MINISTRY OF HEALTH OF THE KYRGYZ REPUBLIC WORLD BANK PROJECT:
PRIMARY CARE QUALITY IMPROVEMENT OPERATION
TERMS OF REFERENCE
                     Procurement Assistant
General Information
The Ministry of Health of the Kyrgyz Republic is implementing the “Primary Health Care Quality Improvement Operation” project 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 DLIs that currently constitute the PHCQIO Program under the original grant/credit and the 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 NCDs. Additional investments will also be made to strengthen capacity in medical waste management and ensure overall 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 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, development of environmental and social management standards, technical coordination, training, and auditing.

1. Purpose of the assignment
Ensuring effective administrative and organizational support for the procurement process, including the preparation of documentation, interaction with suppliers and internal departments, as well as monitoring the timeliness and correctness of procedures in accordance with the requirements of legislation and/ or rules of the donor.
2. Scope of services: 
The main task of the Procurement Specialist's Assistant is to provide Administrative support to the procurement Specialist within the framework of the Operation Program for Improving the Quality of Primary Health Care (additional financing) in accordance with the procurement requirements provided for in the Operational Guidelines of the project. The functional responsibilities of a Procurement assistant include, but are not limited to, the following:
a)Administrative support of the procurement process 
• Provide support in the preparation of an annual and updated procurement plan for goods, works and consulting services. 
• Organize and support competitive procedures: acceptance, registration and opening of applications. 
• Prepare and issue minutes of meetings of the tender commission, pre-tender meetings and other working meetings. 
• Ensure the preparation of contracts for the operational expenses of the PIU. 
• Assist in the preparation of procurement documentation (requests for proposals, tender documents, contracts, etc.), with the exception of technical specifications and specifications sent to the World Bank.
b) Working with information systems and databases 
• Work with electronic portals:
· STEP (World Bank System); 
· national public procurement portal www.zakupki.gov.kg . 
• Create and maintain a database of suppliers and contractors, conduct market research by type of procurement. 
• Keep records and archive tender correspondence, documentation and reports (in paper and electronic form).
c)Coordination and collaboration 
• Support procurement specialists when interacting with potential suppliers, contractors, and consultants. • Participate in negotiations, meetings, and procurement meetings, and ensure that protocols and documentation of the outcome of negotiations are maintained. 
• Assist in providing information on procurement procedures to the project management, the World Bank and other regulatory authorities. 
d) Monitoring and support of contract execution 
• Participate in on-site inspections (field trips) to control the delivery, installation and commissioning of goods, the performance of work and the provision of services. 
• Prepare reports on the evaluation of proposals, as well as other documents related to procurement procedures, in consultation with the senior procurement Specialist.
 • Collect and provide the necessary documents and data for the annual project audit and World Bank audits.
e) Additional functions 
• Carry out other administrative assignments of procurement specialists related to the implementation of procurement policies and procedures. 
• Support the organization of document management, including monitoring the timing of preparation and approval of procurement documentation.
 • Assist in increasing the transparency, efficiency and timeliness of the procurement process within the framework of the project.
4. Organization of work and reporting 
The Procurement Assistant is an employee of the Project Implementation Unit (PIU) and performs his duties on an ongoing basis as part of the department. The contract is concluded for a period of 12 months with a possible extension based on the results of the evaluation of activities and depending on the needs of the project. The Procurement Assistant is accountable to the PIU Manager and the supervising Deputy Minister of Health of the Kyrgyz Republic. The Procurement Assistant is required to provide monthly progress reports within one week of the end of the reporting period;
5. Qualification Requirements:
Applicants for the Procurement Assistant position must have the following knowledge and experience:
• Higher education in finance, procurement, logistics, law, or related fields - 25 points;
• At least one year of experience working on international projects as a procurement assistant or procurement specialist - 15 points;
• Good knowledge of public procurement procedures, procurement of the World Bank and/or other international organizations - 30 points;
• Certificates confirming professional knowledge and skills in public and international procurement are an advantage - 20 points;
• Fluency in languages: Russian, English (written and oral), knowledge of Kyrgyz is desirable - 5 points;
• Computer proficiency (Windows, MS Office, Internet Explorer), access to the Public Procurement Portal - 5 points.
6. Resources provided by the employer
Office and technical equipment, basic office supplies required to implement the terms of reference.
7. Terms of Employment
The contract is for a period of 12 months, with possible extension based on the results of a performance assessment and the needs of the project.
