

2
MINISTRY OF HOUSING AND URBAN DEVELOPMENT

CARIBBEAN DEVELOPMENT BANK (CDB) GRANT INITIATIVE: IMPROVING CLIMATE RESILIENT LAND USE PLANNING AND INSTITUTIONAL STRENGTHENING OF THE PHYSICAL PLANNING DIVISION - DOMINICA

TERMS OF REFERENCE - PROJECT COORDINATOR


1. BACKGROUND

1.1 The Government of the Commonwealth of Dominica (GOCD), with financing from the Caribbean Development Bank (CDB), is undertaking a project to improve land use planning and implementation and enforcement of Dominica’s Building Code. 

1.2 The project will: (a) update the Physical Planning Division’s (PPD) administrative procedures consistent with the requirements of the Building Code and regulations, (b) develop a zonal land use plan for Northeast Dominica, (c) develop and implement a socially inclusive and gender-responsive Public Education, Training and Communication Programme (PETCP) on the Building Code and its requirements and the Land Use Plan for the Northeast; (d) develop a National Spatial Data Infrastructure and Geographic Information System (GIS) Policy and (e) equip the PPD and Lands and Surveys Division with GIS mapping and survey technology.

1.3 GOCD is seeking to engage a Project Coordinator (PC) to manage and coordinate project activities.

2. OBJECTIVE

2.1 The overall objective of the PC is to ensure that project activities are executed in a timely and appropriate manner to achieve expected outputs and outcomes. The PC will be working with the Permanent Secretary (PS) and the PPD throughout the entire duration of the project.

3. SCOPE OF SERVICES

3.1 The Project Coordinator (PC) will report to the PS, Ministry of Housing and Urban Development and will be responsible for the overall planning, scheduling, coordination and timely implementation of project activities, budget control and supervising the consultancy services to ensure that the agreed milestones and deliverables are achieved in accordance with the approved project implementation schedule. 

4. DUTIES AND RESPONSIBILITIES 

4.1 To successfully and effectively manage and coordinate the project’s implementation, the PC’s specific duties and responsibilities shall include, but are not limited to:

(a) Familiarising with the Grant Agreement between the GOCD and CDB, CDB’s Procurement Policy and Procedures, the Project Document, the Results Monitoring Framework, the Procurement Plan, and all other project‑related documentation, and ensure that all project activities and outputs comply with CDB requirements.

(b) Prepare and submit requests for CDB no‑objection as required under the CDB’s procurement framework.

(c) Prepare procurement documentation for consultancy services, goods, and equipment, including Requests for Expressions of Interest, shortlists, Letters of Invitation, evaluation criteria, evaluation reports, and related documents, working closely with the procurement officer, to ensure transparency, quality, and compliance, and submit as required for CDB no-objection.

(d) Oversee the selection, engagement, and contracting of consultants and suppliers, including approval of finalised Terms of Reference, and oversee procurement of goods in accordance with the approved Procurement Plan.

(e) Supervise all consultant contracts to ensure timely delivery of outputs that meet agreed scope, quality, and milestones, including reviewing, providing feedback on, and approving inception reports, implementation schedules, and subsequent deliverables.

(f) Furnish to CDB an electronic copy of each output due from each Consultant, once it has been reviewed by GOCD, no later than ten (10) working days after the submission of the Report by each Consultant and transmit CDB’s comments on outputs to the Consultants, to enable CDB to monitor the quality of the outputs, and ensure that payments are made only after satisfactory completion of deliverables. 

(g) Review and submit to CDB for no-objection the Consultant’s Inception Report and the project implementation schedule agreed with the Consultant, detailing the key milestones and deliverables.

(h) Ensure the timely availability of resources, data, approvals, and inputs required for effective execution of the project.

(i) Liaise with the collaborating institutions and CDB on the technical review of project reports to ensure the Consultants receive maximum cooperation and support for timely completion of their deliverables in the execution of the project. 

(j) Coordinate and manage logistics for project visibility activities, workshops, stakeholder meetings, and community consultations, support consultants in stakeholder engagement, and prepare evaluation reports on these activities for inclusion in quarterly reports.

(k) Serve as Secretariat to the Project Steering Committee (PSC), including scheduling meetings, preparing agendas and minutes, recording decisions and guidance, obtaining official GOCD approval of consultant deliverables, and formally communicating feedback to consultants.

(l) Promptly advise the PS and CDB of any issues that may negatively affect project progress or outcomes, including delays, consultant performance issues, budgetary concerns, policy decisions, or partner contributions.

(m) Maintain appropriate documentation of project expenditures made in accordance with the budget in the Grant Agreement, working closely with accounting personnel to prepare financial statements, and submitting disbursement requests and supporting financial documentation to CDB, including project related costs and expenditure.

(n) Represent the Ministry and PPD in CDB monitoring and review meetings and prepare all required reports.

(o) Prepare and submit to the PS and CDB concise quarterly progress reports, within twenty-one (21) calendar days of the end of each quarter, until project implementation is completed; reporting on achievements against the stated targets and indicators agreed with the Consultants, and taking corrective action where targets are not being met. The Report shall, among other things, set out:

(aa) activities implemented to date; and the reasons for any significant delays incurred in the implementation of each activity;

(ab) progress towards achieving planned outputs and outcomes based on the agreed performance indicators; and the likelihood that the planned outputs and outcomes will be achieved, in accordance with the Project Monitoring Results Framework;

(ac) the executing agency’s review of project assumptions and risks (are  assumptions made at project design stage holding/still valid or have assumptions become risks; have new risks emerged); and actions taken to date to mitigate the anticipated risks; changes required to the Results Framework, Workplan and Procurement Plan based on activities to-date; and

(ad) activities planned for the next quarter, including actions required to improve project performance and mitigate risks.

(p) Within twenty-one (21) calendar days of project completion, prepare and submit a final comprehensive Project Completion Report (PCR) to the PS and CDB, including a final report on the project related costs and expenditure, and disbursement activities. 

5. QUALIFICATIONS AND EXPERIENCE

5.1 The PC should possess the following qualifications and skills:

(a) A first degree or equivalent in urban planning, land use planning, project management or a related field.

(b) Relevant experience to include the following:

(i) Project management, including the preparation of project schedules and budgets, monitoring of project execution and project reporting;

(ii) Prior knowledge of, or experience with, land use planning and permitting systems used in Dominica or the Caribbean (knowledge of building codes, planning regulations and environmental conservation practices in Dominica or the Caribbean will be an asset);

(iii) Strong communication, negotiation, and stakeholder engagement skills;

(iv) Excellent report writing and presentation skills; and

(v)	Proven ability to work independently and manage a project team effectively.

6. REPORTING REQUIREMENTS AND DELIVERABLES 

6.1 The PC will be required to submit to CDB the following reports and deliverables: 

(a) Preparation/update of the project work plan with timelines for the project activities. 

(b) Provide monthly reports to the PS and CDB highlighting project advancement, challenges and adjustments. 

(c)	Develop the performance reports and manage the project budget consistent with CDB Procurement Framework.

(d) Develop and implement a Monitoring and Evaluation plan, including the collection of baseline and actual performance data for each level of results in the project’s Results Framework.

(e)	General project oversight and management and reports: 

(i) An Inception Report within twenty-one calendar days of the signing of the contract with the consultants(s), including a detailed implementation schedule of the proposed activities. 

(ii) Quarterly reports on the progress of implementation activities under the Project. These reports are to be submitted within twenty-one (21) calendar days after the end of each calendar quarter until implementation of the Project is completed. 

(iii) Project Completion Report (PCR) to be submitted within three (3) months after final disbursement of the Grant or completion of the Project, whichever is earlier. 

7. DURATION AND LOCATION 

7.01	The Project Coordinator will be engaged for fifteen (15) consecutive months and will be based full-time in Dominica. No relocation package will be provided.
