MINISTRY OF HEALTH OF THE KYRGYZ REPUBLIC
PRIMARY HEALTH CARE QUALITY IMPROVEMENT OPERATION
TERMS OF REFERENCE
OFFICE MANAGER / ENGLISH TRANSLATOR 

I. GENERAL INFORMATION
The Ministry of Health of the Kyrgyz Republic is implementing the “Primary Health Care Quality Improvement Operation” funded by the World Bank.
The Primary Health Care Quality Improvement Operation (hereinafter – PHCQIO) consists of two components. Component 1: The PforR Component (Program) includes all result areas/activities and Disbursement-Linked Indicators (DLIs) that currently constitute the PHCQIO Program under the original International Development Association grant/credit and the multi-donor recipient-executed trust fund (RETF). Component 2: The Investment Component (Project) is financed through Additional Financing and consists of two subcomponents. Subcomponent 2.1 (goods, non-consulting services, operating costs) will be financed from the new financing under the PHCQIO Multi-Donor Trust Fund (MDTF). Subcomponent 2.2 (TA – Technical Assistance) will be financed from the Single-Donor Trust Fund (SDTF).
The Program supports three main results areas aimed at strengthening several foundational elements of the health quality improvement system.
Result Area 1: Integration of sustainable quality improvement mechanisms into the service delivery process.
Result Area 2: Strengthening strategic purchasing to ensure the quality of health care.
Result Area 3: Strengthening governance and management in the health sector to improve quality.
Subcomponent 2.1: It will provide PHC organizations with basic diagnostic and clinical equipment, supplies, and operational expenses to improve the quality of care across a broad range of medical services, including maternal and child health (MCH) and non-communicable diseases (NCDs). Additional investments will also be made to strengthen capacity in medical waste management and ensure overall information technology (IT) readiness to scale up digital health initiatives. This subcomponent will help bridge this gap, complementing the initial results-based approach of the Program.
Subcomponent 2.2: It will include TA (consulting services and training) that are critical to improving the quality of primary health care (PHC), including optimization and implementation of IT systems and software, continuous development and updating of training and assessment materials for Continuous Professional Development (CPD), development of guidelines for PHC facilities on relevant aspects of health financing based on the latest reforms, preparation of technical specifications for tenders, ensuring compliance with World Bank environmental and social standards, technical coordination, training, and auditing.



II. OBJECTIVE OF THE ASSIGNMENT
To ensure effective secretarial and document management support for the Project Implementation Unit, provide timely and high-quality written and oral translation of project documentation and business correspondence, as well as to organize project-related events and logistics.
III. TASKS AND RESPONSIBILITIES
· Provide the PIU with secretarial services: prepare minutes of meetings, monitor implementation of assigned tasks;
· Maintain a register of contracts and personnel files of PIU staff; draft PIU orders (in Russian/Kyrgyz);
· Manage incoming/outgoing correspondence; distribute and coordinate documents with the MoH and the donors;
· Collect primary financial documentation; support archiving and filing systems;
· Ensure office supplies and equipment, conduct inventory of non-current assets and fixed assets;
· Plan and organize meetings, trainings, workshops, and field visits; prepare agendas, presentations, and reports;
· Arrange reception and support of missions/experts; coordinate visas, travel, and accommodation; prepare travel documents;
· Provide written translation of documents/reports/correspondence Russian ↔ English (Kyrgyz, if required);
· Provide consecutive interpretation at meetings and events; prepare brief summaries/briefing notes for management;
· Support bilingual correspondence and file versioning (file name, date, language, version);
· Participate in onboarding/adaptation of new staff; ensure compliance with PIU internal procedures and regulations;
· Perform other tasks assigned by the PIU Manager within the scope of this assignment.
IV. QUALIFICATION REQUIREMENTS
· Higher education in linguistics, translation, English philology, or teaching English; other higher education may be accepted if supported by relevant experience in translation/office management – 20 points;
· At least 2 years of relevant professional experience (translation/administrative support); such experience in donor-funded projects would be considered an advantage) – 25 points;
· Strong demonstrated skills in written and oral translation Russian ↔ English – 20 points;
· Languages: fluency in Russian and English (minimum C1 level); knowledge of Kyrgyz is an advantage – 20 points;
· Demonstrated skills in records management, business correspondence, event organization, ability to work under deadlines, strong communication skills – 10 points;
· IT skills: proficiency in MS Word/Excel/PowerPoint; experience with cloud storage and e-mail systems – 5 points.
V. CONTRACT CONDITIONS
· Duration: 12 (twelve) months, including a 3-month probationary period. Extension may be possible based on performance evaluation and project needs;
· Reporting: reports directly to the PIU Manager; short-term business trips within the Kyrgyz Republic may be required;
· Workload: full-time position in accordance with PIU internal regulations.
VI. REPORTING AND PAYMENT PROCEDURE
· Monthly report on tasks performed (list of works and translated materials) and timesheet – to be submitted by the 3rd working day of the month following the reporting period.
· The report and timesheet are to be approved by the PIU Manager and the Deputy Minister overseeing the Project and will serve as the basis for payment.
· If necessary, a quarterly plan-versus-actual report and a final report upon completion of the contract may be required.
VII. CONFIDENTIALITY AND ETHICS
The Consultant shall maintain the confidentiality of any information received in the course of fulfilling the ToR and comply with personal data protection requirements. Conflicts of interest are not permitted and must be disclosed immediately.
VIII. OTHER PROVISIONS
The appointment of PIU staff shall be formalized by the corresponding PIU order following the results of the competitive selection. All documents are to be prepared in Russian; translation into English/Kyrgyz shall be provided when necessary.
This ToR may be clarified or supplemented by mutual agreement of the parties without altering the substance of the duties.





