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DRAFT TERMS OF REFERENCE PROCUREMENT OFFICER

1. BACKGROUND

1.01 The Water and Sewerage Corporation (WSC) has received financing from the Caribbean Development Bank (CDB) for the Bahamas Water Supply Improvement Project – Phase 2 (the Project). A Project Management Unit (PMU) has been established within WSC which will be responsible for the management and implementation of the Project. 

1.02 The Project’s overall objective is expanding access to safe and sustainable water supply services. The expected outcomes of the Project are: (a) improved and expanded climate resilient water distribution systems on the project islands; and (b) gender considerations in the Water and Sewerage Corporation (WSC) human resource management mainstreamed.
 
1.03 WSC as the Executing Agency for the Project, wishes to engage a Procurement Officer to support the execution of the Project. The desired support is with respect to procurement activities throughout the Project. The Project consists of works to extend or replace potable water mains on six islands across the Bahamas and consultancy services for institutional strengthening, construction supervision and project management.

1.04 Payments by CDB will be made only at the request of GOCB and upon approval by CDB and will be subject in all respects to the terms and conditions of the Financing Agreement.  The Financing Agreement prohibits withdrawal from the financing account for the purpose of any payment to persons or entities, or any import of goods, if such payment or import to the knowledge of CDB, is prohibited by a decision of the United Nations Security Council taken under Chapter VII of the Charter of the United Nations.  No party other than GOCB shall derive any rights from the Financing Agreement or have any claim to the proceeds of the Financing.

2. JOB DESCRIPTION

General Accountabilities

2.01 The Procurement Officer (PO) reports to the Project Coordinator (PC), of the Project Management Unit and is responsible for providing technical support and advice on procurement activities to internal and external clients during all phases of the procurement cycle as specified in the Procurement Plans. He/she will contribute to the development of institutional capacity with respect to procurement policies and procedures to ensure that projects realise a high standard of procurement throughout the implementation process.

Specific Accountabilities

2.02 The responsibilities of the PO are to:

(a) prepare the bidding documents including the appropriate evaluation criteria, and transmission of those documents to CDB and WSC in a timely fashion for review and no-objection;

(b) act as Secretary to the Evaluation Committees, ensuring that evaluation of bids/proposals/expressions of interest received is done on the basis of the appropriate criteria and performed in accordance with the procurement policy and procedures set forth in the respective Loan Agreement of assigned CDB projects;

(c) ensure procurement of goods and services is conducted, including advertising, in accordance with the respective Loan Agreement;

(d) monitor receipt of bids and proposals and ensure their safekeeping until the opening of bids or proposals;

(e) attend public bid/proposal openings and prepare minutes of these openings;

(f) providing assistance to PMU staff in drafting terms of reference, defining technical specifications, negotiating contracts, etc., as needed;

(g) ensure preparation of comprehensive evaluation reports according to the standards of the CDB and timely transmission of evaluation reports to CDB, through the PMU, for review and no objections;

(h) notify winning bidders in a timely fashion, and draw up contracts for approval and signature by those individuals authorised to sign on behalf of the Executing Agency, ensuring transmission to CDB of draft contracts requiring prior review and no objection;

(i) establish and maintain efficient procurement and contracting tracking system (noting important approval dates, awards, contract amounts, etc.) accessible to the PMU, as well as a proper filing system to ensure quick retrieval of procurement information by PMU staff, visiting supervision missions, annual auditor, etc.;

(j) for consulting contracts subject to prior review, prepare copies of draft negotiated contracts for CDB’s review and no objection;

(k) update the procurement plan at least annually or more frequently as needed;

(l) send procurement notices and contract awards for publication by CDB and national nationally;

(m) maintain regular communication with the PC and Accounting/Administration Officer to ensure that procurement tracking information is well coordinated with other project planning, project budgeting and other project financial reporting information;

(n) in consultation with the PC, develop and implement a project management and contract administration mentorship programme for PMU staff aimed at closing significant skill gaps. The programme will be implemented on a rotational basis and address areas such as procurement, time and cost control, contract documentation, and other issues related to management and administration of the implementation of construction contracts; and

(o) perform any other appropriate tasks determined by PC.

3. QUALIFICATIONS AND EXPERIENCE

3.01 The successful candidate should have:

(a) a first degree and post-graduate degree in a relevant discipline (e.g. Engineering, Law, Procurement, Finance or Business) with a minimum of eight years’ experience in procurement, contract management, contract administration or logistics, of which at least two years must be directly related to a rules-based procurement management function typically associated with a multilateral institution;

(b) training directly related to procurement or a recognised qualification in procurement;

(c) knowledge of the current concepts, principles and practices which govern international procurement of goods and works and the contracting of consultant services;

(d) knowledge of public procurement legislation, systems, organisation and practices, reinforced by prior experience of working on public procurement policy; and

(e) proven ability to carry out assessments of procurement capacity of implementing agencies, design procurement arrangements for new operations and monitor actions during project implementation.

4. DURATION 

4.01 The consultancy is expected to be conducted intermittently over a period of approximately 40 months.

5. LOCATION OF WORK 

5.01	The Consultancy can be conducted remotely with limited travel required for orientation and institutional strengthening activities.  	Comment by C. Andrea Gill: Prudence: feel free to edit as you see fit.

