AFAAS/AGRA/GP-SEAP/CQS/2025/0022
Activity: AGRA/GP-SAEP – KM, AUSO-Capacity strengthening per approved AWP&B2025
Item: Personnel Cost, AUSO - WP4 & 6 of the Approved PP2025

	1) Background

	African Forum for Agricultural Advisory Services (AFAAS) is a Continental body that brings National Agricultural Extension and Advisory Services (AEAS) stakeholders under one umbrella. The AFAAS’ goal is to enhance utilization of improved knowledge and innovations by agricultural value chain actors for improving productivity oriented towards their individual and national development objectives. AFAAS desires to ensure enhanced competency of AEAS providers to enable them better address the increasing needs and demands of various value chain actors. 

Among the key functions of AFAAS is Knowledge Management for advocacy, decision support and Communication. Over the past years, the AFAAS, has implemented a wide range of projects and programmes that have generated a rich collection of reports, case studies, lessons, and knowledge outputs. However, many of these materials remain in draft form, unpublished, or under-utilized, limiting their visibility, accessibility, and uptake by stakeholders. 
To fully capitalize on the knowledge generated across AFAAS programmes and to effectively deliver on project objectives, including the development of climate-relevant, inclusive knowledge products and tools that reach last-mile users; there is a clear need for a dedicated Knowledge Management Specialist to systematically curate, synthesize, package, and disseminate evidence in ways that inform practice, policy, and impact at scale. The consultant is expected to lead the compilation, synthesis and conversion of existing data and materials into knowledge products, success stories, and communication outputs, including videos, for dissemination through the AFAAS website, social media, other digital platforms, including partner platforms. 
The consultant shall also ensure that lessons, best practices, and innovations from AEAS networks and projects are systematically documented, packaged, and shared to influence policy, practice, and stakeholder engagement. In addition, the role shall play a critical part in strengthening AFAAS as a knowledge hub and enhancing visibility in the continent through collaboration with regional and Country Fora. 

	2) Objectives 

	a) The overall objective of the assignment is to strengthen information management & dissemination, knowledge sharing, and learning across AFAAS teams and all key stakeholders. 
b) To provide technical and coordination support in Knowledge Management and Communication (KM&C) aiming to enhance and promote the visibility of the AFAAS through the use of innovative KM&C methods and tools. 

	3) Scope Of Work/Services

	The Knowledge Management Specialist (KMS) who will work closely with the Communication Consultant, is expected to carry out the following tasks: 

a) Knowledge Management Systems and Platform Development
· Develop and manage the implementation of a comprehensive knowledge management and communication strategies and plan for the AFAAS, guidelines for data and capture AEAS content at national, regional and continental levels; and identify relevant resource persons as well as topics aligned to AFAAS priorities.
· System/Platform Management: Establish, manage, and maintain up-to-date knowledge management systems, databases, or digital platforms (like SharePoint intranets) to ensure data and information are systematically captured, stored, and accessible.
· Lead in the process of synthesizing information and content from Country Fora and compiling an AFAAS-wide database of knowledge and communication products.
· Establish and maintain an institutional knowledge repository, including digital libraries, databases, and collaborative platforms.
· Ensure effective management and design of the AFAAS website content. 
· Manage website community engagement by responding to website members in a timely manner, engaging them in meaningful knowledge exchange, and facilitating knowledge-sharing and collaboration.

b) Knowledge Generation, Packaging and Dissemination
· Develops tools, templates and processes to capture, package, and disseminate knowledge products on AFAAS programme activities and results.
· Knowledge Product Development: Identify, collate, and curate information products and transform knowledge into products that can reach different stakeholders in agriculture, including the last mile (e.g., policy briefs, case studies, articles, social media content, reports) tailored to different stakeholders and audiences.
· Dissemination and Communication: Identify appropriate platforms, channels, and events (e.g., workshops, webinars, social media) for sharing knowledge products and ensuring broad access for stakeholders.
· Support the dissemination of knowledge products through collaborative partnerships with government bodies, research institutions, practitioners, and other stakeholders.
· Lead in the development of knowledge products with various stakeholders for dissemination via the knowledge platforms.
· Identify topics for documentation, collect information through interviews, on-the-ground research and observation, and determine appropriate mediums for documentation and dissemination.
· Provide technical training and mentoring to strengthen compliance and ensure front line staff are able to capture high resolution project photos and articulate success stories.
· Works closely with other team members to gather and synthesize project-related technical information and data.
· Translate and write information and data into suitable language for a lay audience as appropriate.

c) Learning, Capacity Building, and Success Stories
· Capacity Building: Build institutional and personnel capacity through training programs and guidance on KM practices, tools, and systems.
· Build capacity for the generation of knowledge products by different stakeholders at project, national, and regional levels.
· Promote knowledge exchange through learning events, webinars, workshops, conferences, Extension Weeks, symposia, seminars, communities of practice and AFAAS regional networks.
· Coordinate systematic learning opportunities during project implementation; harvest and disseminate lessons on a monthly and quarterly basis. 
· Ensure lessons learned provide support to programme improvement and feed into AFAAS’ overall impact.
· Stakeholder Engagement: Coordinate with multi-functional teams and engage with stakeholders to ensure their information needs are met and to foster a culture of knowledge sharing and collaboration. 
· Co-facilitate the annual learning event and ensure visibility of the AFAAS at all levels
d) Communication and Visibility
· Develop the Annual Communications Plan;
· Lead and coordinate the implementation of the communication plan.
· Work with the Programme team and MEL to review and develop quarterly communication and visibility goals to guide the implementation of the communication plan.
· Plan and manage the design, content, and production of all organizational materials such as brochures and newsletters
· Prepare detailed media activity reports
· Develop high quality KM and communications materials, including annual reports, press releases, newsletters, policy briefs, brochures, social media content, infographics and audiovisual materials, factsheets, press releases, scene-setters, flyers, success stories, and social media posts.
· Design and implement an integrated communication and visibility plan for AFAAS, its programmes, Regional and Country Fora.
· Train project staff, partners, and other stakeholders on integrating communications into day-to-day responsibilities.
· Manage AFAAS digital presence, including the website, social media platforms, and multimedia channels.
· Strengthen internal communication flows across departments, projects and Country Fora.
· Build media relations and ensure consistent branding and messaging across AFAAS communications.
· Support advocacy initiatives through targeted messaging and stakeholder engagement.
· Support programme and administrative staff in developing high-quality presentations and provide professional editing of all AFAAS documents.

e) Implementation and Monitoring
· Carry out periodic (quarterly) review and analysis to assess the effectiveness of the different communication activities.
· Monitoring, Evaluation, and Learning (MEL): Assist in designing and implementing M&E frameworks, collecting and analyzing data, and gathering lessons learned and best practices to inform program re-alignment and demonstrate impact.


	4) [bookmark: _Hlk158672022]Expected Deliverables

	The KM Specialist will be required to provide the following key deliverables during the execution of the assignment:
a) A developed Knowledge Management Strategy and Action Plan submitted.
b) Operational knowledge management systems/databases put in place and functional.
c) A package of information products and reports developed (e.g., monthly/quarterly progress reports, annual reports, case studies, policy briefs).
d) Documented lessons learned and best practices. 
e) At least 15 success stories ready to be used during the contract duration
f) At least 15 features stories ready to be published.


	5) Key Performance Indicators

	· Communications plan developed by month 2.
· Knowledge repository developed by month 3.
· Generic pitch deck for the organization developed by month 3.
· Knowledge management plan developed by month 6.
· Updated and functional digital platforms (website, newsletters, databases).
· Increased visibility and brand consistency across all communication materials.
· Documented lessons learned and dissemination reports.
· Successful coordination of learning and knowledge-sharing events.

	6) [bookmark: _Hlk158672843]Terms Of Payment

	The consultant shall be paid in four (4) instalments during the FY 2026 upon submission of the inception report, quarterly and semi-annual assignment reports, and the end of year assignment report.

Payment schedule: 
a) [bookmark: _Hlk158672918]30%, upon submission and acceptance of inception report outlining work process and work plan with clear time frame within 2 weeks upon signing the contract
b) 20% upon submission of the second quarter (Q2) deliverables;
c) 20% upon submission of progress report on agreed deliverables; and Semi-Annual report of third quarter (Q3) of the FY;
d) 30% upon submission final consultancy report detailing outputs, recommendations and suggestions for the general improvement, and the AFAAS annual progress report detailing the results for 2026, in the fourth quarter (Q4) of the Financial Year.


	7) Qualifications, Experience and Competencies 

	The following set of Qualifications, Experience and competencies will form the basis for selection of the consultant.
· A minimum of a master’s degree in Knowledge Management, Communications, Information Science, Rural Development, Agriculture, Information Technology, or a related field.
· A bachelor’s degree in Communications, Journalism, Agriculture Extension, Information Science, Knowledge Management, or a related field.
· At least 5–7 years of professional experience in knowledge management, communications or data management with experience in the agricultural or development sector in a regional, international, or donor-funded organization.
· Strong understanding of KM principles, practices, and tools.
· Strong data management and analytics capabilities.
· Proven experience in developing and implementing communication strategies, managing branding, and producing publications.
· Experience in organizing learning and knowledge-sharing. 
· Strong understanding of digital communication platforms, data/content management systems, and web administration.


	Competencies and Attributes

	· Excellent writing, editing, and communication skills, with the ability to translate technical information for a wide variety of target groups.
· Strong analytical and conceptual thinking skills for synthesizing and packaging knowledge.
· Proficient in digital tools for communication, publishing, and content management (e.g. WordPress, Adobe Suite, MS Office, Canva).
· Proficiency in relevant computer software and web-based management systems.
· Excellent organizational and coordination abilities with capacity to manage multiple assignments.
· Creative mindset with strong storytelling and branding skills.
· Ability to work collaboratively across teams and with external partners.
· Strong organizational, program management, and interpersonal skills. 


	8) Timeframe, Duration and Commencement of the Consultancy:

	The duration of the assignment is initially 7 months’ renewable based on performance review and workload analysis. The consultant is expected to commence in 1st January, 2026. The Consultant shall be paid a consolidated fee for approximately 10 days a month as shall be agreed based on scope of work. 


	9) Reporting and Supervision

	The consultant shall report to the AFAAS Executive Director and be supervised by the Director Programmes, Extension and Advisory and work closely internally with the Programme and Grants Management Specialist, Executive Support and Partnerships Officer, Data and M&E Specialist and ICT Assistant and externally with diverse regional stakeholders in the AEAS ecosystem. 

	10) Work Environment

	[bookmark: _GoBack]The consultant may be based at the AFAAS secretariat or anywhere within the continent, with frequent collaboration across departments and partners; occasional travel to events, conferences, and project sites.

	11) Submission of Applications

	
Interested consultants must provide information verifying that they are qualified to perform the assignment and meet the minimum required experience criteria above. The information to be submitted shall include: (i) Cover Letter for EOI; (ii) Technical and Financial Proposal detailing understanding of the assignment, approach and methodology, timeline (Workplan) and Proposed budget breakdown aligned with the deliverables (iii) CVs in English; and (iv) References (Recommendation Letters) for work done. 

Expressions of interest must be delivered to the address below not later than 5th January, 2026, at 2.00 p.m. at the address below or electronically on email: secretariat@afaas-africa.org; or to the address below: 

Dr. Lillian Kidula Lihasi 
Executive Director, AFAAS 
Kigobe Road House No. 26 Ministers Village Ntinda
P.O BOX  34624 Kampala Uganda
Email: secretariat@afaas-africa.org; Tel: +256-312313400.

Further information may be obtained from AFAAS procurement Unit: email: pwanzala@afaas-africa.org; or Executive Director; Email: llihasi@afaas-africa.org; 
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