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Procurement Specialist

Terms of Reference

1. Brief description


The objective of “KAZSTAT: Project on Strengthening the National Statistical System” Project (hereinafter – the Project) is to improve efficiency and effectiveness of the national statistical system of Kazakhstan to provide relevant, timely and reliable data in line with the international methodology and best practices. The Project will strengthen the conceptual, methodological and analytical skills of the Agency of the Republic of Kazakhstan on statistics (hereinafter – the Agency) and other data producer agencies and users in the country. This will help the Agency to respond quickly and effectively to the new needs and priorities that may arise in future. The main beneficiaries of the Project outcomes are the Agency, the Government of the Republic of Kazakhstan and the general public as well as international development organizations.
Within the Project procurement of goods that were identified by the Statistical Master Plan as the priority areas in improving the national statistical system such as IT equipment and software, training, consulting services (capacity building activities) will be financed. It is planned that the major components of the Project will include: (a) improving the institutional framework and operations of the statistical system, (b) improving information and communication systems and physical infrastructure; (c) improving human resources; (d) improving statistical infrastructure, standards and methodologies; (e) improving work with users and respondents; (f) improving methodologies and practices in individual areas of statistics and g) Project management.
According to the requirements of the Loan Agreement, all procurement procedures under the Project should meet the requirements of the International Bank for Reconstruction and Development (hereinafter – the World Bank). The main objective of the procurement specialist will be implementation of procurements in compliance with the rules and procedures of the World Bank, as well as relevant provisions of legislation of the Republic of Kazakhstan, in view of a transparent and effective procurement process with adequate cost savings for all activities under all components of the Project.
2. Work scope and execution period


The task envisages a full-day work during entire period of implementation of the Project. Performance of this work will begin in January, 2012 and will be completed by the completion of the Project.
The contract will be concluded until the end of the Project implementation period with possibility of prolongation on annual basis, with test period of 3 (three) months. The contract may be terminated with the procurement specialist who does not pass the test period in accordance with legislation of the Republic of Kazakhstan and the contract conditions.

In his work the Procurement specialist should be guided by the Loan Agreement, the Project Operation Manual, rules and procedures of the World Bank on procurement and applicable normative legal acts of the Republic of Kazakhstan. 
The principal responsibility of the procurement specialist is to manage the procurement process to ensure its compliance with the Loan Agreement (procurement rules/procedures of the World Bank). The procurement specialist will coordinate procurement activities, preparation/update/implementation of procurement plans, bidding documents, conduct negotiations with consultants or suppliers. The procurement specialist will conduct on-the-job training for government servants involved into the Project implementation on procurement rules/procedures in accordance with the Project Operation Manual provisions.


Functions and official duties of the procurement specialist will include following:

1. Providing methodological and operational assistance to the Agency in bidding (competitive) process at international and local level in order to purchase goods and services in line with the guidelines of the World Bank;


2. Preparation and annual update of the Procurement Plan (including procurement method, types/kinds, quantity, value, delivery requirements, sources, etc.);


3.  Preparation of work plans, planning of budget and composing of budget applications jointly with a financial management specialist;


4.  Preparation of bidding (competition) documents in accordance with the guidelines of the World Bank to obtain confirmation of no objection from the World Bank. Giving/dispatching bidding (competition) documents on behalf of the Agency to potential bidders;


5. Providing methodological and operational assistance to the Agency in preparation of the General Procurement Notice (GPN) and the Special Procurement Notice (SPN) and ensuring their publication in the «UN Development Business» as well as local and international newspapers in accordance with the guidelines of the World Bank, posting announcement on the Internet-resource of the Agency through the Department of classifications and information technologies;


6.  Preparation of a set of documents on Request for bidding proposals to potential bidders;


7.  Review/analysis of technical specifications/terms of reference concerning procurements, as well as review and finalization of terms of reference (technical specifications, if any) prepared by Groups of Experts with specific emphasis on ensuring they are comprehensive, generic and minimizing risks of misinterpretation at the evaluation stage;


8. Participation in the work of bidding (competitive) commissions to ensure   compliance with procurement guidelines of the World Bank;


9. When necessary, a written consultation of members of evaluation commission during their evaluation of bidding documents/technical proposals according to a standard format of the evaluation report of the World Bank. Preparation of the evaluation reports and recommendations on awarding the contracts, including preparation of documents for confirmation reception of no objection from the World Bank;


10. Carrying out of the evaluation of technical, commercial and financial proposals of consultants, as well as preparation of technical and final evaluation reports;


11. Negotiations and preparation of draft contracts (agreements) on procurement of consulting services, goods and trainings in the framework of the Project according to the guidelines developed by the World Bank, as well as carrying out of the contract closure procedures;


12. General contract administration and monitoring jointly with corresponding staff of the Agency;


13. Verification of payment documents under contracts for the supply of goods and services jointly with the financial management specialist;


14. Establishing and maintaining procurement monitoring system, including monitoring procurement schedule and progress;


15. Publication of contract award information as required by the World Bank guidelines;


16. Handling Project procurement related complaints, including logging and recording, notifying the World Bank, and preparing response;


17. Qualitative preparation of justifications for settlement of disputes with consultants and suppliers;


18. Submission of reports to the Finance and Documentation Maintenance Department (hereinafter – FDMD) Director about situation in carrying out procurements (on each separate process) monthly and/or as required;


19. Registration and preparation of all documents for storage in order to conduct their audit in future and for further reviews by the World Bank;


20. Timely qualitative preparation of documents concerning procurements to ensure the interaction with the World Bank as well as the Ministry of Finance of the Republic of Kazakhstan, Ministry of Economic Development and Trade of the Republic of Kazakhstan, and also organizations involved in the Project;


21. Performing another tasks and orders required and confirmed for successful implementation of the Project.

3. Accountability

The Procurement specialist will be directly accountable to the Director of the FDMD (or Deputy Director in his absence or when the Deputy Director has received a specific authority from the Director). On operative and other issues related with daily work on implementation of the Project he/she will be closely interacting with the DFDM Director and the Financial management specialist.

The Agency will provide the Procurement specialist with a work place, equipments and furniture for work. When necessary, the Agency will provide the Procurement specialist with all reports and data on results of researches/reviews related to the Project, as well as the Project documents for ensuring an effective execution of assigned task by Procurement specialist.
4. Qualification requirements

Procurement specialist should meet the following qualification requirements:


1. Higher education in the area of jurisprudence and/or economics or an equivalent;


2. The work experience of not less than 3 (three) years in the area of goods and services procurement. The work experience on procurement in the framework of projects financed by international financial organizations is especially considered. Knowledge of goods and services procurement procedures of the World Bank is an advantage (recommendation letters are welcomed);


3. Experience of conducting negotiations on procurement as well as dealing with senior management of companies and public officials;


4. Fluent Kazakh, English and Russian languages (certificates are welcomed);


5. Ability to work on computer and knowledge of standard Microsoft Office package (certificates are welcomed);


6. Ability to work on different levels (recommendation letters are welcomed).

Applicant on performance of this assignment working in civil service should resign before employment in this work.

The Procurement specialist will be selected on a competition basis in accordance with recommendations of the World Bank Guidelines for selection and employment of consultants.

____________________
