TERMS OF REFERENCE FOR INDIVIDUAL CONSULTANT
	TERMS OF REFERENCE  (to be completed by Hiring Office)

	Hiring Office:
	Country Office in Kyrgyzstan


	Purpose of consultancy:
	· To provide administrative/finance services to PD, Gender, Youth programmes of the Country Office and UNFPA Peacebuilding project on “Women and girls as drivers for peace and prevention of radicalization” 

	Scope of work:
(Description of services, activities, or outputs)
	1. Provides administrative, finance, procurement, HR and logistical support, focusing on achievement of the following results:

· Interpretation and implementation of procedures and rules related to administrative, procurement, financial and personnel matters and ensure their compliance.

· Plans, schedules and co-ordinates travel and logistics for meetings, conferences and special events using planning skills to avoid scheduling and commitment conflicts and gaining the cooperation of participants and clients

· Ensures electronic and other equipment is functioning and available for meetings, conferences, video conferences and other events, tracks, monitors and acquires/purchases inventory such as forms, office supplies and equipment to ensure adequate resources are available
· Arrangement of travel and hotel reservations, preparation of travel authorizations, security clearances/travel notifications, etc. as stipulated in Duty Travel guidelines

· Timely preparation and updating of procurement plans for the Programme.

· Support to organization of procurement processes including preparation of RFQs, ITBs or RFPs documents, receipt of quotations, bids or proposals, their preliminary evaluation.

· Preparation of requests with all supporting documents for issuance of Purchase orders, contracts, subcontracts and other documents related to procurement of goods and services.

· Creation of requisitions in Atlas, registration of goods receipt in Atlas, budget check for requisitions.

· Serving as a  focal point  in procurement processing for the Programme/Project

· Undertaking joint procurement activities under combined Purchase Orders for stationery, computer hardware, photocopiers; joint contracts for computer maintenance, air-conditioning maintenance, shipping services, etc. 

· Carefully and thoroughly examines income and/or expenditure and other financial reports in accordance with established rules and procedures

· Shows attention to detail in checking and processing financial data relating to vouchers, payment requests etc. identifying and following on errors and gaps

· Accurately performs a variety of basic mathematical calculations related to financial data verification and processing

· Calculates budget estimates, initiates adjustments and revisions and reconciles expenditure against budgetary allocations

· Bears responsibility for proper control of the supporting documents for payments and financial reports for the Programme/Project; payment execution and monitoring payment status. 

· Preparation of budget revisions per established rules. 

· Ensuring the accurate book-keeping of advance funds received and preparation of reports, where relevant.

· Processing of HR, financial documentation (vouchers, supporting documents, etc.) and maintaining internal expenditures control system by ensuring that vouchers processed are matched and completed, transactions are correctly recorded and posted in Atlas; travel claims, FACE and C forms duly signed and submitted by IPs and other entitlements are duly processed, including timely extension of personnel contracts as and when required. 

· Assistance to the Audit including for NEX and NGO executed projects and prepare necessary documents

· Performance of other duties as and when required

2.  Provides support to office maintenance and assets management, focusing on achievement of the following results:

· Monitoring the Inventory Records, maintain the records and files on assets management, distribute the stationery to personnel and provide advice on procurement of goods to avoid unnecessary purchase.
· Maintenance of files and records relevant to office maintenance when required.

3. Provides support for managing data, documents, correspondence and reports, resulting in the following:

· Collects and compiles data with speed and accuracy identifying what is relevant and discarding what is not, records it in an accessible manner and maintains data bases, demonstrating attention to detail and identifying and correcting errors on own initiative

· Creates, edits and presents information (queries, reports, documents), formats and provides inputs to correspondence, reports, documents and/or presentations using work processing, spreadsheets and databases meeting quality standards and requiring minimal correction

· Shows sound grasp of grammar, spelling and structure in the required language

· Ensures correspondence, reports and documents comply with established UN standards
4. Provides support to knowledge building and knowledge sharing in the CO, focusing on achievement of the following results:

· Retrieves information easily and speedily by maintaining electronic and paper filing and inventory systems

· Demonstrates understanding of distribution of responsibilities within unit and directs mail/queries and correspondence to responsible staff following-up and watching deadlines

· Responds to requests for information in a courteous and timely manner identifying suitable sources of information and/or directing staff and clients to them

· Ensures availability of relevant factual information and supporting documentation highlighting key issues and providing appropriate detail for use in meetings, conferences and other events

· Shows sensitivity in handling confidential information and ensures safe filing

· Participation in the training for the operations/projects staff on administration, procurement, finance and HR. 

· Briefing personnel on general administrative, financial and personnel matters.

5. Ensures provision of adequate and timely support for planning, organizing and multi-tasking, focusing on achievement of the following results:
· Organises and accurately completes multiple tasks by establishing priorities while taking into consideration special assignments, frequent interruptions, deadlines, available resources and multiple reporting relationships

· Plans, coordinates and organises workload while remaining aware of changing priorities and competing deadlines

· Demonstrates ability to quickly shift from one task to another to meet multiple support needs

· Establishes, builds and maintains effective working relationships with staff and clients to facilitate the provision of support



	   Duration and working schedule:
	Duration of the contract:  5 months  during 17-July to 29 December, 2017.  
This is a full-time assignment:  40 hours a week (09:00-18:00; 12:00-13:00 lunch time) 



	Place where services are to be delivered:
	Bishkek



	Delivery dates and how work will be delivered (e.g. electronic, hard copy etc.):
	· Requisitions in ATLAS are raised, edited and closed;

· Following reports are made on regular basis: Program activities’ expenditure; Payments by date; GL account by departments and projects; Expenditures in details by accounts; Expenses by Vendor; 

· Program staff is timely informed about budget errors and asked to take appropriate actions;

· Cognos reports on Project monitoring by department, funds are compiled;

· Memos and certifications are prepared, checked by Administrative-Finance Associate, signed by program staff and submitted on time and filed properly;

· F-10 and TAs are prepared correctly, checked by AFA and submitted on time, copied and filed in archive;

· All statements of expenditures are checked and prepared according to UNFPA rules and procedures; 

· Cars and UN House halls for programme operational needs are booked;

· Equipment for program operational needs are rented;

· The official correspondence is prepared, registered  in appropriate way and delivered on time;
· Partners are instructed and follow UNFPA admin/finance rules and regulations;
· Spot checks for Implementing Partners are conducted on schedule
· Applications for program staff and  approval of security clearance for all project staff’s  on local and international travels are raised, submitted and filed;

· Compliance with security requirements including 80% participation in radio checks;

· All training and workshop related services such as catering, conference services and stationary are organized;

· Translators  from UN available resources are selected;

· Travels, meetings, conferences and special events are planned, scheduled and coordinated in a timely manner

· Electronic and other equipment functions are available for meetings, conferences and other events

· All relevant documents for contract issuance are drafted, signatures are collected  on time;

All documents related for payment, such as CoP,  timesheets and signatures are collected  on time;
· All procurements are made in accordance with UNFPA rules and procedures;

· Quotation/Comparison tables are prepared, when needed;

· Assistance in bidding processes is provided;

· Tender documents are prepared and minutes are developed;

· Transfer of titles are accomplished according to UNFPA rules and procedures.
Equipment is distributed and transferred to national partners;

	Monitoring and progress control, including reporting requirements, periodicity format and deadline:
	Consultant will work closely with NPA on PD, Youth Specialist, PBF project manager and Programme Associate to ensure all deliverables are produced in a timely manner.

	Supervisory arrangements: 
	Consultant will report to Tolgonai Berdikeyeva, UNFPA NPA on PD


	Expected travel:
	Not applicable 

	Required expertise, qualifications and competencies, including language requirements:
	· Higher education in economics, management, accounting, finance or other relative fields 

· Specialized training in finance is desirable.
· 3 years of relevant administrative, accounting and financial experience at national level is required. 

· Experience in the usage of computers and office software packages (MS Word, Excel, etc.).  

· Previous experience of working for nationally executed programme (s) funded by UN is an asset.

· Practical experience in procurement is an asset



	Inputs / services to be provided by UNFPA or implementing partner (e.g support services, office space, equipment), if applicable:
	

	Other relevant information or special conditions, if any:
	

	Signature of Requesting Officer in Hiring Office:  
Date: May 18, 2017. 



