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TERMS OF REFERENCE (TOR) 
March 11, 2021
	Project title:   
	“Towards a Professional and Citizen-Centered Civil Service in Mongolia”

	Title of the assignment:
	Local consultant – Development of Policy Brief on Job Description of administrative posts in the civil service

	Type of contract:       
	Individual consultant 

	Contract duration
	60 working days, from 5 April 2021 – 1 December 2021



A. Project Description  
The project “Towards a Professional and Citizen-centred Civil Service in Mongolia” (“Project”[footnoteRef:1]), was approved in February 2018 and will be implemented in 2018-2021, jointly with the Parliament of Mongolia, the Civil Service Council (CSC), the Cabinet Secretariat (CS) and other agencies involved in training of civil servants. The project is funded by the Government of Canada. The project will support the implementation of the civil service reform priorities towards creating a stable, impartial, professional and citizen-centred civil service and their implementation through capacity-building.  [1:  See the project document at www.mn.undp.org] 

The Parliament of Mongolia approved the revision of the Civil Service Law (CSL) in December 2017. The overall aim of the CSL is to strengthen merit-based and performance driven culture and systems in the civil service of Mongolia. It has introduced some new elements in the civil service such as standardization of the civil service, professionalization training specific to each post ranking, with mandatory requirements for career advancement, reform of the examinations based on tests and interviews and with a new content, strategic and business planning in public sector organizations. 
The main priority and the central piece of the reform is to reduce politicization of civil service appointments and high turnover. This objective is being achieved mainly through a standardization of job descriptions – prohibiting change in job descriptions (JDs) unless organizational mandate is changed by law. 
To this end, the Project commissioned assessments and researches that provided evidence and insights on job descriptions in the civil service as well as recommendations to address specific issues. These studies, which helped design Project interventions include:
· Draft "Procedure for core civil servants’ reserve"
· Draft "Generic procedure on developing special requirements" (competency)
· Draft “Procedure on Special Requirements for Managerial and Executive Positions in the core Civil Service”
· Draft procedures for civil service HR audit 
· Draft "Procedure for the transfer and rotation of core civil servants" 
· Draft "Procedure for career based promotion of civil service"
· A review of legal gap analysis to identify further obstacles or inconsistencies related to the implementation of the CSL.[footnoteRef:2] [2:  See Project Annual Progress Report – 2020 (A total of 12 recommendations)  ] 

In preparation for its mid-term project implementation review, the Project plans to take stock of policy issues and recommendations that were surfaced by the above-mentioned studies and researches, and which remain unaddressed.  Policy brief/s on job descriptions of administrative posts will be drafted to convince legislators and policy makers of the importance of the depoliticization of civil service appointments and the urgent need to take the recommended course of action.

B. Objective
The objective of the Consultancy is to support the Project to consolidate the key findings and recommendations of the various studies the Project has commissioned to provide appropriate analytical guidance for Project stakeholders in the reform of the civil service appointment system for upholding the meritocracy principle. 
More specifically, a Consultant will be engaged to prepare following to assess the effectiveness of the standardization of the job descriptions:
· Prepare a consolidated assessment report on job descriptions and recommendations of the studies mentioned above, including a list of policy issues which can be the subject of policy briefs
· Prepare two (2) policy brief/s on issues identified in the above-mentioned assessment report
· Present the assessment report and/or policy briefs in fora organized by the Project
· Based on the findings of the studies, identify issues for further research or assessment

C. Scope of Work 

1. Conduct an analytic study on effectiveness of the standardization of JDs based on desk review and empirical data (quantitative data, performance indicators related to drafting, approval of JDs, , and using other research methods, including interviews/focus group discussions). Analytical study should draw conclusions on strengths, weaknesses, gaps, or inconsistencies, identify the needs for revision with regards to the best available international practices:
a. issuance of JDs – Justification of new JDs, pay scales and grades linkage with JDs, refusal to appoint the selected candidate by the appointing authority, alignment of JDs with special examinations, alignment of JDs with strategic objectives and mandates of the organization, timelines etc.
b. outcome of the issued JDs – vacancies vs. issuance of JDs, appointments vs. filling of vacancies, applications vs. temporary appointments, appointments which complied with JD requirements, patterns of the type of vacancies not being filled, non-discrimination, and gender equality, procedure for handling complaints.
2. Undertake an empirical study of (3-5 years) based on the Civil Service Council (CSC) quantitative data, performance indicators related to JDs, and using other research methods, including interviews/focus group discussions with i) HR focal points drafting JDs, applicants, and those who recently appointed, at different levels and categories of the civil service (CSC, ministry, agency, local government etc.); and ii) employer representatives at different levels and categories of the civil service, using a set of questions agreed with the CSC and the project implementation unit;
3. Provide an overall description of existing standardization of JDs of the civil service in Mongolia in tabular form, so that it can be used later for demonstrating the difference and similarities of international best practices.
4. Based on the research studies and assessments, the Consultant will identify all the policy issues that can be the subject for advocacy.  The policy briefs should be 6-8 pages long (maximum), is able to explain the issue/s, known causes, links or relationships, its context, stakeholders, scope, impact and implication for development policy and practice as well as propose a solution and present compelling and feasible recommendation/s. Evidence that will be used in the policy briefs will be based on project commissioned studies and experience and other secondary sources.   The policy brief will be written in non-academic language and laid-out using images, quotes, photographs, bullets to effectively convey specific evidence-based policy recommendations to policy makers.
a. Policy brief on vacancies vs. issuance of JDs
b. Policy brief on appointments vs. filling of vacancies
5. The Consultant will make himself/herself available to present the consolidated assessment report and/or policy brief/s in fora organized by the Project.

· Expected Deliverables and Payment Schedule
	Payment installments
	Deliverables
	Target Due Dates

	1. 20% of the total fee
	Inception report outlining detailed methodology and workplan with critical milestones and timetables to carry out the assignment in a timely and consistent manner
	By 15 May 2021

	2. 30% of the total fee
	Consolidated assessment report, suggested policy issues and target audience for the policy brief
	15 August 2021

	3. 50% of the total fee
	Two (2) camera-ready policy briefs, PowerPoint presentation(s) and presentation of the assessment report, and/or policy briefs
	15 September 2021


		
· Institutional Arrangement
The contractor shall report to the Project Manager, and through Project Manager to UNDP. S/he is expected to carry out the assignment in close consultation and cooperation with the Civil Service Council and the Cabinet Secretariat.  The Consultant will also engage in extensive consultations with sectoral stakeholder in other ministries and agencies and work closely with the Project Consultants, Advisors, and the member of the Government Working Group on Common Competency Framework.    

· Qualifications of the Successful Individual Contractor
· Masters’ Degree in public policy, law, economics, or related fields or its equivalent.
· Proficient in MS Office, especially the ability in building compelling case through tabular forms
· Significant knowledge and at least five (5) years working experience in policy development
· Proven ability to write clear and effective assessments and reports.
· Demonstrated experience in research and analysis
· Can work independently and has a track record of delivering quality reports on time

· 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%. Scores of the technical qualification are:
Relevant experience – 40 points
Educational background – 20 points
Technical proposal/approach/workplan – 40 points 
	Criteria
	Weight 
	Max. Point

	
	
	

	Technical criteria 1: Relevant experience 
	 
	40

	Significant knowledge and at least five (5) years working experience in policy development
	 
	10

	Proficient in MS Office, especially the ability in building compelling case through tabular forms

	 
	10

	Demonstrated experience in research and analysis
	
	10

	Can work independently and has a track record of delivering quality reports on time
	
	10

	Technical criteria 2: Educational background  
	 
	20

	Masters’ Degree in public policy, law, economics, or related fields or its equivalent.
	
	10

	Proven ability to write clear and effective assessments and reports.

	
	10

	Technical criteria 3: Technical proposal
	 
	40

	A brief proposal describing the methodologies, work plan and timeframe.
	 
	40

	Technical Score
	70
	100

	Criteria
	Weight 
	Max. Point

	
	
	

	Technical criteria 1: Relevant experience 
	 
	40

	Significant knowledge and at least five (5) years working experience in policy development
	 
	10

	Proficient in MS Office, especially the ability in building compelling case through tabular forms

	 
	10

	Demonstrated experience in research and analysis
	
	10

	Can work independently and has a track record of delivering quality reports on time
	
	10

	Technical criteria 2: Educational background  
	 
	20

	Masters’ Degree in public policy, law, economics, or related fields or its equivalent.
	
	10

	Proven ability to write clear and effective assessments and reports.

	
	10

	Technical criteria 3: Technical proposal
	 
	40

	A brief proposal describing the methodologies, work plan and timeframe.
	 
	40

	Technical Score
	70
	100





Documents to be submitted as part of the application:
· Letter of Confirmation of Interest and Availability using the template provided by UNDP;
· 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.
· Brief description of why the individual considers him/herself as the most suitable for the assignment, and a methodology, if applicable, on how they will approach and complete the assignment; 
· Financial Proposal that indicates the all-inclusive fixed total contract price, supported by a breakdown of costs, as per template provided.  


· Approval  
		
The ToR is prepared and submitted by: 
Name: Khulangoo.P
Designation: Project Manager 
  						

The ToR is approved by: 
Name: Barkhas L. 
Designation: Program Officer


ANNEXES
I. Civil Service Law of Mongolia (2017)
II. Medium-Term Civil Service Reform Strategy and Implementation Action plan, Government of Mongolia (2007)
III. Draft Civil Service Reform concept paper (2018)
IV. Draft HR Audit Manual (2019)
V. Gender Baseline Survey (2019)
VI. Strategic Plan of Civil Service of Mongolia, Civil Service Council (2020-2024)
VII. Mongolia Towards a High Performing Civil Service: Reform Progress and Challenges, World Bank (2020)
VIII. Development Finance Assessment in Mongolia (2018)
IX. Report of the UN Mission on SDGs Mainstreaming, Acceleration and Policy Support (2018)
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