GOVERNMENT OF THE REPUBLIC OF ZAMBIA
MINISTRY OF FINANCE AND NATIONAL PLANNING (MOFNP)
NATIONAL AUTHORIZING OFFICE (NAO) OF THE EUROPEAN DEVELOPMENT FUND


TERMS OF REFERENCE

Position Title:	Procurement Specialist
[bookmark: _Hlk210888769]Project Name:	Irrigated and Sustainable Agriculture for Transformation (ISAT) Project Preparation Grant
Duration: 		14 months
Reports to: 	Project Manager under the oversight of the Finance and Contracts Expert – National Authoring Office (NAO) of the European Development Fund	
Start Date: 		February 2026

1. Background
The Government of the Republic of Zambia, through the Ministry of Finance and National Planning (MoFNP), has received a grant facility for project preparation (GFPP) from the World Bank to assist in preparing the proposed Irrigated and Sustainable Agriculture for Transformation (ISAT) Project. The project preparation grant will be implemented by the National Authorizing Office (NAO) and supported by the Project Preparation Team (PPT) to be established within NAO.

The Project Development Objective of the ISAT project is to promote irrigated and sustainable agriculture practices in targeted sites in Zambia. The project is intended to enhance agricultural productivity, resilience, and market access through improved irrigation systems, sustainable land management, and inclusive value chains. The ISAT Project design will build on the experience of the Irrigation Development and Support Project (IDSP), the Zambia Growth Opportunities (ZAMGRO) Program for Results, the Zambia Agri-business and Trade Project (ZATP 1&2) and any other relevant project.

To ensure effective implementation of project preparation activities, the NAO seeks to recruit a Procurement Specialist who will provide support for procurement and contract management of preparation grant activities.

2. Objective of the Position 
i) Support the NAO in all procurement processes, starting from bidding document preparation to awarding the contracts; and
ii) Closely monitor the contract management process of the signed contracts under the proposed ISAT Project on behalf of the Project Manager for proper integration of the project.

3. Duties and Responsibilities 
The Procurement Specialist will work as a full-time member of the Project Preparation Unit (PPU) in the NAO, and will be responsible for ensuring that the procurements are done as per the relevant Regulations of the World Bank. He/she will have a significant role in assuring the integrity, fairness, and overall quality of procurement in conformance with the requirements of the guidelines of the World Bank. He/she should not have any conflict of interest while working and should keep all the project information confidential.
The Procurement Specialist shall perform the following responsibilities:
· Develop procurement plan for Works, Goods and Services under the project, and update the Plan as and when needed (at least quarterly) through the Bank’s Systematic Tracking of Procurement Exchanges system (STEP). Upload and update the procurement transactions using STEP;  
· Prepare drafts to Request for Expressions of Interest (REOI), Invitation for Bids (IFB), Invitation for Prequalification (IFP), Bidding Document, Prequalification Document (PQD), Request for Proposals (RFP) and Pre-Bid Meeting Minutes as per World Bank Procurement Regulations;
· Guide and conduct procurement in accordance with World Bank Procurement Regulations for IPF Borrowers” (February 2025) (“Procurement Regulations”), the Bank’s Systematic Tracking and Exchanges in Procurement (STEP) system will be used to prepare, clear and update Procurement Plans and conduct all procurement transactions for the Project;
· Take part, as a member of evaluation committees;
· Provide timely advice to the PPU in making submissions for Letter of No Objection at World Bank, help the PPU on necessary documentation and revision of the submissions as advised by the Bank officials;
· Help the PPU to address the procurement related complaints, which will include (a) review of the complaints vis-à-vis the respective procurement processes and documents, and (b) participation in discussions that PIU members may have with complainants; 
· Provide advice and training to the PPU members on World Bank New Procurement Framework (NPF) and procurement related matters, on need basis as a part of the institutional capacity building of the NAO;
· Closely monitor procurement activities in reference to the Procurement Plan timeline and the procurement approval process of the Government and bring any slippage of activities immediately to the attention of the Project Coordinator;
· Prepare quarterly report on procurement status and procurement risk mitigation framework, and arrange submission of the same to the International Development Association (IDA) for review;
· Assist in preparing Terms of Reference (TOR) and associated documents for other team members, as appropriate;
· Conduct diagnostic analyses on delays, inefficiency, etc. in the system, and provide recommendations to improve the same, if required;
· Conduct site visits and verify supervision Consultants’ (if any) periodic reports on physical progress;
· Prepare contract management checklist and suggest improvement on contract administration by different contractors at different sites;
· Report any possibility of contract variation;
· Report on implementation of sustainability factors in procurement and contract management, including economic, social and environmental considerations;
· Conduct procurement activities under the project using e-GP portal as applicable; and
· Any other tasks assigned by the Project management as and when required

4. [bookmark: _Hlk211927595]Qualifications and Skills 
· Graduate qualification (at least a Graduate in engineering/ procurement/ supply chain management/ commerce / finance/ business/ management/ law/environmental science or suitable equivalency);
· Strong communication skills in presenting, discussing and resolving difficult issues; 
· Excellent computer skills; and
· Fluency in both written and spoken English.

5. Competences

· Organised, detail- and results-oriented;
· Should be a good team player and self-starter with the ability to work under minimum supervision;
· Able to work collaboratively in multi-sectoral teams yet self-manage deliverables; 
· Ability to work efficiently and effectively in a multidisciplinary team; and
· Ability to manage multiple tasks in a fast-paced environment.

6. Work Experience 
[bookmark: _Hlk211928613]General professional experience

· A minimum of five (5) years’ experience in procurement and contract management; 
· A minimum of three (3) years’ experience as a Procurement Specialist or have had responsibilities with a substantial content of his/her position in the procurement area (use of internationally accepted contract documents for works, goods and services; 

Specific professional experience

· Specialized knowledge of procurement of goods; various forms of construction contracts; selection/ contracting of Specialist services; preparation of bidding /contract documents for the international procurement of goods, works, services; public procurement policies; sustainable procurement; advanced contract management;
· Basic knowledge and understanding of e-Government Procurement (e-GP);
· Knowledge and experience in technical, commercial and legal aspects of procurement of the World Bank-financed projects will be an added advantage; 

7. Contract Duration
[bookmark: _GoBack]The contract will be for 14 months. 

8. Institutional Arrangement
The Consultant will be based in Lusaka and will work under direct control of the Project Manager.  S/he will report directly to the Project Manager under the oversight of the Finance and Contracts Expert in the NAO. The Consultant shall be accountable to the Project coordinator for his day-to-day activities.

9. [bookmark: _Hlk211933111]Reporting Obligations

The Procurement Specialist will carry out his/her assignment in accordance with the duties and responsibilities outlined in clause 3.0 above and is expected to produce the following deliverables:
· Monthly Activity Report; 
· Semester Report; and 
· Final Report.    
      
10. Procurement/ Hiring Method
The Consultant will be hired and contracted as per the “Individual Consultant (IC)” Selection method of World Bank Procurement Regulation (PR), February 2025. 
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