


TERMS OF REFERENCE 
EVENT ORGANIZER
Project Title: 		Strengthening human resources, legal frameworks, and institutional capacities to implement the Nagoya Protocol

Type of Position:		Event organizer 
Type of Contract: 		Individual Contract  
Duty Location:  		Ulaanbaatar, MONGOLIA 
Language Required: 	English and Mongolian 
Duration of contract:	110 working days over 6 months 
Application deadline:	16 July 2018
Expected Start Date: 	25 July 2018
[bookmark: _GoBack]
A. Background
Strengthening human resources, legal frameworks, and institutional capacities to implement the Nagoya Protocol (GEF ID 5731; 2016-2019) is a three-year project available in 24 countries including Mongolia. The project aims at assisting countries in the development and strengthening of their national legal frameworks, human resources and administrative capabilities to implement the Nagoya Protocol.The project will be implemented by the UNDP CO in cooperation with the Ministry of Environment and Tourism (MET) and other pertinent stakeholders to achieve the following outcomes: 
1.	Strengthening the legal, policy and institutional capacity to develop national ABS frameworks: 
National capacities on ABS issues will be strengthened and the implementation of the Nagoya Protocol will effectively begin.
2.	Building trust between users and providers of genetic resources to facilitate the identification of bio-discovery efforts: 
[bookmark: _Hlk517874151]Initiation of a long-term process for discussion and cooperation among the users and providers of genetic resources will lead to the identification and creation of opportunities for biodiscovery projects, including strengthened capacities and funding for research and development activities using genetic resources. 
3.	Strengthening the capacity of indigenous and local communities (ILC) to contribute to the implementation of the Nagoya Protocol: 
The participation of ILCs in the implementation of the Nagoya Protocol will be enhanced through their involvement in the decision-making process related to ABS, the development of Biocultural Community Protocols (BCPs), and increased awareness about ABS issues, including the links between traditional knowledge (TK) associated with the use of genetic resources. The Nagoya Protocol is a supplementary agreement to the Convention on Biological Diversity (CBD), which provides a transparent legal framework for Access to Genetic Resources and the Fair and Equitable Sharing of Benefits Arising from Their Utilization (ABS). The implementation of the basic measures of the Nagoya Protocol in the participating countries will unleash a wide range of monetary and non-monetary benefits for providers of genetic resources. Some of these benefits should be reinvested in the conservation and sustainable use of biological resources from where the genetic resources were obtained. This will fulfill the three objectives of the CBD, which are the conservation of biodiversity; the sustainable use of its components; and the fair and equitable sharing of benefits arising from the utilization of genetic resources.  
To ensure a successful Initiation of a long-term process for discussion and cooperation among the users and providers of genetic resources, and support national capacity to implement the Nagoya protocol, a comprehensive communication and advocacy initiatives at all levels are required. Hence, in cooperation with the relevant stakeholders ABS team is planning to organize series of events (including consultation with local communities to develop Biocultural community protocol), and training and advocacy activities targeting different sectors, agriculture, pharmaceutical and biotechnology in July – December 2018. UNDP CO is seeking for an event planner to successfully organize the events and provide support to the ABS team and UNDP CO.  
B. Objectives and scope of work
Under the general supervision and guidance of the ABS team and UNDP CO, the Event planner will be responsible for ensuring the events are organized timely and smoothly in high quality manner. She/he is also expected to provide administrative support to the ABS project team and UNDP CO. Event planner will be responsible for the following tasks: 
1. Smooth preparation and organization of the event;
· Prepare, send out, and confirm invitations;
· Arrange needed procurements of meeting packages, venue booking, preparation of canvass tables, and other supporting materials and stationeries;
· Prepare list of participants including required information, confirmation with invitees prior to the event;
· Assist in the preparation of budget and financial report against the budget
2. To be the person-in-charge of logistical and communication arrangements before and during the events, including but not limited only to the following tasks:
· Participants registration;
· Venue and meeting package preparation including meals and breaks; 
· Event materials; 
· Arrange transportation for participants if required;
· Assist the production of meeting proceedings;
· Liaise with stakeholders under the direct supervision of the Programme officer of UNDP CO;
· Arrange note taking, ensure the records are made;
· Reporting;
3. Daily update on the progress status to the Programme officer and project team and keep all relevant parties informed on issues and challenges faced for further solution/decision;
4. Perform other functions as may be assigned by the Programme officer consistent with qualifications and experience. 

C. Expected deliverables
	Deliverables
	Estimated duration to complete
	Installment (%)
	Target due dates 
	Review & approvals

	Inception report: 
· List of events with dates in consultation with the project team and relevant stakeholders;
· Plan for activities;
· Checklist with responsible persons for required materials and actions to be taken.  
	10 working days 
	15%



	27 July 2018
	UNDP CO
PIU

	· Organization of local community consultations at 2 pilot sites; 
· Prepare detailed plan, budget and logistics for study tour for decision makers, assist in communicating between organizers and host country;
· Compile recommendations from the study tour; 
	30 working days
	25%
	10 September, 
2018
	UNDP CO
PIU

	· Planning and organization of Law discussions and working group meetings;
· Compile recommendations from discussion and submit to PO and legal expert;
	20 working days
	20%
	10 October, 2018
	UNDP CO
PIU

	· Organization of sectoral trainings and consultations for TK guideline and sectoral procedural manuals (ethical code of conduct etc); 
· Compile recommendations and submit to PO;
	30 working days
	20%
	25 November,
2018
	UNDP CO
PIU

	Final report: 
· Activities undertaken during the event organization; 
· List of files prepared for the events;
· Final version of the files and documents prepared during the events in both English and Mongolian;
	20 working days 
	20%
	20 December, 2018
	UNDP CO
PIU



D. Institutional arrangement
The event organizer will work in close collaboration with the UNDP CO, PIU and ABS global team. She/he should ensure a timely identification of potential risks and signal any delays in deliverables. The contract will be effective immediately upon signature by UNDP. 
UNDP CO and PIU will have the following responsibilities: (i) Provide with relevant documents; (ii) Discuss and agree on the assignment; and (iii) Monitor and evaluate the progress of the assignment. The contract and payments will be performance-based and regularly assessed by the UNDP CO and PIU. 
The present ToR may be subject to modification, without changing the overall objective and the scope of work, on the basis of mutual consultations. UNDP will hold the copyright of the assignment deliverables. 
E. Duration of work: 110 working days over 6 months 
F. Duty Station: UNDP CO Mongolia


G. Qualifications of the successful candidate:
Education:
· University degree in social science, Business Administration, communication, marketing or a closely related field, or another field combined with relevant work experience. 
· Postgraduate degree in relevant field is an asset.
Experience:
· At least 3 years of demonstrated experience in administration, procurement or communication filed;
· Demonstrated experience in project implementation;
· Proven record of organizing/coordinating major events;
· Experience in dealing with international and national experts and institutions;
· Strong written English and Mongolian;
· Proficient use of computers office software packages 
Competencies:  
· Demonstrates integrity and ethical standards; 
· Highly organized person, sets priorities, produces quality outputs, meets deadlines and manages time efficiently;
· Work well in a team to advance the priorities of ABS and UNDP as a whole;
· Maintains professional communication with all parties;
· Projects a positive image and is ready to take on a wide range of tasks;
· Ability to work under pressure.
H. Recommended Presentation of Offer
The following documents should be requested:
a) Letter of Confirmation of Interest: to conduct the assignment;
b) Personal CV or P11, indicating all past experience from similar projects, as well as the contact details (email and telephone number) of the Candidate and at least three (3) professional references;
c) Brief description of why the individual considers him/herself as the most suitable for the assignment, and a proposed work plan and methodology on how they will approach and complete the assignment.  
d) Financial Proposal that indicates the all-inclusive fixed total contract price, supported by a breakdown of costs in MNT.  
A. Criteria for Selection of the Best Offer
Selection criteria is Combined Scoring method – where the qualifications will be weighted a maximum of 70% and combined with the price offer which will be weighted a max of 30%.

The TOR is approved by 




Daniela Gasparikova, 
Deputy Resident Representative, 
UNDP, Mongolia 



Annex 1: Individual scoring sheet 
	Criteria
	Weight 
	Max. Point

	
	
	

	Technical criteria 1: Education
	 
	20

	Degree in social science, Business Administration, marketing, communication or a closely related field, or another field combined with relevant work experience. Post-graduate degree relevant field is an asset. 
	 
	20

	Technical criteria 2: Professional experience
	 
	80

	At least 3 years of demonstrated experience in administration, procurement or communication filed 
	 
	20

	Proven record of organizing/coordinating major events 
	 
	20

	· Demonstrated experience in project implementation
· Experience in dealing with international and national experts and institutions
	 
	20

	· Strong written English and Mongolian 
· Proficient use of computers office software packages
	 
	20

	Technical Score
	70
	100



	Weight for Technical Criteria
	 
	 
	 
	 

	Weak: below 70%
	The individual consultant/contractor has demonstrated a WEAK capacity for the analyzed competence

	Satisfactory: 70-75%
	The individual consultant/contractor has demonstrated a SATISFACTORY capacity for the analyzed competence

	Good: 76-85%
	The individual consultant/contractor has demonstrated a GOOD capacity for the analyzed competence

	Very Good: 86-95%
	The individual consultant/contractor has demonstrated a VERY GOOD capacity for the analyzed competence

	Outstanding: 96-100%
	The individual consultant/contractor has demonstrated an OUTSTANDING capacity for the analyzed competence.





