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Terms of Reference 
 
 
Position Title    : Copy Editor – Local Climate Change Actions Plans of five cities    
Project Reference  : Vertical Integration and Learning for Low Emission  
     Development (VLED) Project 

Duration   : Two months 
Start Date   : September 2018 
Type of Contract   : Individual Contractor (IC) 
 

PROJECT BACKGROUND  
 

Climate change affects local communities the most. Drastic shifts in warming and rainfall levels, sea level 
rise, and extreme weather conditions can undermine the economic and social progress that local 
government units (LGUs) have worked hard to achieve in many years. To protect development gains, LGUs 
are therefore in the frontline in preventing and mitigating the escalating impacts of climate change and 
growing climate risks. 

  
For communities to begin to be prepared for disaster and be resilient, governments must act as one and across 
all levels in taking a more strategic approach to local planning, one that is anticipatory and participatory in 
nature. Vital to this approach is prioritizing the strengthening of existing capacities of those taking action—
local authorities, community-based organizations, and the private sector, for them to be able to make 
planning for climate change as an integral part of local governance.  
 

The Climate Change Commission (CCC) is carrying out the Communities for Resilience initiative or CORE, which 
is a national program that promotes and facilitates the convergence of efforts of national and local 
government agencies in addressing climate change by, among others, strengthening the capacity of local 
governments to consider and prioritize climate change in their LGU plans such as the Local Climate Change 
Action Plan (LCCAP). One of its activities is the training of LCCAP Coaches, who are faculties of state 
universities and colleges, national government agencies and other partner learning institutions, to mentor 
local chief executives and development planners in formulating their LCCAPs. After completing the four 
batches of the coaches’ trainings during the third quarter of 2017, the CCC is now set to roll-out the capacity 
building support for over 1, 710 LGUs nationwide.  
 

In support of the CORE initiative, the Vertical Integration and Learning for Low Emission Development 
(VLED) Project initially assisted the CCC in the development of the Enhanced LCCAP Guidebook 3, which 
intended to provide guidance for planning local climate actions with considerations for adaptation and 
mitigation.  Further, the VLED Project is providing support to the CCC to implement the coaching and 
mentoring sessions for LGUs on LCCAP formulation. The five demonstration cities of the Building Climate 
Resiliency through Urban Plans and Designs (BCRUPD) were the target LGUs for this LCCAP formulation 
namely Angeles, Legazpi, Ormoc, Cagayan de Oro and Tagum. The updated LCCAPs will be the reference 
point for BCRUPD project identification and development and to access climate financing. 
 

Training and coaching of LGUs in formulating their LCCAP 
By using a standardized training design in implementing the training on the enhanced local climate change 
action planning, the LCCAP coaches shall walk the LGUs through the steps of the LCCAP formulation, from 
assessment of their risks and vulnerabilities; to setting targets; to defining local priority actions for both 
adaptation and mitigation; and creating a climate action plan. The activity will also emphasize the need to 
find ways for establishing sub-national institutional and coordination capacity, as well as vertical 
coordination between national authorities and local government units, to apply and adapt climate change 
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national policies and legislation to local conditions; and mainstream adaptation and mitigation into local 
government planning and programming. 
 
It is expected that the LGUs would have developed their LCCAP after the activity.  
 

The Training and coaching of LGUs on LCCAP Formulation have three components: 

• Training of LGUs based on the Enhanced Guidebook 3 on Formulating the Local Climate Change 
Action Plan 

• Coaching of LGU to complete the formulation of its LCCAP 

• Review of the LGU LCCAP against quality assurance and quality control standards 
 

Both Components 1 and 2 were completed on June 2018. The five cities are now ready with their draft 
local climate change action plans.  

 
 

PURPOSE  

The project aims to support the five cities by providing copy editing services for their local climate change 
action plans (LCCAPs). 

 

RESPONSIBILITIES and TASKS 
 

The copy editor directly reports to the VLED Project Coordinator of UN-Habitat Philippines and any 
authorized staff of UN-Habitat Philippines. He/She will be responsible for the following tasks on the full 
version of the five (5) cities’ LCCAPs.   
 

First review round: 
• Check against plagiarism (please use the online plagiarism checker 

https://www.scanmyessay.com) 
• Edit for grammar, spelling (preferably American spelling; e.g., “color,” not “colour”), and proper 

punctuation using a globally recognized editorial style guide approved by UN-Habitat (e.g., Chicago 
Manual, Associated Press).  

• Check for consistency in terms or various forms of the same word. E.g., resilience vs. resiliency. 
There is a preference for the more commonly used variant (in this case, “resilience”). Exceptions, 
however, include references to other publications like titles, chapter heads. (E.g., “The chapter in 
the Philippine New Urban Agenda titled ‘Urban Resiliency in the 21st Century’”)  

• Suggest, using the comment tool, recast of text or syntax where needed for clarity or elimination 
of ambiguity 

• Ensure that all sections or chapters are complete (all front matter and all chapters are present and 
in the right order) 

• Titles (chapter heads, headers, subheads) must be checked against the table of contents and any 
discrepancy should be queried. 

• Citation references are complete and conform to a globally recognized editorial style guide (e.g., 
Chicago Manual, Associated Press)  

• Appendixes, if any, are complete 
• Footnotes are complete 
• Tables, charts, graphs, figures, boxes are complete 
• Abbreviations protocol is complied with (fully spelled at first mention, acronym or abbreviation 

used in subsequent mentions, fully spelled again if not mentioned after five consecutive pages or 
at first mention in a new chapter) 

• Check tables not only for internal consistency but for conformity with the text and other relevant 
tables in the same work. Totals should be checked, and any discrepancies queried 

• Subheads should be checked for uniformity of style as well as consistency with the text in spelling, 
hyphenation, and italics. 
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• All references to tables, figures, appendixes, bibliographies, or other parts of the work should be 
checked. Any discrepancy should be queried. 

• Prepare the front matter as necessary, including a title page, table of contents, and list of tables 
and figures. Copyright page text will be provided by UN-Habitat. 

• Prepare a completed style sheet highlighting an alphabetized list of words or terms to be 
capitalized, italicized, hyphenated, spelled, or otherwise treated in a way unique to the 
manuscript. 

 
Second review round 

• Revise manuscript accordingly to address/reflect any feedback from the UN-Habitat team on the 
first edit.  

 
Third review round (laid out manuscript): 
• Check that all accepted revisions, annotations, and changes from the second review round are 

reflected in the layout file 
• Photographs, if any, are complete 
• Photographs have grammatically sound and appropriate captions 
• Running heads/feet are present  
• Page number in Contents match the actual pages in the publication  
• Titles and numbers of chapters, figures, tables, boxes, etc. in the Contents page match those in the 

actual pages of the publication  
• Pull quotes checked against the body text from which they are extrapolated to ensure consistency 

 

OUTPUTS EXPECTED AND TARGET SUBMISSION DATES:  
 

• Output A (First Review Round): Copyedited LCCAPs of the five (5) cities 
Deadline: 12 October 2018 or 20 working days upon receipt of the manuscript, whichever is earlier 

• Output B (Second Review Round): Clean Word file of the manuscripts addressing/reflecting any 
feedback from UN-Habitat 
Deadline: 23 October 2018 or 7 working days upon receipt of feedback from UN-Habitat, 
whichever is earlier 

• Output C (Third Review Round): Proofread file of the laid out LCCAPs (five cities)  
Deadline: 31 October 2018 or 7 working days upon receipt of layout version of the manuscript, 
whichever is earlier 

 
 

QUALIFICATIONS AND EXPERIENCE (100%) 
 

Particulars 
 

Weight 

Postgraduate degree in journalism, communications, or similar fields 
with strong background on communications, editing, and/or publishing; 
or a first-level degree with additional 3 years work experience;  

 
20% 

 

A minimum of 5 years of experience in communications, editing, and/or 
publishing; 

 
30% 

Experience in international organizations, multilateral institutions, 
global nonprofits, foundations, or UN agencies an asset; 

 
15% 

Demonstrated experience in editorial work for development 
publications; 

20% 

High proficiency (both oral and written) in English required 15% 
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COMPETENCIES  
 

• Professionalism: Knowledge and understanding of GLTN’s vision, principles and approaches 
relevant to effectively carrying them out at country level.  Ability to identify issues, analyse and 
participate in the resolution of issues/problems. Ability to assist with data collection using various 
methods. Conceptual analytical and evaluative skills to conduct independent research and 
analysis, including familiarity with and experience in the use of various research sources, including 
electronic sources on the internet, intranet and other databases.  Ability to apply judgment in the 
context of assignments given, plan own work and manage conflicting priorities.  Shows pride in 
work and in achievements; demonstrates professional competence and mastery of subject matter; 
is conscientious and efficient in meeting commitments, observing deadlines and achieving results; 
is motivated by professional rather than personal concerns; shows persistence when faced with 
difficult problems or challenges; remains calm in stressful situations. Takes responsibility for 
incorporating gender perspectives and ensuring the equal participation of women and men in all 
areas of work. 

• Communication: Speaks and writes clearly and effectively; listens to others, correctly interprets 
messages from others and responds appropriately; asks questions to clarify, and exhibits interest 
in having two-way communication; tailors language, tone, style and format to match audience; 
demonstrates openness in sharing information and keeping people informed. 

• Team Work:  Works collaboratively with colleagues to achieve organizational goals; solicits input 
by genuinely valuing others’ ideas and expertise; is willing to learn from others; places team 
agenda before personal agenda; supports and acts in accordance with final group decision, even 
when such decisions may not entirely reflect own position; shares credit for team 
accomplishments and accepts joint responsibility for team shortcomings. 

• Planning and Organising: Develops clear goals that are consistent with agreed strategies; identifies 
priority activities and assignments; adjusts priorities as required; allocates appropriate amount of 
time and resources for completing work; foresees risks and allows for contingencies when 
planning; monitors and adjusts plans and actions as necessary; uses time efficiently. 

 
REMUNERATION 

 

As full consideration for the services performed, the copyeditor will be paid the amount of USD 2,000 
(two-thousand US dollars) upon completion and acceptance of the required outputs in the following 
tranches: 

 

TRANCHE TARGET RELEASE DATE 

50% upon submission and acceptance of Output A 12 October 2018 or 20 working days upon receipt of 
the manuscript, whichever is earlier 

50% upon submission and acceptance of Outputs B 
and C 

31 October 2018 or 7 working days upon receipt of 
layout version of the manuscript, whichever is 
earlier 

 
 

DURATION OF ENGAGEMENT 
 

The Consultant shall be engaged on an output basis, commencing from the signing of the contract. 
 

 
DUTY STATION 
 
Metro Manila. The position is Manila-based for accessibility and availability to allow for 
discussions/reporting on progress of activities as may be required by UN-Habitat. 
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The Consultant will not be required to report to office regularly but status report on the outputs shall be 
expected from time to time. 

 
 

RECOMMENDED PRESENTATION OF OFFER 
 

Interested applicants are requested to send their applications and attach the signed and completed UN 
Personal History Form (P.11) together with the copy of their CVs to rea.epistola@un.org and copy 
rostrata@un.org    
 
Kindly indicate the “Application to the Post Title” on or before 2 October 2018.   
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