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Terms of Reference (ToR)
Consultant – Website and Project Management Lead

Location: Remote or based in one of IPPF Regional Offices (Mexico City, Mexico – Port of Spain, Trinidad and Tobago - Tunis, Tunisia – London, United Kingdom – Kuala Lumpur, Malaysia – New Delhi, India – Brussels, Belgium – Nairobi, Kenya) 
Duration: August 2025 – December 2026 (part-time or full-time depending on availability)
Reports to: External Relations Director
Works closely with: Global and Regional Communications Team, Rebrand Project Team, External Web Development Agency
1. Background
IPPF is embarking on a major digital transformation as part of its global rebrand, which includes the design and development of a new global website, to be launched in two phases:

- Phase 1: Design and launch of the core website by end of October 2025 by coordinating the work by the Web Development Agency.
- Phase 2: Migration and integration of content from the global and six regional websites across 2026.

To ensure the smooth delivery of this complex, cross-functional project, IPPF is seeking a highly skilled Website and Project Management Consultant to lead the internal coordination, ensure deadlines and quality standards are met, and serve as the key bridge between the selected agency and internal stakeholders.
2. Purpose of the Role
The Consultant will be responsible for:

- Providing strategic oversight and day-to-day coordination of the website project.
- Ensuring alignment with IPPF’s brand, communications goals, and rebranding strategy.
- Facilitating collaboration between internal teams and the external web development agency.
- Monitoring timelines, deliverables, and progress for both project phases.
- Troubleshooting issues and ensuring efficient decision-making throughout the project.
3. Key Responsibilities
Project Leadership and Coordination
Lead the planning, execution, and delivery of the new IPPF website across both project phases.
Act as the central point of contact between IPPF teams and the web development agency.
Develop and maintain a detailed project plan and timeline.
Organise and facilitate regular check-ins, status updates, and working meetings.
Stakeholder Engagement
Work closely with the rebrand team to ensure website design and messaging reflect the new brand identity.
Liaise with global and regional communications teams to gather input, coordinate content, and ensure buy-in.
Manage feedback loops and consolidate input into actionable directions for the agency.
Technical and Strategic Oversight
Review and provide feedback on wireframes, UX flows, prototypes, and final builds.
Ensure SEO, accessibility, multilingual functionality, analytics, and CMS usability are properly considered.
Support testing and quality assurance before launch.
Content Migration and Change Management
Coordinate with internal teams to prepare content for migration and localisation in seven languages.
Contribute to training plans and onboarding for content editors.
Support documentation and knowledge sharing across regions.
4. Deliverables
Website project plan and coordination calendar
Weekly status reports and risk assessments
Meeting agendas, notes, and decision logs
Internal updates and communications briefs as needed
Final post-launch project report with recommendations for future updates
5. Profile of the Consultant
Essential
Proven experience in managing complex digital projects, particularly website redesigns or builds.
Strong understanding of UX/UI, CMS (preferably WordPress), SEO, and web accessibility.
Exceptional organizational, communication, and stakeholder engagement skills.
Experience working with creative or web development agencies.
Ability to manage competing priorities and tight deadlines across diverse teams.
Desirable
Experience in international NGOs or federated organisations.
Familiarity with multilingual and multi-regional website structures.
Knowledge of sexual and reproductive health and rights, or other rights-based advocacy areas.
Proficiency in French, Spanish, or Arabic is a plus.
6. Timeline and Level of Effort
Start date: August 2025
End date: December 2026
Estimated 2–3 days/week with greater intensity between August–October 2025 and again during key migration moments in 2026.
7. Application Process
Interested consultants should submit:
- A brief proposal (1–2 pages) outlining their approach and relevant experience
- CV
- Daily or monthly rate

Send applications to: Alice Ackermann, aackermann@ippf.org 
Deadline: August 18 2025
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