TERMS OF REFERENCE FOR INDIVIDUAL CONSULTANT
	TERMS OF REFERENCE  - INDIVIDUAL CONSULTANT –  OPERATIONS SUPPORT

	Hiring Office:
	UNFPA, Sri Lanka

	Purpose of consultancy:
	The purpose of the consultancy is to seek temporary operations support in specific Procurement, Logistics and Administrative, during the absence of the Admin and Finance Associate and other changes taking place within the operations support services.

The Operations Support Consultant will work under the direct supervision of the UNFPA Operations Manager, and will have direct working relationships with other operations and program focal points. 

	Scope of work:
(Description of services, activities, or outputs)
	Procurement Support

· Assisting with the procurement process by vetting Vendor Forms and liaising with prospective vendors to obtain quotations and necessary documentation, under the direct supervision of the procurement focal points.

· Follow up with suppliers and delivery of goods and services.

· Assist in the documentation of procurement process and related payment process. 

Logistics
· Making all travel arrangements for UNFPA personnel, local travel ensuring compliance and conformity with the Travel policy requirements, maintaining updated Travel Database on regular basis for monitoring purposes, including ensuring preparation of timely Travel Authorization and in line with Office Travel Plan.

· Assist in the shipment and customs clearance procedures and other logistical arrangements related to the goods imported by UNFPA.

Office Administration

· Day-to-day maintenance of office premises and ensure timely provision of cleaning and maintenance services; services and repairs to office equipment and fixtures etc. 
· Support in physical assets verification exercise, asset tagging, and updating assets and inventory databases. 

· Registry duties of sorting out and directing incoming mail to appropriate staff members and completing e-filing of the same.

· Support in filing and archiving of hardcopy and softcopy documents related to procurement and operations, and updating the archives database.

	Duration and working schedule:
	3 – 4 days a week, over a period of up-to 6 months

	Place where services are to be delivered:
	Colombo, Sri Lanka

	Delivery dates and how work will be delivered (e.g. electronic, hard copy etc.):
	Work shall be performed and delivered in-person. 

If UNFPA adopts a working-from-home modality, specific tasks will be assigned to the consultant, which shall be delivered either electronically or as hard copies depending on the requirement.

	Monitoring and progress control, including reporting requirements, periodicity format and deadline:
	Weekly work planning to be done in consultation with the Operations Manager and other members of the operations team.
Monthly reporting shall be done, based on the weekly workplans. 

	Supervisory arrangements: 
	Operations Manager

	Expected travel:
	Travel within Colombo / duty station for work matters, including to relevant Government departments etc. 
Field travel is not required. 

	Required expertise, qualifications and competencies, including language requirements:
	Academic/professional Qualification:

· Completion of Secondary level education is required (GCE A/L). First level (Bachelor’s) university degree in (mention the required relevant field of study) is desirable.
Experience:

· Minimum five years of directly relevant strong work experience with GCE A/L. Four (4) years with a Bachelor’s degree is required.

· Prior experience in working with UN or development agencies is an asset.

· Proficiency in current MS Office software applications with advanced MS Excel skills and database management skills are required. 

· Good planning and organizational skills including multi-tasking and time management

· Able to providing logistical support

Required Competencies:

Values:

· Exemplifying integrity

· Demonstrating commitment to UNFPA and the UN system

· Embracing cultural diversity

· Embracing change

Core Competencies:

· Achieving results

· Being accountable

· Developing and applying professional expertise/business acumen,

· Thinking analytically and strategically

· Working in teams/managing ourselves and our relationships 

· Communicating for impact

Functional Competencies:

· Ability to meet deadlines

· Good planning and organizational skills including multi-tasking and time management

· Able to provide procurement and logistical support

· Good writing and communication skills 

Language:

Fluency in spoken and written English and either Sinhala or Tamil. 


	Inputs / services to be provided by UNFPA or implementing partner (e.g support services, office space, equipment), if applicable:
	Working space, laptop and internet connection, and other standard office equipment.



	Other relevant information or special conditions, if any:
	

	Signature of Requesting Officer in Hiring Office:

Date:




