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TERMS OF REFERENCE/JOB DESCRIPTION/SPECIFICATION FOR PROCUREMENT SPECIALIST, TCB-ICGLR – Technical Assistance and Capacity Building to ICGLR (TCB-ICGLR-RINR)
1.
IDENTIFICATION SECTION


JOB TITLE


:
Procurement Expert

INSTITUTION


:
ICGLR

DIVISION


:
Management Development Division

DEPARTMENT


:
Administration and Finance

SECTION 


:
Democracy and Good Governance-
  




Project Management Unit

UNIT



:
RINR
2.
JOB PURPOSE

To manage the procurement and supply of goods, services and works in order to ensure their availability for the efficient and effective implementation of the Technical Assistance and Capacity Building to ICGLR (TCB-ICGLR-RINR) and any other tasks as requested by the supervisor.
	3.    KEY RESULT AREA
	PRINCIPAL ACCOUNTABILITIES (MAIN DUTIES)



	Procurement

 
	Undertakes effectively the procurement of goods, services and works to ensure their availability.

	Secretarial Services 
	Provides effectively secretarial services to the project tender committee to facilitate informed decisions.

	Supplier Registration 
	Ensures effectively the maintenance of an up-to-date supplier register in order to establish a reliable supplier base.

	Procurement Plans


	Oversees timely preparation of procurement plans in order to facilitate resource mobilisation.

	Contracts 
	Ensures timely development of contracts, agreements and advertisements in order to facilitate the procurement of goods, services and works.

	Technical Advice
	Provides appropriately advice on all procurement matters in order to facilitate informed decision-making.

	Procurement Management
 
	Manages effectively the procurement of goods, services and works to ensure their availability.

	Supply


	Manages effectively the storage and distribution of goods in order to ensure their safety and availability.

	Monitoring and Evaluation
	Ensures periodically monitoring and evaluation of the utilization of the goods, services and works procured in order to ensure optimal utilisation and value for money.

	Capacity Building
	Ensures that the team working with the specialist are sufficiently capacitated through coaching and knowledge transfer to subordinates 


6.        KNOWLEDGE AND SKILLS REQUIREMENT

(a)
Minimum Primary/Secondary Education:

Full Grade 12 Certificate or equivalent.

(b)
Minimum Vocational/Professional Qualifications:

Degree in Purchasing and Supply.

(c)
Minimum Relevant Pre-Job Experience:

Six years experience in procurement.

(d)
Communication Skills:

Written Skills:

Excellent writing skills as the job demands preparation of reports.

Oral Skills:

Ability to communicate fluently in English and French as the job demands extensive verbal communication during negotiations or procurement.

(e) Other Skills/Attributes:


Computer Appreciation

Strong interpersonal skills

Supervisory skills

Consultant’s list of Tasks

To report to the AFO, Programme Officer – Administration and finance (ICGLR) and shall be responsible for:

	No.
	Performance/Output requirements
	Task

	1.
	Procurement documents produced and approved.
	Ensuring timely preparation of Project procurement requirements and plans and facilitating their approval.

	2.
	Advice provided.
	Providing direction in the implementation of procurement activities/programmes.

	3.
	Procurement activities monitored.
	Monitoring procurement activities regularly to ensure adherence to time frames

	4.
	Procurement input provided.
	Preparing in puts to the Quarterly Project Reports for stakeholders reviews.

	5.
	Briefs and updates on procurement prepared.
	Preparing briefs/updates on procurement activities for the ES/Steering Committee and other stakeholders as may be requested.

	6.
	Procurement requests reviewed. 
	Reviewing requests from ICGLR beneficiary institutions to check on their consistence with the Project plans.

	7.
	Draft advertisement reviewed.
	Reviewing draft advertisements for consultancy, procurement of goods and equipment to ensure that they meet standard requirements of stakeholders.

	8.
	Advice and input provided in evaluations.
	Participating and providing technical advice in evaluation of expressions of interest, technical and financial proposals and other bids pertaining to various ICGLR-Project activities.

	9.
	Procurement Capacity built
	Convening regular meetings and training sessions on Procurement for ICGLR Staff and beneficiary institutions.

	10.
	Procurement team managed effectively.
	Developing and maintaining effective and creative team for implementing Procurement.


TERMS OF REFERENCE/JOB DESCRIPTION/SPECIFICATION FOR PROJECT ACCOUNTANT, TCB-ICGLR – TECHNICAL ASSISTANCE AND CAPACITY BUILDING TO ICGLR (TCB-ICGLR-RINR)
1.
IDENTIFICATION SECTION


JOB TITLE


:
Project Accountant

INSTITUTION


:
ICGLR

DIVISION


:
Management Development Division

DEPARTMENT


:
Administration and Finance

SECTION 


:
Democracy and Good Governance-

  




Project Management Unit

UNIT



:
RNIR

2.
JOB PURPOSE

To manage and undertake the financial management functions of the ICGLR-TCB in order to ensure efficient resource utilization and accountability and handle any other task as requested by the supervisor.

	3. KEY RESULT AREAS


	PRINCIPAL ACCOUNTABILITIES (MAIN DUTIES)

	Financial Advice            
	Provides appropriately advice on all financial matters in order to facilitate informed decision-making.

	Budget
	Timely preparation of the annual project budget in order to facilitate mobilization of financial resources.

	Budgetary Control 
	Facilitates and coordinates effectively the implementation of the budget in order to ensure compliance to the budgetary provisions and accounting principles.

	Financial Transactions
	Manages effectively financial transactions in order to ensure cost-efficient utilization of funds.

	Financial Management System
	Ensures appropriately the development and maintenance of an-up-to date financial management system in order to facilitate easy and quick retrieval and storage of financial data.


	Financial Reports and Statements
	Timely preparation of reports and financial statements in order to maintain records for decision-making and auditing.

	Book of Accounts 
	Prepares and maintenance of an accurate book of accounts in order to ensure timely provision of accounting information to donors, co-operating partners and other stakeholders.

	Audit Queries 
	Answers promptly to audit queries and observations in order to enhance accountability and transparency.

	ICGLR Follow on Programme
	Participates effectively in the collection and analysis of financial data for the preparation of the ICGLR follow on projects in order to contribute towards the formulation of a sound project.


6.
KNOWLEDGE AND SKILLS REQUIREMENT

(a) Minimum Primary/Secondary Education:

Full Grade 12 Certificate or equivalent.

(b) Minimum Vocational/Professional Qualifications:

Degree in Accounts and a professional qualification in Accountancy; ACCA/CIMA

(c) Minimum Relevant Pre-Job Experience:

Six years in a donor funded project. 

(d) Communication Skills:

Written Skills:

Excellent writing skills as the job demands preparation of financial and other statements ad reports.

Oral Skills:

 Fluent in English and French as the job demands extensive oral communication during financial transactions.

(e) Other Skills/Attributes:


-
Computer Appreciation

-
Strong interpersonal skills

-
Negotiation skills 

-
Self Motivation 

-
Tact and diplomacy


Consultant’s list of Tasks to be performed.

To report to the AFO, Programme Officer – Administration and finance (ICGLR) and shall be responsible for:

	No.
	Performance/Output requirements
	Task

	1.
	Financial reports produced.
	Timely production of relevant reports as required under the Grant Memorandum of Understanding (MoU) and the Financing Agreement.

	2.
	Accounts timely and adequately replenished 
	Timely replenishment of the Accounts in line with the Agreement.

	3.
	Required financial management information produced.
	Timely provision of relevant information to management and implementing agencies as may be required from time to time for decision making purposes

	4.
	Audit reports produced.
	Production of unqualified Audit Reports

	5.
	Capacity built in Accounts / Finance 
	Regularly building of capacity in the Accounts for managing donor funds.

	6
	Expenditures payments accounted for
	Undertaking accounting functions for expenditure payments

	7
	Budget implementation monitored
	Monitoring budget implementation


TERMS OF REFERENCE/JOB DESCRIPTION/SPECIFICATION FOR MONITORING AND EVALUATION SPECIALIST, TCB-ICGLR – TECHNICAL ASSISTANCE AND CAPACITY BUILDING TO ICGLR (TCB-ICGLR-RINR)
JOB DESCRIPTION/SPECIFICATION

1.
IDENTIFICATION SECTION
  
JOB TITLE

:
Monitoring and Evaluation Expert

INSTITUTION
:

ICGLR


DIVISION

:
Management Development Division
DEPARTMENT
: 

Good Governance and Democracy

	2.     JOB PURPOSE 
To manage and undertake the process of monitoring and evaluating the implementation and impact of the project/ programmes  in order to ensure attainment of the objectives of the ICGLR-TCB, and handle any other task as requested by the supervisor.


	3.  KEY RESULT AREA
	PRINCIPAL ACCOUNTABILITIES (MAIN DUTIES)



	Works Plan
	Consolidates effectively the development of sub-component work plans in order to facilitate effective and timely implementation of programmes and projects.

	IEC Programmes
	Coordinates with Communication Unit in order to manage effectively the development and implementation of information, communication and education programmes in order to inform and educate the public on the programmes/ Project objectives and progress.

	Monitoring and Evaluation Systems
	Develops appropriate monitoring and evaluation system in order to facilitate the assessment of the progress and impact of project/programmes and activities.

	Information Management System
	Ensures effectively the development and maintenance of an up-to-date and appropriate information management system in order to facilitate easy retrieval and proper storage of information.

	Monitoring and Evaluation
	Monitors and evaluates effectively the implementation of the project/programmes and activities in order to facilitate implementation of appropriate intervention measures

	Consultancy
	Monitors effectively the implementation and output of assignments by consultants in order to ensure quality and adherence to contractual guidelines.

	Performance Appraisal Analysis
	Analyses periodically the performance of the programmes/ project in order to assess their impacts 


6.
KNOWLEDGE AND SKILLS REQUIREMENT

a) Minimum Primary/Secondary Education:

Full Grade 12 Certificate or equivalent

b)
Minimum Vocational/Professional Qualifications:



Degree in Social Sciences

c)
Minimum Relevant Pre-Job Experience:

Six years relevant experience in monitoring and evaluating of projects and other modernization initiatives.  Experience in monitoring and evaluating of donor funded projects.


e)
Communication Skills:



i)   Written Skills


Excellent writing skills
 as the job demands periodic preparation of monitoring and evaluation reports and other reports.



ii)  Oral Skills
Fluent in English and French as the job demands extensive verbal communication during monitoring and evaluation exercises.

f) 
Other Skills/Attributes:


       
Computer Appreciation


      
Interpersonal skills


       
Managerial skills


        
Tact and diplomacy

Consultant’s list of Tasks

To report to the Programme Officer – Good Governance and Democracy, the Monitoring and Evaluation Specialist, shall be responsible for:

	No.
	Performance/Output requirements
	Task

	1.
	Programmes/plans initiated.
	Ensuring timely initiation of the preparation of Project work programmes/plans.

	2.
	Implementation monitored.
	Monitoring regularly the implementation of Project Component activities to ensure adherence to time frames.

	3.
	Monitoring and evaluation activities undertaken.
	Undertaking periodic monitoring and evaluation of Project activities.

	4.
	Reports initiated.
	Initiating the consolidating/preparing of Quarterly and other Project Reports for Portfolio Reviews and other purposes.

	5.
	Briefs/updates initiated.
	Initiating the preparation of briefs/updates on ICGLR activities for the ES/ Steering Committee and other stakeholders.

	6.
	Secretariat services provided.
	Providing secretariat services for the Steering Committee, Project management meetings and other ICGLR fora to discuss progress and challenges on the implementation of Project.

	7.
	Documents reviewed.
	Initial reviewing the Terms of Reference/ Technical Specifications and other documentation prepared by ministries/ agencies to ensure that they are in line with Project objectives and will contribute to identify Project results/outputs.

	8.
	ICGLR-TCB meetings convened.
	Participation in the Convening regular meetings on the  Project


TERMS OF REFERENCE/JOB DESCRIPTION/SPECIFICATION FOR PROJECT MANAGEMENT EXPERT, TCB-ICGLR – TECHNICAL ASSISTANCE AND CAPACITY BUILDING TO ICGLR 
(TCB-ICGLR-RINR)
1.
IDENTIFICATION SECTION
  
JOB TITLE

:
 Project Management Expert

INSTITUTION
             :
ICGLR


DIVISION

:
Management Development Division
DEPARTMENT  
: 
Good Governance and Democracy

	2.     JOB PURPOSE 

To manage and undertake the technical implementation of the project in order to ensure attainment of the objectives of the ICGLR-TCB, under the supervision of the Program Officer for Democracy and Good Governance. The Project Management Expert will also handle any other tasks as requested by the supervisor. 


	3.  KEY RESULT AREA
	PRINCIPAL ACCOUNTABILITIES (MAIN DUTIES)



	Developing the project plan
	Co-ordinates, consolidates efficiently project programmes and activities in order to ensure attainment of ICGLR-TCB objectives as well as the development of sub-component work plans in order to facilitate
effective and timely implementation of project.

	Managing the project stakeholders
	Collaborates with the Donor Coordination Expert to ensure smooth coordination amongst all donors and stakeholders

	Managing Communication
	Coordinates with Communication Unit in order to manage effectively the development and implementation of information, communication and education projects in order to inform and educate the public on the Project objectives and progress.

	Managing the project team
	Ensures that all team members deliver on their responsibilities

	Managing the project risk
	Foresees possible risks and mitigates

	
	

	Managing the project schedule
	Makes sure that the project components are executed within the schedule agreed upon with the Bank

	Elaborating the project budget implementation Plan
	Avoids under spending and overspending of the Project budget 

	Managing the project delivery
	Makes sure the project objectives are achieved

	Managing Monitoring and Evaluation

    
	Co-ordinates and undertakes the timely monitoring and evaluation of project components in order to ensure project objectives are being met.


4.
KNOWLEDGE AND SKILLS REQUIREMENT

a) Minimum Primary/Secondary Education:

Full Grade 12 Certificate or equivalent


b)
Minimum Vocational/Professional Qualifications:

Degree in Economics, Administration, Social Sciences, Information Systems Management or any other subjects, plus documented training in Project Management.
c)
Minimum Relevant Pre-Job Experience:

Experience in management of projects and other modernization initiatives.  Experience in management of donor funded projects. Experience in the ICGLR Certification Mechanism. Good knowledge of the Great Lakes Region. Being a citizen of one the ICGLR Member States, a plus 

d)
Communication Skills:



i)   Written Skills


Excellent writing skills as the job demands periodic preparation of management reports.



ii)  Oral Skills
Fluent in English and French as the job demands extensive verbal communication during management exercises.



e) 
Other Skills/Attributes:


       
Computer Appreciation


      
Interpersonal skills


       
Managerial skills


        
Tact and diplomacy
Consultant’s list of Tasks

Under the supervision of the Programme Officer – Good Governance and Democracy, the Project Management Expert, shall be responsible for:

	No.
	Performance/Output requirements
	Task

	1.
	Annual Work Plan & and Budget elaborated
	Ensuring timely and accurate elaboration of the Annual Work Plan and Budget

	2.
	Disbursement Plans and Forms, Procurement Plans elaborated and submitted to the Bank
	Ensuring timely and consistent elaboration and submission of Disbursement Plans and Forms, Procurement Plans

	3.
	Implementation managed.
	Managing regularly the implementation of the ICGLR-AfDB Project Component activities to ensure adherence to time frames.

	4.
	Monitoring and evaluation activities undertaken.
	Undertaking periodic monitoring and evaluation of Project activities.

	5.
	Reports initiated.
	Initiating the consolidating/preparing quarterly reports and submitting them to the Bank

	5.
	Briefs/updates initiated.
	Initiating the preparation of briefs/updates on ICGLR activities for the ES, Steering Committee and other stakeholders.

	6.
	Secretariat services provided.
	Providing secretariat services for the Steering Committee, Project management meetings and other ICGLR fora to discuss progress and challenges on the implementation of Project.

	7.
	Documents reviewed.
	Reviewing the Terms of Reference/ Technical Specifications and other documentation prepared by ministries/ agencies to ensure that they are in line with Project objectives and will contribute to identify Project results/outputs.

	8.
	ICGLR-TCB meetings convened.
	Participation in the Convening regular meetings on the  Project








 









