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	Job Title:

	Technical Support Consultancy to Project Implementation Unit


	Type:

Application Deadline: 
	Individual Contract (IC)

June 7, 2017


	Expected Duration of the assignment:

Language:

Starting date:

Duration of the contract:

Duty station:

Reports to:

	approx. 120 working days (depending on the time and volume of the required tasks)

Russian, English

starting in June 2017 

June 2017 to December 2017 (tentatively)

UNDP Office, Ashgabat, Turkmenistan

Head of Project Implementation Unit, UNDP Turkmenistan



	
	

	
	

	
	

	
	


A. BACKGROUND

The new UNDP strategy (Country Programme for 2016-2020) focuses on Low emission development, Climate Change Adaptation, Data revolution, and Rule of Law and Economic Diversification. It will be contributing to the Government and United Nations Partnership for Development 2016-2020, in particular to its intended results:

1. Outcome “The  national policy, legislative and institutional frameworks are aligned to reduce greenhouse gas emissions through promoting sustainable practices on energy efficiency, the use of renewables, urban development and waste management".
2. Outcome “The national policy, legislative and institutional frameworks is responsive to climate change issues by promoting climate resilience, adaptation, climate risk management and disaster risk reduction measures at sector and community level”.
3. Outcome, “State institutions implement and monitor laws, national programmes, and strategies in a participatory manner and in line with the country’s human rights commitments” and to the PFD outcome “Strategies and simplified regulations are in place to promote high quality inclusive employment through sustainable economic diversification”
4. Outcome “Quality data, aligned with international standards, are available to policy makers, legislators, and the interested public to monitor the major goals of National Programmes, the post-2015 SDGs, and PFD and to formulate new national strategies and programmes”.

To achieve these results UNDP will support the implementation of a number of projects that will aim to attain outputs envisaged under the country programme document and its action plan (www.tm.undp.org). Ongoing projects will continue and new projects will be formulated and implemented throughout the proposed period of 2016-2020.

The largest ongoing UNDP projects in Turkmenistan from 2016-2020 include:
· Improving Energy Efficiency in the Residential Buildings Sector of Turkmenistan (EERB)
· Supporting Climate Resilient Livelihoods in Agricultural Communities in Drought-prone Areas of Turkmenistan (SCRL)
· Addressing climate change risks to farming systems in Turkmenistan at national and community level (AF)
· Energy Efficiency and Renewable Energy for Sustainable Water Management in Turkmenistan (EERE)
· Development of legal capacity and institutional mechanism (Human Rights)
· Cooperation in implementation of the NHRAP for 2016-2020 in rule of law and the access to justice (Supreme Court)
· Strengthening capacity in labor and employment policy planning and implementation (Labor and Employment)
· Support in Improving Accounting System in Turkmenistan (Accounting)
· Support to Improvement of the Foreign Trade Statistics in Turkmenistan (Trade Statistics)
· Support to the Civil Service Academy under the President of Turkmenistan (Civil Service Academy)

The UNDP office established a Project Implementation Unit (PIU), with a team of project assistants who support project managers in arrangement and execution of project activities per approved annual work plans.  More specifically the PIU assistants support project managers with financial and budget management, procurement of goods and services, organization of events, maintenance of project records, management of assets and inventories and with other administrative services required by the project management.

B. DESCRIPTION OF RESPONSIBILITIES

The individual contract holder will provide clerical support to Project Implementation Unit (PIU) in administrative, procurement and logistical arrangements of project activities. The contract holder will also provide efficient support in delivering various outputs as prescribed by the direct Supervisor. 

The contract holder will be reporting to Head of PIU.

There is no travel outside of Ashgabat envisaged during provision of outputs.

 Scope of work

1. Support to procurement (focus is on large and complex cases) including scanning, possible minor translation, arrangement of printing, filing of the procurement documentation to support in complex procurement according to the following list: 
a. EERE project – Construction of gravity flow irrigation system;  Water saving system – end of May; Greenhouse construction – tentatively August; Levelling in research area tentatively in August. SCRL project- Tenders on adaptation measures in August;

1. Help with workshop arrangement including catering, procurement of stationary, preparation of folders for workshop participants, registration of participants, invoice collection for:
1. Human rights project (UPR) –scheduled tentatively for May-June;
1. Supreme Court project – 2 trainings scheduled tentatively for September and 1 conference scheduled tentatively for November;
1. Trade Statistics project – scheduled tentatively for November;
1. Labour & Employment project– scheduled tentatively for June-July;
1. Civil Service Academy project : 2 round tables – scheduled tentatively for 1 for June and 2 for July;

1. Help with arrangement of study visit travel:  tickets booking, purchasing, visa applications and other relevant actions:
2. Civil Service Academy project – scheduled tentatively for July;  
2. Supreme Court project – 2 study tours scheduled tentatively for June and August;

1. Help with individual contracting:  assist in arrangement of completed cases for contracting – producing photocopies, small translations, making minor clarifications with potential candidates – overall 23 cases from end of May until end of November.

Deliverables and timeframe 

Deliverable 1
· Report outlining the result of the work in number of cases 

Location: UNDP Office, Ashgabat 
Approx. number of days: 30 working days

Deliverable 2 
· Report outlining the result of the work in number of cases 

 Location: UNDP Office, Ashgabat
Approx. number of days: 30 working days

Deliverable 3 
·  Report outlining the result of the work in number of cases 

Location: UNDP Office, Ashgabat
Approx. number of days: 30 working days

Deliverable 4 
· Report outlining the result of the work in number of cases 

Location: UNDP Office, Ashgabat
Approx. number of days: 30 working days

Payment Conditions
This is an installment-based contract that should cover the costs of consultancy required to produce the above deliverables. The final schedule of payments will be agreed upon in the signing the contract.

Payment will be released in four installments:  25% for report to deliverable 1, 25% for report to deliverable 2, 25% for report to deliverable 3 and 25% for report to deliverable 4 - upon timely submission of respective deliverables and their acceptance by UNDP Turkmenistan.


C. COMPETENCIES

Corporate Competencies
•	Demonstrates integrity by modeling the UN’s values and ethical standards;
•	Promotes the vision, mission, and strategic goals of UNDP;
•	Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability;
•	Treats all people fairly without favoritism;
•	Fulfills all obligations to gender sensitivity and zero tolerance for sexual harassment.

Functional Competencies
· Knowledge of and extensive experience working with judicial training centers. In depth knowledge of legal and judicial system;
· Excellent training, facilitation and communication skills;
· Results driven, ability to work under pressure and to meet required deadlines;
· Good understanding and practice of capacity development;
· Cultural sensitivity;
· Diplomatic skills.


D. QUALIFICATIONS 

	Education:
	Secondary education is required. University (bachelors) degree in administration, management, tourism, social sciences or other relevant areas is an asset.


	Experience:
	At least 2 years of working experience in administrative issues is required;
Experience in event organization is preferable;
Experience in administrative support in project management is preferable;
Knowledge of using office programs (word, excel, outlook) is strongly preferable;
Experience in UNDP, other UN organizations or international organizations is preferable.


	Language Requirements:
	
Good knowledge of Russian and English is required. Knowledge of Turkmen language will be an asset.



Submission of applications:

Interested individual consultants must submit the following documents/information to demonstrate their qualifications:

Technical Proposal:
All experts applying for this position are required to provide:
- Financial Proposal with the references to (1) the daily rate for the assignment and within the timing scale indicated in the present TOR. Template of the form can be found at: http://www.tm.undp.org/content/turkmenistan/en/home/operations/jobs;
- Filled P11 form including past experience in similar projects and contact details of referees (blank form can be downloaded from http://europeandcis.undp.org/files/hrforms/P11_modified_for_SCs_and_ICs.doc; 
please upload the P11 instead of your CV.

Financial Proposal:
The UNDP will enter an Individual Contract based on a daily rate. The financial proposal shall represent a detailed, justified and “all inclusive” amount.  In order to assist UNDP in the comparison of financial proposals, the financial proposal shall include a breakdown of this lump sum amount, including:
- a daily fee for the tasks and an estimated duration as specified in this announcement

Evaluation of Proposals:
Individual Consultants will be evaluated based on combined scoring methodology. When using this weighted scoring method, the award of the contract should be made to the individual consultant whose offer has been evaluated and determined as:
· Responsive/ compliant, and
· Having received the highest score – out of 100 points. 
Out of the maximum score, the score for technical criteria equals 70% - maximum 70 points, and for financial criteria 30% - maximum 30 points.

Technical evaluation (70%, or max 70 points) will take into account the following as per the scoring provided:
· Relevance of Education– 20 pts;
· Relevant working experience  of at least 2 years – 20 pts;
· Experience in event organization – 20 pt;
· Experience in administrative support in project management – 20 pts;
· Knowledge of using office programs (word, excel, outlook)– 10 pts;
· Language (Fluency in Russian and English and knowledge of Turkmen) - 10 pts;

Financial proposal – 30% of total evaluation - max 30 pts
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Additional requirements for recommended contractor

Recommended contractors aged 62 and older, and if the travel is required, shall undergo a full medical examination including x-ray, and obtain medical clearance from the UN-approved doctor prior to taking up their assignment. The medical examination is to be cleared by the UN physicians, and shall be paid by the consultant.
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