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Enabling Income Generation for the Poor (EnInGeP) 

Financed by Austrian Development Agency 
 

Implemented by CARE International in the Balkans and ECIKS 
 

Annex 1: Terms of Reference - Provision of Training and Capacity Building Services 

1. Project Background 

The project “Enabling Income Generation for the Poor – EnInGeP” (“the project”), will 

contribute to a sustainable, resilient, and inclusive private sector development that enables 

inclusive job creation and income generation for the poor and vulnerable. 

Given the unequal distribution of economic opportunities, through facilitation and upscaling of 

market support functions, the project will address critical market constraints, igniting growth, 

narrowing disparities, and increasing the economic assets of the most vulnerable.  

The project is expected to trigger the following outputs:  

• Support service of KIESA for market development improved; 

• Consultancy services of BCC standardized and regulated; 

• Women’s participation in the ICT sector increased through supporting Digi Women 

Cluster; 

• Kosovo’s Fund for Innovation and Technological Development (KFITD) established; 

• MSMEs enabled to digitalize through targeted and upscaled Business Digitalization 

Services; 

• Financial literacy of vulnerable categories of the population improved through “Biznesi 

Im” Platform; 

• MSMEs enabled to access digital services through “Biznesi Im” Platform; 

• Business Digitalization Services improved through certification of consultants from 

marginalized populations. 

2. Intervention Background 

As Kosovo’s institution responsible for supporting investment, enterprise development, 

exports, innovation, and entrepreneurship, KIESA regularly communicates programmes, 

services, calls, events, business results, and success stories to diverse public and private-

sector audiences. Effective communication increasingly requires staff to turn institutional 

activities and technical information into clear, engaging, and platform-appropriate content, 

supported by strong visual, video, photographic, and digital public-relations skills. 

 

The envisaged capacity-building programme responds to practical skills needs identified by 

KIESA. It is intended to help participating staff independently plan, produce, adapt, and publish 

professional content using accessible digital tools and KIESA’s existing equipment and 

materials. The programme must therefore avoid predominantly theoretical instruction. Short 

conceptual inputs may be used only where they directly support demonstrations, guided 

practice, exercises, and the production of work-related outputs. 

3. Objective 

The EnInGeP Project seeks to engage a qualified service provider (i.e., company, 

organization) to design and deliver an eight-day, full-day training programme that strengthens 
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the practical capacities of 2-3 KIESA staff members in digital communication and content 

production. 

 

The programme shall consist of four thematic modules, with two full training days allocated to 

each module: 

• Social Media and Digital PR – 2 days; 

• Video Editing and Content Creation – 2 days; 

• Graphic Design and Infographic Creation – 2 days; and 

• Camera Use, Photography, and Filming Techniques – 2 days. 

The specific training dates, daily schedule, the duration of training per day, modules, and final 

agenda shall be agreed with KIESA and the EnInGeP Project before delivery. KIESA may 

request that one training day to be delivered as two half-day sessions. 

4. Main Activities 

4.1 Inception, Needs Confirmation, and Finalization of the Training Programme 

• Hold an inception meeting to confirm training schedule, modules, and logistical 

arrangements. 

• Prepare and submit a detailed training methodology and agenda for approval. The 

agenda must allocate two full days to each theme and clearly distinguish short 

theoretical inputs from demonstrations, guided exercises, fieldwork, group tasks, and 

individual practice. 

4.2 Delivery of Module 1: Social Media and Digital PR – 2 Full Days 

This module shall focus on the practical transformation of KIESA’s activities and work into 

compelling content for social media and digital channels. The service provider shall adapt the 

precise sequence and depth to the confirmed participant needs, while covering the following 

applied areas: 

• Institutional storytelling and adaptation of messages for different audiences; 

• Copywriting for Facebook, Instagram, LinkedIn, and the KIESA website; 

• Content planning and the development of a usable content calendar; 

• Management of negative comments and communication during reputational or 

operational crises; 

• Practical development of a digital PR campaign for KIESA; 

• Preparation of press releases and media pitches, and communication with media and 

relevant influencers; 

• Use of LinkedIn as a professional and institutional channel; and 

• Development of campaigns that promote innovation, entrepreneurship, investment, 

exports, and opportunities offered by KIESA. 

4.3 Delivery of Module 2: Video Editing and Content Creation – 2 Full Days 

This module shall be oriented toward the practical production of videos for KIESA’s 

communication channels. It should include hands-on use of CapCut Desktop/Mobile and 

Canva Video, together with an appropriate introduction to the basic functions of Adobe 

Premiere Pro. Depending on tool availability and participant needs, the module shall also 
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demonstrate responsible use of Gemini and other AI-supported tools for ideation, script 

development, subtitles, voice-over, translation, and adaptation. 

• Taking raw footage through a complete editing workflow to a publishable short video; 

• Selecting and trimming footage, sequencing shots, adding music, titles, subtitles, 

simple animation, and branding. 

4.4 Delivery of Module 3: Graphic Design and Infographic Creation – 2 Full Days 

This module shall strengthen staff capacity to independently create professional visual 

materials consistent with KIESA’s identity. Training shall prioritize practical use of Canva and 

Adobe Express, with an introduction to relevant basic functions in Figma. It shall also 

demonstrate responsible use of ChatGPT, Gemini, and other relevant AI tools for idea 

generation, text development, and visual-content workflows. 

• Applying basic principles of hierarchy, layout, typography, color, accessibility, and 

brand consistency; 

• Creating infographics from statistics and institutional information, including clear data 

visualization; 

• Producing before-and-after graphics, quote cards, LinkedIn materials, Story and Reel 

covers, and campaign/event assets; 

• Preparing files in appropriate dimensions and formats for digital publication; and 

• Creating a practical set of reusable, editable templates so that staff can produce new 

materials without restarting the design process. 

4.5 Delivery of Module 4: Camera Use, Photography, and Filming Techniques – 2 Full 

Days 

This module shall be predominantly practical and enable participants to use cameras and 

smartphones more professionally when documenting KIESA activities, events, supported 

businesses, and success stories. 

• Practical foundations of exposure, shutter speed, ISO, white balance, focus, frame rate, 

and resolution; 

• Lens selection, composition, lighting, horizontal and vertical filming, and use of tripods 

and gimbals; 

• Audio recording and equipment setup for interviews; 

• Wide, medium, and close-up shots, B-roll, and basic camera movement; 

• Preparation and recording of a professional interview with a beneficiary or 

representative of a KIESA-supported business; and 

• Field practice in which participants record real footage, photographs, and interview 

material and subsequently use it to create a short, publication-ready video. 

The service provider shall plan the field component with KIESA and ensure that practical 

exercises reflect the equipment reasonably available to the participating staff. 

4.6 Reporting 

• Draft brief report containing list of participants, pictures from the training and brief 

summary of key topics covered. 
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5. Main Deliverables 

• Detailed work plan, including the agreed schedule and coordination 

arrangements; 

• Final training methodology and detailed agenda, allocating two full days to each 

of the four modules and showing the balance between brief theory and practical 

work; 

• Delivery of eight full training days to KIESA staff: two days per module; 

• Brief report containing list of participants, pictures from the training and brief 

summary of key topics covered. 

6. Qualification Requirements 

The contractor (company, organization, or consortium) must demonstrate the following 

minimum qualifications: 

• At least two years of proven experience in delivering training, capacity-building, 

communication, media-production, digital-content, or related advisory services; 

• Proven ability to design and deliver practical, hands-on, workshop-based training for 

adult learners; 

• Relevant experience working with public institutions, business-support organizations, 

or donor-funded/development projects shall be considered a strong asset; 

• Capacity to provide the necessary trainers and ensure consistent coordination across 

all four modules. 

The proposed training team shall collectively demonstrate: 

• Relevant professional expertise in social media and digital PR; 

• Relevant professional expertise in video editing and digital content creation; 

• Relevant professional expertise in graphic design, infographic development, and 

accessible data visualization; 

• Relevant professional expertise in photography, camera operation, audio, interviews, 

and filming techniques; 

• Experience using the principal tools referenced in this ToR and the ability to 

recommend realistic alternatives where licensing or equipment constraints apply; and 

• Strong facilitation, communication, and adult-learning skills, supported by examples of 

comparable assignments or outputs. 

7. Timetable 

The assignment is expected to be implemented during September/October 2026.  

8. Management 

The contractor will perform its duties under the supervision of the EnInGeP Team Leader in 

close coordination with the designated KIESA representatives.  

9. Budget 

The total available budget for this assignment is EUR 2,000.00 (VAT excluded). The total 

financial proposal must not exceed the available budget. 
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The budget is intended to cover all costs associated with the implementation of the assignment, 

including, but not limited to: 

• Preparation and finalization of the methodology, agenda; 

• Professional fees for trainers and any related personnel costs; 

• Delivery of all eight full training days. 

• Reporting, documentation, coordination, local travel, etc. 

The training venue will be provided by the Project/KIESA. Venue costs should therefore not be 

included in the financial proposal. 

Bidders shall submit a detailed financial proposal showing the cost breakdown by major cost 

category.  

10. Payment 

Upon completion and acceptance of the assignment deliverables, the contractor will be paid 

through a payment released directly to the contractor’s account. Deliverables will be reviewed 

and confirmed as satisfactory by the EnInGeP Project staff, in consultation with KIESA.  

11. Selection Criteria 

Proposals will be evaluated based on the following criteria: 

• Qualifications and relevant expertise of the proposed trainer(s): 40% 

• Quality, clarity, feasibility, and practical orientation of the proposed methodology and 

detailed training agenda, including the proposed balance between theory, 

demonstrations, exercises, and work-related outputs: 40% 

• Clarity, completeness, and cost-effectiveness of the financial proposal: 20% 

Only applications that submit all mandatory documents listed in Section 12 will be considered. 

The contracting authority reserves the right to request clarifications during the evaluation 

process. 

12. Application Process 

Interested and eligible organizations are invited to submit the following documents: 

• Organizational profile, including a brief description of the organization, a track record 

of relevant previous assignments or similar projects, and short biographies/CVs of the 

proposed experts or trainers; 

• Brief proposed training methodology and agenda covering all four modules. The 

proposal must clearly allocate two full days to each module and explain the practical 

exercises, work-related examples, expected participant outputs, field component, and 

approach to assessing learning; 

• Certificate of registration of the organization; 

• Tax Verification confirming that the applicant has no current unpaid tax debts or other 

tax obligations, or is in an agreement for debt repayment with the Tax Administration 

of Kosovo (TAK); and 

• Financial proposal. The total proposal must not exceed EUR 2,000.00, VAT excluded. 

Applications must be submitted in accordance with the instructions and deadlines specified in 

the Call for Proposals. 
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Applications should be submitted via e-mail to jehona.jashari@eciks.com no later than 9 

September 2026, COB. with the subject: Application – KIESA Staff Capacity-Building Training 

in Digital Communication and Content Production. 


