Procedure for the Appointment of Individual Consultants
	                                                                                                    World Bank Ukraine Country Office
7		Contract:  Small Assignments - Timed-Based

1. Project Modernization of Government Services
1. in the Republic of Moldova Project
1. Project ID No. P148537

1. TERMS OF REFERENCE
1. FOR ADMINISTRATIVE ASSISTANT

1. Background 

From 2006 to 2013, Moldova modernized its civil service legislation and administrative processes under the Central Public Administration Reform (CPAR), supported by the Bank's administered CPAR MDTF. However, additional efforts are needed to transform Moldova public administration and bring it closer to the EU standards as planned under the action plan for implementation of the Association Agreement with the EU, signed in 2014. 

Governance is identified as a cross-cutting issue and interventions are planned to improve the business enabling environment, enhance public administration reform and quality of public service delivery. The Government has requested the World Bank’s assistance for a PAR operation, planned for delivery commencing in FY17 to 2021, called Modernization of Government Services Project (MGSP).

The design of MGSP takes into account the Government of Moldova’s vision, stated in the Public Administration Reform Strategy 2016-2020, relies on the Government Services Modernization Action Plan for 2017-2021 and make extensive use of institutional and technological achievements of Governance e-Transformation Project (GeT) implemented by the Government of Moldova and the World Bank. The project will aim to achieve improvements in access, efficiency and quality of delivery of selected administrative services through the following four components:

1. Administrative Service Modernization
The key activities under this Component focus on re-engineering a group of government to citizen and government to business administrative services, piloting of one-stop-shops for public service delivery in selected locations and explore the possibility of rolling out at national level; increasing awareness of citizens on public services and availability of e-services.

2. Digital Platform and Services
The main objective of this Component is to digitize selected re-engineered government services; complete and strengthen a common infrastructure and mechanisms for rapid deployment of ICT-enabled public services; introduce government wide IT Management and Cyber Security standards and procedures. It will finance the acquisition of additional shared computing infrastructure elements, digitization of services needed to deliver Government services electronically and development of IT Management and Cyber Security standards and procedures as well as learning management system to mainstream them within the government. 

3. Service Delivery Model Implementation
The objective of this component is to ensure that the institutional capabilities of key government agencies are aligned with and support the new model of public services delivery. Technical assistance will be provided to all institutions responsible for the delivery of public services re-engineered and digitized under MGSP, as well as partner entities participating in Unified Public Services centers (CUPS) pilots. The Component will also address the capabilities of structural units in the government responsible for public services modernization reform management and coordination. 

4. Project Management
This Component will finance project implementation unit (PIU), based in E-Government Center (eGC) and will co-finance the core e-Government Center management team.
1. Objective 

1. [bookmark: _Hlk512072069]The objective of this assignment is to offer support to the e-Government Center in its capacity of Implementing Authority of the Modernization of Government Services Project (MGSP) in office and project administrative tasks.

1. Scope of Assignment

The Consultant shall undertake the following tasks:

· Register the incoming/outgoing official correspondence using the internal Electronic Document Management System (SIGEDIA);
· Draft, upon request, official letters to public institutions on subjects related to MGSP and e-Government Center general activities;
· Ensure, control and maintain filing and correspondence system for the eGC; 
· Ensure the circulation and dissemination of information within/outside eGC;
· Arrange appointments and meetings, manage telephone calls and redirect them if necessary;
· Keep and constantly update database, files and folders of official project documentation, contact information relevant to the eGC daily activity;
· Support the organization of weekly staff meetings and write minutes of the staff meetings;
· Support in the preparation of agendas for various meetings and events lead by the eGC, including MGSP Administrative Board meetings and the ones of the Coordinators’ Council for the modernization of government services and e-transformation;
· Support, upon request, in the preparation and/ or update of briefing and generic training materials on subjects related to Government services; 
· Validate and approve the information received from various public institutions and publish it on the electronic government portal www.servicii.gov.md; 
· Provide administrative support to visiting consultants and officials;
· Ensure logistics support for various administrative and staff needs; 
· Under the supervision of the Accountant, support in the inventory of the office equipment and ensure its proper maintenance;
· Assist the official procedure of documentation archiving, both in hard and soft versions; 
· Take part in the internal and/or external events (conferences, trainings) if delegated by the eGC;
· Fulfill and execute any additional administrative tasks upon request.

1. Outcomes

· Administrative and secretarial duties necessary for an efficient functioning of the e-Government Center, performed;
· Incoming and outgoing correspondence flow timely ensured;
· Project documentation and other similar documents prepared and drawn up;
· Project records and data bases timely updated and securely kept;
· Administrative support for meetings and various events properly and timely provided; 
· The information received from various public institutions timely validated and published on the electronic government portal www.servicii.gov.md;
· Logistics support to the eGC ensured; 
· Support for a timely and efficient inventory of the office equipment provided;
· The official procedure of documentation archiving timely and properly completed;
· Quarterly progress activity reports submitted.



1. Timing

[bookmark: _Hlk512071701]This is a full-time assignment to be performed during the period June – August 2018 (during the MGSP Project Preparation phase) and could be extended subsequently under Modernization of Government Services in the Republic of Moldova Project, subject to the Consultant’s satisfactory performance.

1. Institutional Arrangements

The Consultant will work closely with the eGC core team and PIU based in the eGC and will report to the Chief Administrative Officer. 

1. Resources 

The e-Government Center will provide working space, office equipment and communication facilities (including access to the Internet), as well as any other necessary means and support for Consultant to carry out this assignment. 
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1. Qualification requirements and evaluation criteria

1. [bookmark: _Hlk512071652]University degree in areas such as Economics, International Relations, Finance, Law, Foreign languages or other related fields;
1. Minimum two years of relevant experience within the private and/or public sector, projects or international institutions (World Bank, IMF, UNO);
1. Demonstrated experience and knowledge of clerical, administrative, secretarial practices and procedures;
1. Ability to effectively communicate and write in Romanian, Russian and English 
1. Proven skills to draft, edit and update official letters, briefing notes and generic training materials;
1. Computer proficiency (Windows, MS Office, Internet advanced user).
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