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TERMS OF REFERENCE 
January 12, 2022
	Project title:   
	“Towards a Professional and Citizen-Centered Civil Service in Mongolia”

	Title of the assignment:
	Local consultant – Expert on human resources audit in the civil service to work at agency level 

	Type of contract:       
	Individual consultant 

	Contract duration
	Up to 90 days from February 2022 to July 2022



A. [bookmark: _Hlk62645325]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 (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. 
Human resources audit is a new responsibility assigned to the CSC by the Civil Service Law (Art 66.1.4). The CSC laid down the conceptual basis of Human Resources Audit (HR Audit) in 2019 with the Project support as it is a new concept in Mongolia. The background preparatory work for HR audit as a comprehensive tool for reviewing HR policies, practices and compliance by government agencies continued in 2020. 
A national convention of HR specialists and permanent secretaries of the CSC Sub-councils organized in September 2020, had an extensive deliberation on specific chapters of the HR Audit Manual and incorporation of important practical methodologies, and led a way for formal approval for this document as a standard to be streamlined across the organizations by CSC on 3 February 2021. Other key tools, namely the Terms of Reference, Plan for HR audit in 2021 and Standard Operating Procedure for HR audit were approved by the CSC in April 2021. 
In 2022, CSC plans to conduct HR audit in at least 15 organizations and further strengthen its newly assumed function. 
The purpose of this consultancy service is to provide technical expertise in CSC conducting HR Audit with strong emphasis on mainstreaming gender considerations in all processes. 



B. Scope of Work 
Output 1: Support in the nationwide launch of the HR audit in the civil service
To achieve this Output, the Consultant shall work closely with the international and local consultants currently supporting CSC on HR Audit in the civil service.

Expected activities include, but not limited to: 
1. Provide technical assistance in the design, implementation and reporting of the HR Audit at the agency level
2. Assist in standardization of templates and annexes to be used in the HR Audit, while continuously contextualizing draft templates provided by the international consultant working on HR Audit. 
3. Validate and deploy HR audit training materials (slides, modules, program outline etc) produced in 2021, whilst ensuring the training materials convey the correct meaning in the Mongolian language and administrative culture.
4. Provide feedback to inform the further development of the training, specifically on the terminology used and additional content required
5. Assist in the development of common Long-range HR Audit in the public administration, with specific focus on agency context.
6. Develop the outline and content of the Training Manual on HR Audit in the Civil service, whilst drawing upon extensively from the training resources provided by the International Consultant from 2019-2020. The final draft Training Manual on HR Audit shall be fit for formal approval by CSC. 

Output 2: Support the roll-out of “Next generation of HR Managers in civil service” National Training.
To achieve this Output, the Consultant shall work closely with the CSC’s Human resources management and audit department and the Training, Research and Database Unit, and the Human resources management and coordination department of the Cabinet Secretariat. 
Expected activities include, but not limited to: 
1. Develop the HR audit component of the Human Resources Management Manual in the Civil service, whilst drawing upon extensively from the training resources to be provided by the International Consultant. The final draft Human Resources Management Manual shall be fit for formal approval by CSC and the Cabinet Secretariat. 
2. Design, implement and monitor the progress of the National Training. This deliverable shall see an extensive collaboration of local consultants currently engaged under the roll-out of the Civil service Competency Framework at different levels of the administration. 
3. By applying theory of change and using andragogy methodology, deliver the component on the HR audit during the training for at least 100 HR specialist in 2022, which will be part of an interactive, fast paced, practical 4 learning sessions from February through June.
4. Provide feedback to inform the further development of the training, specifically on the terminology used and additional content required


C. Expected Deliverables and Payment Schedule
	Payment installments
	Deliverables
	Target Due Dates

	1. 25% of the total fee
	Progress report for Output 1 (tasks 1 – 3)
	By 30 March 2022

	2. 25% of the total fee
	Progress report for Output 1 (tasks 4 – 6)
	By 30 April 2022

	3. 25% of the total fee
	Progress report for Output 2 (tasks 1 – 2)
	By 30 May 2022

	4. 25% of the total fee
	Progress report for Output 2 (tasks 3 – 4)
	By 30 July 2022


		
D. Institutional Arrangement
The contractor shall report to the Project Manager, and through Project Manager to UNDP. S/he is expected to work 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.    

E. Qualifications of the Successful Individual Contractor
· [bookmark: _Hlk61210576]Graduate in the field of Human resources management, Business Administration, or other fields related to this position.
· Experience in customization of international HRM system into Mongolian context, preferably in a public sector setting
· Both academic and professional experience in human resources or development training 
· Excellent communications skills combined with workshop facilitation and training skills as demonstrated by past engagements with Government institutions
· Proficient in spoken and written English
· Prior experience in the human resources in either public or private sector is a plus

Competencies:
· Demonstrates integrity and ethical standards.
· Communication - Ability to listen, adapt, persuade, and transform.
· Ability to handle complex situations and multiple responsibilities simultaneously, mixing long-term projects with the urgency of immediate demands.
F. [bookmark: _Hlk61969322]Criteria for Selection of the Best Offer
Criteria for evaluation and selection of the best offer will be the Combined Scoring Method. 
Technical scores – 70%; and will, in turn, include the sum of written test (70%) and interview scores (30%);
Finance scores (price offer) - 30%. 
	Criteria
	Weight 
	Max. Point

	
	
	

	Technical criteria 1: Relevant experience 
	 
	50

	Experience in customization of international HRM system into Mongolian context, preferably in a public sector setting

	 
	30

	Both academic and professional experience in human resources or development training 

	 
	10

	Excellent communications skills combined with workshop facilitation and training skills as demonstrated by past engagements with Government institutions.
	
	10

	Technical criteria 2: Educational background  
	 
	20

	Graduate in the field of Human resources management, Business Administration, or other fields related to this position.
	
	20

	Technical criteria 3: Technical proposal
	 
	30

	A brief proposal describing the methodologies, work plan and timeframe.
	 
	20

	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.  All envisaged travel costs must be included in the financial proposal.

G. 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. Gender Baseline Survey (2019)
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