
 
 
 

 

Individual Consultant Procurement Notice 

Country:  Ethiopia 

Description of the Assignment: Consultancy Services for Translation of the Civic Engagement 

Policy to Amharic Language 

Project Name:  Governance and Democratic Participation Programme  

Duration of Assignment:  20 days 

Starting Date: as soon as the contract is singed 

Duty Station: Home Based 

 

1. BACKGROUND  

In support of Government of Ethiopia’s national development plan (GTP II) and the global agenda 

(SDG), UNDP Ethiopia has launched in June 2017 a new multi-stakeholder, multi-year Governance 

and Democratic Participation Programme (GDPP). The main objective of the programme is to 

support the country sustain efforts towards enhancing institutional capacities and frameworks for 

strengthening good governance and deepening democratic participation in line with the Constitution 

and International Human Rights Conventions to which Ethiopia is a signatory.  

 

Civic engagement and participation is one of the characteristics of a functioning democracy and a 

prerequisite for all-inclusive and sustainable development. The role of civic organizations in policy 

discourse and facilitating is paramount important for widening democratic space and active 

participation of citizens in development endeavors affecting their life. 

 

Cognizant to the urgency and importance of engaging civic organizations in development endeavors- 

the Democratic System Building Center in the Prime Minister Office in collaboration with UNDP 

launched a one-year project named ‘Building National Consensus for Sustainable Peace and 

Development’. It comprises two major pillars: (1) Broader consensus built on key thematic issues for 

sustainable peace and development; and (2) Improved policy environment for civic engagement 

which include reviewing policy gaps pertinent to civic engagement and development and developed 

a roadmap on civic engagement strategies. In other words, the GoE and UNDP jointly initiated a 

project that creates conducive environments for the strengthening of civic engagement in the 

democratization and development process. 

 

Accordingly, Democratic System Building Center in the Prime Minister Office & UNDP developed a 

national civic engagement policy which is an indispensable tool that ensures promoting the role of 

citizens’ [individuals, NGOs/CSOs, private sectors, Communities, etc] in development and 

democratization process in the country. It seeks to bring about a fundamental shift in the 

relationship, geared towards recognizing the evolving nature and growing influence of citizens’ 

participation, drawing on its strengths and capacities, and maximizing the potential of civic 

engagement for development. 



 
 
 

 

In view of this, the Democratic System Building Center in the Prime Minister Office has delegated 

UNDP to outsource the consultancy assignment and hire one competent national consultant to carry 

out the translation of the Civic Engagement Policy which has been prepared in English.  

 

2.  OBJECTIVE OF THE CONSULTANCY  

The objective of translating the Civic Engagement Policy into Amharic language is to ensure access 

to the GoE and relevant stakeholders.  

 

3.   DUTIES AND RESPONSIBILTIES 

In order to achieve the objective mentioned above, the consultants would be expected to perform 

the following tasks and responsibilities: 

• Translate the Civic Engagement Policy from English into Amharic version within the specified 

timeframe; 

• Present draft translation to the Reference Group established by the GoE for review; 

• Make necessary amendments to the draft in accordance with the comments received from 

reference group and submit a completed translation; 

• Do the necessary editing, fine-tuning and make the Civic Engagement Policy document ready 

for publication. 
 

4. EXPECTED DELIVERABLES 

The consultants will submit the draft translated document of the Amharic version. This draft will be 

subjected to comments by the Reference Group, UNDP and other stakeholders within 5 working 

days. While incorporating feedbacks and comments, the consultants will continue working on the 

final version, which should be delivered over a period of 20 days, maximum. The consultants will be 

expected to make presentation of the translation to the Reference Group and other stakeholders.  
 

Key deliverables of this assignment are summarized as follows: 

• Draft Civic Engagement Policy of the Amharic version; 

• Presentation of draft translated Amharic version to the Reference Group; 

• Submission of the final translated Civic Engagement Policy (Amharic version) incorporating 

comments and inputs; 
 

5. REPORTING RELATIONSHIP 

The successful consultants will work under the guidance of UNDP. They shall submit the required 

reports to the Reference Group and UNDP. They shall also cooperate and closely work with 

concerned staffs of the Democratization Center, PMO 

 

6. CONTRACTUAL ARRANGEMNTS 

One national consultant will be engaged for the entire assignment and closely work with the 

National Consultant hired to develop the Civic Engagement Policy Document.  
 

UNDP’s Democratic Governance and Capacity Development Unit will be the primary focal point and 

as such it will manage the overall financial and contractual arrangements with the consultants. 



 
 
 

7. DURATION OF THE ASSIGNMENT 

The assignment will be implemented over a period of 20 days; and this will be the total number of 

days required for completion of the assignment. Yet, the contractual fee will deliberate only the 

required working days for submission of deliverables. The date for the start of this assignment is 

immediately after concluding Contract Agreement  
 

8.  REQUIRED QUALIFICATION AND EXPERTISE 

a. Academic Qualification and Years of Experience 

 

Education: 

• Minimum of university degree in law and/ public policy; 

 

Years of experience: 

• At least 7 years of relevant work experience in public policy and/policy drafting; working 

experience with one of the executive branches of the Ethiopian government is desirable 

• At least two years of experience in translating or editing English government documents or 

legal drafts into Amharic language; or experience of drafting; 

 

b. Required Skills and Competencies 

• Strong analytical, and writing skills; 

• Strong knowledge of Ethiopian national policies and strategies, legal research and analysis; 

• Working knowledge of the Ethiopian governance context;  

• Ability to work autonomously and in a team setting; 

• Good organizational skills and ability to work under pressure and to meet tight deadlines; 
 

9. LANGUAGE 

Applicants must be proficient both in Amharic and English languages. 

  

10. CRITERIA FOR SELECTING THE BEST OFFER  

Qualified Individual Consultant (IC) is expected to submit both the Technical and Financial 

Proposals. Only applicants who fulfil the qualifications will be shortlisted and contacted.  

 

Consultants will be evaluated based on cumulative analysis as per the following scenario: 

- Responsive/compliant/acceptable; and 

- Having received the highest score out of a pre-determined set of weighted technical and financial 

criteria specific to the solicitation. In this regard, the respective weight of the proposals is: 

a. Technical Criteria weight is 70%; 

b. Financial Criteria weight is 30%; 

 

 

 

 

 

 



 
 
 

Evaluation Criteria: 

Criteria Weight Max. Point 

Technical Competence (based on CV, Proposal and Interview (as 

required) 
70% 100 

Criteria (a): Educational relevance: close fit to post: Minimum Bachelor’s 

degree in law 
 20 

Criteria (b): Understanding the scope of work and organization of the 

proposal: In-depth understanding of the Scope of Work (SoW); 

comprehensiveness and completeness of the proposal 

 40 

Criteria (c): Individual competencies (experience in similar 

assignments): Minimum of 7 years of relevant working experience in the area of 

public policy/ law and at least two years of experience in translating or editing 

English government documents or policy/legal drafts into Amharic language;  

 40 

Financial (Lower Offer/Offer*100) 30% 30 

Total Score  Technical Score * 70% + Financial Score * 30% 
 

Evaluation Legend: 

Weight per Technical Competence 

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. 

 

11. PAYMENT MILESTONES AND AUTHORITY  

The successful consultant shall receive his/her payments upon certification of the completed tasks 

satisfactorily, as per the following schedule: 

Payment tranche Deliverables  Approval should be obtained  Portion 

1st tranche Upon submission of draft translation  UNDP/ Reference Group/ IC 

who developed the Policy 

20% 

2nd tranche Upon presentation of draft 

translated document   

UNDP/ Reference Group/ IC 

who developed the Policy 

40% 

3rd tranche Upon submission and endorsement 

of final translated document 

UNDP/ Reference Group/ IC 

who developed the Policy 

40% 

 

12.  CONFIDENTIALITY AND PROPRIETARY INTERESTS  

The Individual Consultants shall not, either during the term or after termination of the assignment, 

disclose any proprietary or confidential information related to the consultancy service without prior 

written consent. Proprietary interests on all materials and documents prepared by the consultants 

under this assignment shall become and remain properties of UNDP. 


