[image: image6.png]7

@





TERMS OF REFERENCE 
for

Individual Consultant (National) - Procurement Associate 

(Health and Gender Support Project in Cox’s Bazar District)
	FOR

 UNFPA BANGLADESH

	Hiring Office:
	UNFPA Bangladesh Country Office

	Purpose of consultancy:
	UNFPA is implementing a Health and Gender Support Project (HGSP) in Cox’s Bazar.  The project objectives are to strengthen integrated sexual and reproductive health and rights (SRHR) and gender-based violence (GBV) prevention and response services and information for the host communities and the displaced Rohingya population in Cox's Bazar district. 

The project is part of the Government’s Operational Plan (OP) on Health and Gender Support in Cox’s Bazar District under the 4th Health, Population and Nutrition Sector Programme (4th HPNSP) of the Ministry of Health and Family Welfare will be implementing by four UN agencies (UNFPA, UNICEF, WHO and IOM). 

Some of the technical and financial assistance will focus on to improve access to and utilization of integrated SRHR and GBV prevention and response services at district, upazila, and union level health facilities as well as community level.  As part of agreed project interventions UNFPA is responsible to procure and supply contraceptives, MCRAH drugs and some medical equipment at different level of facilities. 
The purpose of this consultancy is to assist UNFPA Country Office for procurement support services, including handling of procurement processes, contracts, service agreements, preparation of procurement plan for goods and services, preparation of distribution plan, assets and inventory management, liaison with procurement unit of country office and Procurement Service Branch (PSB), project team for ensuring timely procurement of goods and services (contraceptives, medical equipment and drugs and procurement of other related items relating to HGSP project) and contribute to donor reporting on procurement matters.  The consultant will ensure timely payment of invoices and facilitation for necessary support to procurement team.  The consultant also liaison with Cox’s Bazar SRH and CO SRH and Gender teams on procurement matters.  


	Scope of work:

(Description of services, activities, or outputs)
	The consultant will provide following procurement related support in compliance with UNFPA procurement and financial regulations and rules.

· Analyze HGSP budget and identify procurement related activities and prepare procurement and distribution plans in collaboration with SRH, Gender and Operations teams specifically for HGSP project.
· Share and finalize the procurement plan for international procurement and explore opportunities for  national procurement of goods under  HGSP project. 

· Ensure compliance of procurement activities with UNFPA rules, regulations, policies and strategies.

· Provide inputs to the country office procurement business processes and Standard Operating Procedures (SOPs).

· Support in organization of procurement processes including preparation of Request for Quotations (RFQs), Invitation to Bids (ITBs) or Request for Proposals (RFPs) documents, receipt of quotations, bids or proposals, their preliminary evaluation. 

· Preparation of purchase orders and contracts in and outside Atlas, preparation of recurring purchase orders for contracting of services, vendor creation in Atlas, maintenance of the filing system in the procurement Unit. 

· Support in joint procurement process with other programmes and UN agencies.

· Support in updating of rosters of suppliers and implementation of supplier selection and evaluation
· Obtain necessary NOC, CDST and prior-permission from respective government authorities for the imported items. 

· Assist in tracking shipments and assigning the C&F agent for custom clearance and updating OTS

· Support in implementation of inventory and physical verification of country office and projects and preparation of asset and inventory reports. 
· Assist logistics focal points of respective programmes for LMA process related activities.   

· Prepare delivery note, RIR and delivery slip for procured programme supplies
· Participate in trainings for the operations/projects staff on procurement.

· Ensure proper management of filing of procurement related documents.
· Carry out any other duties as may be required by the Procurement Associate and International Operations Manager.
The consultant will perform under the overall supervision of the International Operations Manager (IOM) and day-to-day supervision of the Sr. Procurement Associate. The consultant will also assist the country office SRH and Gender teams in procurement related issues. The consultant will be part of the UNFPA Operations Team under the overall direction of the UNFPA Bangladesh Representative.

	Duration:
	This consultant will be hired for 11 months from the date of recruitment.

	Place where services are to be delivered:
	UNFPA Bangladesh Country Office

	Delivery dates and how work will be delivered (e.g. electronic, hard copy etc.):
	Monthly summary activity report will be submitted by the incumbent and will be reviewed by the supervisor. Before the end of the first month, a work plan will be completed in consultation with the Sr. Procurement Associate and IOM. Each monthly payment will be based on submission of monthly summary report.

	Monitoring and progress control, including reporting requirements, periodicity format and deadline:
	Monthly meetings for reporting on work plan progress will be held with the Sr. Procurement Associate and/or the IOM.



	Supervisory arrangements: 
	The Consultant will work under the direct supervision of the Sr. Procurement Associate with overall guidance of the IOM. 

	Expected travel:
	The field travel will be arranged by UNFPA country office, including ticket and DSA as per UNFPA policy.

	Required expertise, qualifications and competencies, including language requirements:
	The consultant will have following qualification and experience:

· University degree in business or public administration with relevant certification/training in procurement. .
· Certification in CIPS, procurement, logistics and supply chain, contract management, or similar fields are preferred.

· Minimum of five (5) years of professional experience in the field of procurement, supply management, logistics or related field in an international organization, the private or public sector, preferably in health sector.
· Experience in international, public procurement or contracts and supplier management is highly desirable.

· Specialized knowledge in the field of procurement, logistics and/or supply chain management.
· Experience with UN procurement, finance and contracting regulations and procedures will be an added advantage.

· Proven experience and a track-record in successfully managing bid processes for complex works, products and services.

· Knowledge of global health and pharmaceutical market and stakeholders is an asset, especially regarding sexual reproductive and maternal health and family planning
· Experience with Supply or other specialized inventory management software desirable.

· Excellent skills in Microsoft Office packages and internet.

· Strong team player with analytical and data interpretation skills

· Good written and verbal communication skills.

	Inputs / services to be provided by UNFPA or implementing partner (e.g support services, office space, equipment), if applicable:
	The consultant will be responsible for arranging his/her own computer and other working aid equipment.  S/he will be working remotely until the in-person work starts and therefore should have good access to the internet and modern communication methods.  When in-person work in office is announced, the consultant will come to office and fix the office time in consultation with the supervisor. She/he could be sitting in UNFPA office located at IDB/Gulshan office as feasible.

	Payment instruction:
	Payment Instructions:  The consultant will be paid on a monthly basis subject to submission of his/her monthly report. 

For official field travel, UNFPA will reimburse the costs of local land/air travel as per UNFPA rules and regulations. Prior approval of travel authorisation and security clearance is necessary.  

	COA
	BGD09MRG-TALOC070SHGFPA-BGA03-PU0074-71300

	Other relevant information or special conditions, if any:
	1. The tools, reports or documents or any part, cannot be sold, used, or reproduced in any manner without the prior written approval of UNFPA.

2. This consultancy is open to only nationals and female candidates will be given preference. 

3. The consultant is expected to be hired under IC (Individual Consultant) modality.

	Application instruction:

Applicants with the required qualifications and experience stated above (required expertise, qualifications and competencies, including language requirements) should submit a copy of curriculum vitae (CV) with a cover letter.

Please send your application electronically to dedicated email addresses of: unfpa-bangladesh@unfpa.org 
Please mention the title of the consultancy in the subject line of the email.

Note: Only those candidates who meet all qualifications and experience will be contacted for further consideration.

Female candidates are encouraged to apply. 

The application deadline is 26 May 2021

	Name and Signature of Requesting Officer:  
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Sheikh Md. Jakaria, Programme Analyst




Date: 4 May 2021

	Endorsed by: 
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Abu Sayed Md. Hasan, Programme Specialist, SRH



Date: 4 May 2021

	Cleared by: 
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Vibhavendra S. Raghuvansi, Chief of Health




Date:  6 May 2021

	Cleared by Operations: 
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Yitbarek Zewdie Beshah, International Operations Manager


Date: 06 May 2021

	Approved by:
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Dr. Asa Torkelsson 

UNFPA Representative






Date:  6 May 2021
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