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 AND QUALIFICATIONS

Terms of Reference for Procurement Officer

Project background

The Ministry of Education, Youth Development, Sports and Digital Transformation (MoE), is implementing the Programme for Education Realignment and Transformation (PERT) with financing from the Caribbean Development Bank (CDB), the Global Partnership for Education (GPE), and counterpart contributions from the Government of Saint Lucia. The project, valued at approximately thirty million, four hundred thousand United States dollars (USD30,400,000.00), seeks to enhance educational equity, inclusivity, and quality across the island’s education system.

While notable progress has been made in achieving near-universal primary and secondary education, persistent challenges remain—such as deficiencies in early childhood education, underdeveloped Technical and Vocational Education and Training (TVET) systems, limited access for students with Special Education Needs (SEN), and outdated infrastructure. The Programme for Education Realignment and Transformation (PERT) builds on the foundation laid by the previous Education Quality Improvement Project (EQuIP) and seeks to address these systemic gaps while aligning national education efforts with international development priorities.

PERT supports the construction of new SEN facilities, retrofitting and equipping of TVET laboratories, upgrading school infrastructure to be more climate-resilient, and the development of early identification mechanisms for students with SEN or at-risk profiles. These interventions are guided by the Saint Lucia Education Sector Plan (2023–2028) and contribute directly to the achievement of Sustainable Development Goals (SDGs) 4, 5, 8, 9, 10, and 13.

The project comprises three components as follows:

1. Infrastructure Development and Preparation

This component focuses on the foundational investments necessary to upgrade and expand educational facilities across Saint Lucia. It includes project preparation activities such as consultancy services to produce detailed architectural designs, bidding documents, and cost estimates for a new Special Education Needs (SEN) School in Vieux Fort and a new classroom block at the Soufriere Comprehensive Secondary School. The component also covers the acquisition of a Government-owned 2,790.40 square metre site in Vieux Fort, located in a designated institutional zone, to facilitate the construction of the SEN school.

Further infrastructure works will involve the full construction of the SEN school in Vieux Fort, replacement of a dilapidated classroom block at the Soufriere Comprehensive Secondary School, and the refurbishment and expansion of the school’s administrative facilities. In addition, TVET laboratories at Beanfield Secondary, Castries Comprehensive Secondary School, and other eligible institutions will be retrofitted and equipped to modern standards. Using GPE grant funding, remedial works, repairs, and retrofitting for climate resilience will be carried out at seven primary schools: Bexon, Camille Henry Memorial, Canaries, Dennery, Gordon and Walcott Memorial Methodist, Soufriere, and Vieux Fort Primary. These works are informed by detailed hazard assessment reports and costed action plans.

2. Technical Services and Educational Resources

This component supports the technical oversight and provisioning of educational resources required to effectively operationalize upgraded facilities. It includes the engagement of consultancy services for the review, design, and construction supervision of all infrastructure works. These services will ensure the integration of gender-sensitive and climate-resilient features into the facility designs, meeting both safety and inclusivity standards.

Additionally, the component will finance the procurement of furniture, equipment, and educational tools for the newly constructed, rehabilitated, and retrofitted facilities. Procurement will prioritise adaptive technology and assistive devices for SEN, Early Childhood Development (ECD), and TVET students, ensuring that all materials support inclusive, non-discriminatory learning environments and avoid the reinforcement of gender stereotypes.

3. Institutional Strengthening and Capacity Building

This component focuses on building the institutional and human resource capacity necessary for delivering inclusive and high-quality education services. It will finance consultancy services for the development of an early identification and assessment mechanism designed to support students with special education needs and those considered at risk. Additionally, the component will support the design and rollout of a gender-responsive entrepreneurship programme to be implemented across seven flagship secondary schools.

To complement these institutional reforms, extensive training and professional development will be delivered to 1,071 teachers, principals, and 160 education officers, including guidance counsellors. Key training areas will include SEN education, psychosocial support, gender sensitisation, TVET delivery, and ECD methodologies. Further, the project will support bachelor’s and master’s level education for 35 officers and 44 teachers in the disciplines of SEN, ECD, and TVET, thereby ensuring long-term sustainability and professional excellence within the education system.

PERT is expected to benefit students with special education needs, teachers and education officers, TVET students, and school infrastructure across the island. The project will also strengthen partnerships with international donors, engineers, educators, and community stakeholders to ensure an inclusive and sustainable education environment.

The Ministry of Education, Sustainable Development, Innovation, Science, Technology and Vocational Training (MoE) is establishing the Saint Lucia Project Coordination Unit (PCU) for the implementation of Project activities. The services of a Procurement Officer are hereby being sought.


Objective:

The Procurement Officer will be responsible for all procurement activities of the Project in accordance with CDB’s Procurement Regulations, as well as the procurement provisions outlined in the Financing Agreement and the Procurement Manual. The Procurement Officer will also oversee the effective application of internal control mechanisms.

Terms of Assignment

The Procurement Officer will report to the Project Coordinator. The position will be contracted in line with Government of Saint Lucia’s compensation guidelines and the level of responsibility envisaged. No relocation allowance is attached to this post.

Duties and Responsibilities:

The Procurement Officer has the responsibility to manage procurement processes for goods, works, and consultancy services in line with CDB guidelines so that project procurement needs are met in a timely, competitive, transparent manner for value for money. The selected candidate will be responsible for maintaining transparent procurement records and facilitating vendor evaluations. The duties and responsibilities of the Procurement Officer will include, but are not limited to:

· Prepare and update the project procurement plan on a regular basis and recommend solutions to procurement issues.
· Prepare all procurement documentation in accordance with the requisite standards and with the input of the Project Coordinator and the Project Civil Engineer.
· Prepare bidding documents for all procurement-related project activities.
· Assist in the preparation of Evaluation Reports.
· Prepare and/ or review bid evaluation reports; ensure the integrity competitiveness and fairness of the procurement process; facilitate bidder debriefings; and exercise appropriate judgement and tact while safeguarding confidential information.
· Organize bidder conferences, organize and support evaluation committees in due time for bid evaluations (as appropriate) and ensure proper documentation of committees’ deliberations and findings.
· Analyze, negotiate, and draft contractual arrangements, ensuring appropriate terms and conditions are included to protect the interests of the CDB and the Government of Saint Lucia.
· Obtain timely CDB no objections for procurement activities as required.
· Facilitate the registration of all equipment and resources procured.
· Supervise the installation of procured resources.
· Prepare installation reports of all equipment and resources installed.
· Prepare and submit to the Project Coordinator, procurement information for project progress reports, and any additional procurement information as deemed necessary.
· Prepare procurement reports for inclusion in the PCU progress reports, and other reports as may be requested under the Project.
· Facilitate the submission of performance evaluation reports of Consultants, Contractors and Suppliers.
· Provide support to the Project Coordinator and the Project Engineer in their management of contracts under their direct supervision.
· Monitor the procurement schedule of the project and inform the Project Coordinator of any events likely to impact negatively on that schedule.
· Attend Project Steering Committee (PSC) Meetings.
· Deliver presentations to the PSC on the purpose, activities and performance of the Procurement Plan when requested.
· Perform any additional duties related to procurement as may be required by the Project Coordinator.

Skills and Qualifications (Minimum Requirements):

· Bachelor’s Degree in Procurement, Business Administration, Logistics and Supply-chain or a relevant field; Chartered Institute of Procurement & Supply (CIPS) Certification is preferred.
· A minimum of three (3) years of Procurement work experience, particularly in the systematic procurement of works, goods and services under government or donor-funded projects.
· Knowledge of procurement regulations and procedures of Multilateral Development Banks (MDBs) or International Financial Institutions (IFIs) would be an asset.
· Training in Multilateral Development Banks (MDBs) or International Financial Institutions (IFIs) procurement procedures, and practical experience in applying these regulations would be an asset.
· Certification in Project Management would be an asset.
· Excellent communication, writing and presentation skills.
· Results oriented, possessing a drive for excellence and taking initiative.
· Strong organizational and problem-solving skills.
· Strong negotiation, and stakeholder coordination skills.
· Excellent time-management skills with the ability to handle multiple workstreams.
· Proficiency in procurement software (e.g., SAP Ariba, Promena), and Microsoft Office Suite.
· Demonstrated resourcefulness and initiative.
· Knowledge of Government’s project implementation process in Saint Lucia and the Caribbean region.
· Strong background knowledge in the procedures and operations of CDB.
· Experience in applying procurement regulations and procedures of projects financed by Multilateral Development Banks (MDBs) or International Financial Institutions (IFIs) in the Eastern Caribbean.
· Minimum 3 years experience in large-scale project implementation in the education or other public sector.
· Demonstrated experience in bid preparation, contract negotiations, gaining consensus on award decisions, and launching contracts.
· Familiarity with issues relevant to the Education sector, particularly SEN, ECD, or TVET.
· Eligible to work in Saint Lucia.

Duration

The initial contract for the Procurement Officer will be for a period of twelve (12) months during which time the Consultant will be required to work in country and may be renewed annually based on satisfactory performance, up to a maximum duration of forty-three (43) consecutive months.  


