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1. Background 

EASTRIP, financed by the World Bank, is a regional project in three East African countries 

including Ethiopia, Kenya and Tanzania. The project aims to increase access, improve quality of 

technical and vocational education and facilitate regional integration. The objectives and results 

of the project will be achieved through 

 Strengthening 16 selected Regional TVET flagship institutes out of which 7 are found in 

Ethiopia; and Hawassa Polytechnic College is one of the institutes. 

 Creating national TVET enabling environment and  

 Enhancing regional collaborative capacity in TVET and project coordination.  

At the Institute level, the objectives of the project will be achieved through  

 Strengthening governance and management 

 Institutionalizing industry links; 

 Developing market relevant and competency-based training programs; 

 Training of TVET managers and teachers/trainers; 

 Provision of key training facilities and equipment 

 Outreach and support for non-project national TVET institutes  

Establishing the Project Implementation Unit (PIU) is one of the primary tasks to coordinate and 

effectively implement the project.  Hawassa Polytechnic College,  wishes to obtain the service of 

a Procurement Specialist in the PIU.   

2. Objective of the Assignment 

The objective of the assignment is to obtain the services of a highly qualified procurement specialist 

who will assist the HPTC in an efficient processing of procurement on international as well as 

national procurement of goods, works and services. 

The expected outputs of the procurement specialist are:  

(i)  updated project procurement plans;  

(ii) a procurement data management system;  



(iii) Completed procurement packages for goods and consultancy services provided in the 

procurement plan for Statistics for Results Project (SFRP), and any other required 

procurement package, and 

(iv) Sample “good practice” bid packages and evaluation reports for each method of procurement 

for goods, non-consulting services, and consulting services in both soft and hard copies. 

3. Scope of Work 

The Procurement Specialist will assist HPTC in the overall planning, managing, coordinating and 

reporting of the EASTRIP in managing the procurement activities of the Project for goods, works 

and services in accordance with the World Bank procurement rules and procedures. The 

Procurement Specialist as staff of PIU of HPTC shall have the following specific duties and 

responsibilities: 

i. Prepare updated Procurement Plan for the Project and upload processed procurement documents 

in WB Systematic Tracking of Exchanges in Procurement (STEP) for review and approval, 

regularly update procurement plans as necessary; 

ii. Obtain “Clearance” from the WB through STEP, where applicable for the Procurement Plan; 

ToR, etc. and for all prior review contracts; 

iii. Take lead in drafting the Invitation for Bids (IFBs), Request for Expressions of Interest (REOIs), 

technical specifications, BOQs (Bill/ Schedule of Quantities),Term of References (ToRs), 

Request for Proposals (RFPs) Bidding Documents and etc.; 

iv. Prepare the General Procurement Notice (GPN), Specific Procurement Notices (SPNs) and other 

solicitation documents whenever required; 

v. Ensure all tender, notices/are as per the Standard Bidding Document (SBD) adhering to the WB 

Procurement Regulations, procedures and norms of the WB; and ensure their publication in 

recognized and widely circulated international and local newspapers as needed; 

vi. Consolidate quarterly, semi-annual and annual procurement progress/performance reports of the 

EASTRIP at HPTC and submit to Dean of HPTC, for submission to National Project 

Coordination Unit (PIU); 

vii. In case of procurement actions requiring WB’s "No Objection", coordinate the dispatch of 

procurement document to WB, monitoring WB’s response at different stages of the procurement 

process and following up accordingly;  

viii. Collects pro-forma invoices from qualified and eligible bidders for procurement using the RFQ 

selection method; 

ix. Issue clarifications or amendments, including extension of bid submission dates, to the bidding 

documents or RFPs as necessary; 

x. Ensure that qualified bid evaluation committee members for each specific contract are available 

in the RFTI and if necessary seek assistance from the PIU to fill the gap; 

xi. Work closely with the Procurement & Endorsing Committee on ensuring proper follow-ups and 

approvals of the bidding documents, shortlists and evaluation reports; 

xii. Make necessary arrangements for undertaking short-list, technical and financial evaluations of 

bids/proposals; and ensure that best procurement practices are followed in preparing Bid 

Evaluation Reports;  



xiii. Respond in a timely fashion to any bidder’s complaints and include this information in the final 

Bid Evaluation Result; and conduct de-briefing when requested by bidders; 

xiv. Issue Notification of Award to bidders and prepare contract documents and arrange the contract 

for signature adhering to the Bank’s procedures; 

xv. Establish and maintain a central procurement filing system exclusively for EASTRIP, and 

ensure all related documents are maintained in the respective files, for ease of retrieval of 

information and the ease of following the paper trail of procurement by independent external 

auditors, authorized WB procurement specialist and staff during post-procurement reviews 

(PPRs); 

xvi. Prepare and update contract registry as per the agreed forms with the Bank for signature by the 

head of HPTC; 

xvii. Review and certify the contractor/supplier’s and procurement specialist’s requests for payments, 

depending on the type of payment modality specified in the contract; 

xviii. Properly close the contract if there is no dispute. Conduct negotiations for an amicable 

settlement with the contractor/supplier/ procurement specialist if there are disputes; 

xix. Monitor implementation of each contract to ensure timely receipt of the goods and procurement 

specialist’s monthly status reports. Ensure that payments are effected to the contractor/supplier/ 

procurement specialists’ in a timely manner when the milestones in the contacts are completed 

as stipulated in the contract agreement; 

xx. Assume responsibility for being alert to any indication of unethical behavior and report such 

behavior to the appropriate immediate supervisor.  

xxi. Make sure that sufficient training is given to staff involved in the procurement approval process 

xxii. Perform other similar duties, as required. 

4. Key Performance Indicators  

i. Timely implementation of annual procurement plans and activities. At least 70 percent of the 

plans are satisfactorily executed; 

ii. Quarterly, Semi Annual and Annual Procurements reports are delivered on time and accurately; 

iii. Satisfactory quarterly procurement related reports as per the results framework; 

iv. Satisfaction surveys of HPTC conducted and report shared timely to PIU, RFU and the World 

Bank Project Team; 

v. Knowledge sharing meetings held; 

vi. Procurement activities meet the guidelines, procedures and norms of the World Bank;  

vii. Procurement activities meet all requirements for soliciting Expression of Interests; 

viii. Provide effective support for Evaluation Committees; 

ix. Timely evaluation of bids to meet procurement deadlines for relevant components of the 

project; 

x. Quality of completed works and services in line with specified standards; 

xi. Effective document management system in place; 

xii. Economies of scale achieved in procurement activities; 

xiii. Risks associated with procurement activity are effectively identified, assessed and managed; 



xiv. An actively managed register of pre-qualified suppliers is maintained to generate efficiencies 

for bid preparation and supplier evaluation; 

xv. Participation in joint implementation support missions with the World Bank to EASTRIP at 

HPTC. 

xvi. Reports from Internal and External communication strategies documented and shared timely. 

xvii. Comprehensive reports on Disbursement Linked Indicators and Results (DLIs/DLRs) and the 

long-term impact of the project with regard to coordination 

5. Required Qualifications and Experience 
It is envisaged that the technical assistance will require an experienced and high level technical 

competence in procurement of services, goods and works under World Bank financed Projects. The 

procurement specialist, therefore, should be required to fulfill the following qualifications. 

 MSc/MA or BSc/BA degree or equivalent from a reputable and recognized university in 

Commerce, Business Administration, Economics, accounting, management or any other related 

discipline.   Possession of post graduate degree or an advanced degree will be an advantage. 

 Postgraduate training in procurement or a professional qualification in procurement. 

 At least 8/10 years’ experience in procurement in a large private/ public sector organization or 

Projects for Masters and Bachelor degree respectively. 

 At least 5 years procurement experience in GOE/IDA funded Projects with thorough 

understanding of World Bank’s, Federal and local government procurement procedures. 

 Computer literacy in the use of word processor, spreadsheets and any other application relevant to 

procurement. 

 Excellent change management skills and strong commitment to sharing procurement and contract 

management related expertise and experience in order to develop others. 

 Excellent writing and communication skills in both Amharic and English (all reports, documents 

and correspondences shall be in English). 

6. Level of effort and Timetable 

It is expected that the assignment will start in August, 2019 depending on availability. The 

Procurement Specialist shall be based in Hawassa. 

Contract: one-year contract, with possible extension upon satisfactory performance of the 

procurement specialist. Remunerations: Negotiable / dependent on qualifications and experience. 

 

7. Inputs provided by the Client 
Hawassa polytechnic college will provide the procurement specialist reasonable and standard office 

space and office furniture and equipment required for the duration of the assignment, at its premises 

for successful discharging of his assignment. The procurement specialist will be provided, for official 

business, with internet access, telephone and fax facilities. Moreover, HPTC will arrange a vehicle 

for the procurement specialist as a means of local transportation. 

8. Management procedures 



Contractually, the procurement specialist will be accountable to the Dean of the college but work 

under regular supervision of the PIU Coordinator to whom all reports and deliverables as per the ToR 

should be submitted. The PIU will be responsible for all payments to the procurement specialist on a 

regular basis once the work has been accepted and cleared for payment.  

9. Expected Deliverables 

Specific Deliverables 

 Review reports and comments on the Procurement Plans 

 Monthly progress reports. 

 Documentation of all correspondences during implementation of procurement activities 

 Procurement monitoring reports (Monthly, quarterly, and annual reports) 

 Project Completion Report  

General Deliverables 

 Inception Report and detailed work plan within three weeks of commencement of the assignment. 

 Monthly Progress Reports within 7 (seven) days of the end of the month on the procurement 

specialist activities/ achievements during the month and plans for the next month. 

 Summary of progress against project’s performance indicators semi-annually.  

 Summary of aggregate information on procurement complaints/grievances semi-annually. 

 Draft Final Report of the procurement specialist’s work three weeks before the end of the 

assignment; and 

 Final Report of the procurement specialist’s work, one week after receiving comments from 

SFRP PIU. 

10. Evaluation Criteria 

The following two technical evaluation criteria will be followed to select the right individual procurement 

specialist: 

 Qualification (20%). This criterion further divided into two: 

  Educational Status (20%). 

 Experience (40%). This criterion further divided into two: 

 General Experience (10%). 

 Relevant Experience (30%). 

 Specific technical knowledge related to World Bank related projects (40%). This criterion 

further divided into two: a) Experience working in Bank Financed Projects, b) Procurement training 

related to procurement procedures under Bank financed projects. 

   

 

 


