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ANNEX A: TERMS OF REFERENCE AND SCOPE OF SERVICES

1. BACKGROUND INFORMATION ON THE PROJECT
The Tuvalu Government will receive a grant financing from the World Bank/International Development Association (WB/IDA) for the Pacific Islands Regional Oceanscape Program – Second Phase for Economic Resilience (PROPER). The objective of PROPER is to strengthen regional collaboration and national capacity for the management and the sustainable development of the oceanic and coastal fisheries sector in Tuvalu.

The Implementing Agency (IA) of PROPER in Tuvalu, the Tuvalu Fisheries Authority (TFA) requires the services of a dynamic, experienced Project Procurement Officer (PO) to support the project implementation and be responsible for all procurement activities of the project.

The Officer will manage all procurement activities with support and guidance from the Central Procurement Management Office (CPMO) Procurement Specialist/Advisor and advice from the WB Procurement Specialist from time to time. The Officer will report directly to the Project Coordinator (PC). 


2. OBJECTIVE (S) OF THE ASSIGNMENT
The objective of this assignment is to ensure the timely, efficient, and compliant procurement of all goods, works, and services required for the PROPER project, in accordance with World Bank and government regulations. 
3. SCOPE OF WORK AND DESCRIPTION OF TASKS
With support from the CPMO Procurement (Specialist/Advisor) and advices from WB Procurement Specialist, the PO under the supervision of the PC will work with TFA staff on all procurement requirements with the following specific duties and responsibilities:

a) Procurement Management:
·  Develop, maintain, and implement key procurement documents for PROPER, including  the project procurement strategy for development (PPSD) and the procurement plan (PP) for the full project for review and approval by the PC, IA (TFA) and WB;
· Provide annual procurement plan for the project for approval by PC, IA before entering into the Systematic Tracking of Exchanges in Procurement (STEP( system for approval by the WB;
· Monitor and update the procurement plan in STEP from time to time;
· Monitor the implementation of planned procurement activities;
· Lead the IA in the preparation of procurement documentation for all procurement activities of goods, works and services (Technical Specifications, Invitations to Quote or Bidding documents and Terms of References);
· Lead with any clearance processes from relevant government agencies and/or the WB task team through the PC;
· Carry out the procurement process: advertising, receiving bids/proposals, drafting no objection request and justifications for PC, organizing evaluation committees and publishing results of tender processes as required;
· Liaise and coordinate with the Project Accountant (PA) on procurement activities to reconcile commitment resources and ensure alignment and availability of budget;
· Stay informed about any new government regulations affecting project procurement such as tax, customs procedures or procurement rules that require periodic reference or amendment to the Program Operation Manual and propose modification for consideration if needed;
· File and maintain all procurement documents properly for reference and record during auditing;
· Prepare handing over forms for any goods transferred to TFA.

b) Contract Management:
· Manage all procurement (supply and consultant) contracts in collaboration with the PC;
· Maintain a list of vendors supplying general items for project implementation;
· Prepare a contract management register, and monitor contract progress to be on time;
· Actively manage and lead  contract planning and implementation as in the:
· Preparation of required appropriate contract documents for all procurement activities from initiation to completion;
· Check invoices to ensure correct prices of quotations and bids;
· Follow through to ensure the goods/materials/services ordered are compliant with specifications;
· Examine the condition of goods/materials/services received and confirm they are compliant with expectation before approving for payment.
· Interact with PA in the monitoring of the correct and timely payment of contractors and consultants in accordance with their contract provisions;
· Assist the PC or other designated person(s) in the administration of contract according to the provisions of the contract and procurement regulations;
· Ensure contracts are complied with WB regulation and policy;
· Ensure the Contract Management Module in STEP is updated and maintained for all contracts with a value of USD150,000 and above.
c) Procurement Reporting and Outputs:
· Prepare and update the procurement plan on STEP from time to time or when required;
· Monitor and report procurement implementation status and progress to the PC, TFA and WB as required;
· Prepare the procurement progress report contribution to the project semi-annual and annual report;
· Assist the PC in the preparation of any procurement related reports required by the project stakeholders;
· Maintain a safe, complete, updated, organized and easily retrievable filing system for procurement records in hard and electronic copies and retain those records for the time required by the donor and local regulation;
· Ensure the Commitment and Disbursement Summary Report is regularly updated and maintained. 
· Ensure the Fixed Asset Register is updated for all goods received and the Asset Transfer Register is updated for all assets transferred to TFA;
· Any other duties required by the PC.


4. EXPECTED OUTCOMES/DELIVERABLES WITH TIMELINES
The PO expected outcomes or key deliverables includes but not limited to the list below:

	Key Deliverables 
	Timing
	KPI

	Prepare key procurement documents
	Ongoing
	% of documents completed on time

	Prepare annual procurement plan
	Ongoing
	Draft Annual Procurement Plan submitted for review by 30 June each year, or as required during project implementation.

	Monitor and update the procurement plan in STEP
	Ongoing
	% of procurement plan accuracy in STEP

	Monitor and implement planned procurement activities
	Monthly Report
	≥95% of procurement activities are initiated within the quarter specified in the approved Procurement Plan, as reported through monthly procurement progress reports.

	Assist with any clearance processes from relevant government agencies and/or the WB task team
	Ongoing
	Time taken to complete activity 

	Carry out the procurement process: advertising, receiving bids/proposals, drafting no objection request and justifications, organizing evaluation committees and publishing results of tender processes as required
	Ongoing
	Average lead time from bid advertisement to contract award does not exceed 90 days, unless otherwise specified in the approved Procurement Plan or procurement method.

	Prepare and update the project asset register
	Ongoing
	% of assets maintained in register

	Stay informed about any new government regulations affecting project procurement
	Ongoing
	Timeliness of relevant updates to wider team 

	File and maintain all procurement documents
	Ongoing
	% of procurement documents filed 

	Maintain a list of vendors
	Monthly
	% of vendors contained in list 

	Prepare and maintain a contract management register
	Ongoing
	[bookmark: _GoBack]100% of all signed contracts are recorded in the register within 5 working days of signing.

	Involve in contract planning and implementation
	Ongoing
		



	0 instances of contract payment delay attributable to incomplete or inaccurate procurement documentation







5. DURATION OF THE ASSIGNMENT
This is a full-time contract position for an initial duration of two years with view to extend beyond the first two years subject to satisfactorily performance, and the consultant is subjected to annual performance review.

6. CLIENT’S INPUTS
Office facilities
TFA will provide office space, office furniture, computer equipment, stationery, internet access and other facilities required for the effective performance of the Consultant’s duties. 

7. QUALIFICATION REQUIREMENTS
The Consultant shall have the following experience and qualifications:
· At least a bachelor’s degree from a recognized institution in a relevant discipline, for example, law, procurement, engineering, architecture, commerce, project management, business administration or any related field.
· Demonstrated recent experience of at least three to five years, in public procurement of Goods, Services and Works and general work experience.
· High level of Computer Literacy skills in managing Microsoft Office, Word Excel, PowerPoint, and Formatting of high-level reports,
· Highly developed communication skills, detailed oriented, and a demonstrated ability to work successfully in multicultural team environments
Essential Requirements:
· "Demonstrated knowledge of public procurement procedures, policies, and guidelines.
· Previous experience with donor-funded projects is highly desirable; direct experience with World Bank procurement procedures is a distinct advantage.
· Willingness to undertake and complete formal World Bank procurement training within the first 6 months of the assignment."
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