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ntTERMS OF REFERENCE for the GEF SGP Kyrgyzstan Programme manageme
facilitator
Project Name Globa l  Env i ronmen t  Fac i l i t y  Sma l l  G ran ts

Programme (GEF SGP)

Short t i le of Assignment:
Programme ma nagement  fac i l i ta tor

Duty station: Bishkel<,  Kyrgyz Republ ic
Type of Contract: Ind iv idual  Contract
Duration of Contract: From June 1., 2Ot4 to November 30, 2014 (tZO

work ing days)

BACKGROUND
The Programme Management  Faci l i ta tor  wi l l  work in  the Global  Envi ronment  Faci l i ty  Smal l  Grants
Programme in Kyrgyzstan.

The SGP is  a g lobal  and mul t i - focal  area GEF pro ject ,  approved for  funding by the GEF Counci l  on a ro l l ing
replenishment ,  implemented on behal f  o f  the GEF par tnership by UNDP, and executed by UNOpS. The
overa l l  ob ject ive of  the Programme is  to  suppor t  pro jects  of  non-governmenta l  and communi ty-based
organizat ions demonstrat ing that  communi ty  act ion can mainta in the f ine balance between human needs
and envi ronmenta l  imperat ives.

Programme management  fac i l i ta tor  wi l l  work under  d i rect  superv is ion and guidance of  GEF SGp Nat ional
Coord inator  in  Kyrgyzstan and wi l l  be accountable to  h im.  Programme management  fac i l i ta tor  wi l l
mainta in work ing- level  contacts  wi th  UNDP CO staf f ,  main s takeholders and benef ic iar ies,  and wi l l
par t ic ipate at  the events of  SGP when requi red.

OBJECTIVE
To prov ide ass is tance to  GEF SGP Kyrgyzstan and Nat ional  Coord inator  d i rect ly  on the issues of  manager ia l
fac i l i ta t ion suppor t  in  accordance wi th  the implemented programme.

His/her  overa l l  ass ignment  is  to :
1 '  Ass is t  GEF SGP Nat ional  Coord inator  in  creat ion of  GEF SGP local  network of  CSOs for  knowledge

network ing and in format ion d isseminat ion;

2 '  Update GEF SGP localwebsi te  and g lobal  GEF SGP database wi th  pro jects  resul ts  and outputs ;
3 '  Work wi th  GEF SGP archives and compi les data of  i ts  best  pract ices,  publ icat ions and media

outreach mater ia ls ;



4.  Ass is t  GEF SGP Nat ional  Coord inator  in  conduct ing p lanned NSC meet ings,  draf t  minutes wi th
fur ther  fo l low-up;

5.  Ass is t  GEF SGP Nat ional  Coord inator  in  updat ing the l is t  o f  NSC members;

6.  Work wi th  GEF SGP mater ia ls  to  e laborate guidel ines for  NSC members;

7.  Ass is t  GEF SGP Nat ional  Coord inator  in  rev iewing pro ject  repor ts  and g ive recommendat ions on
them;

8.  Ful f i l l  addi t ional  ad hoc ass ignments as designated by Nat ional  Coord inator

FINAL DELIVERABLES

. Grantees '  repor ts  rev iewed.  Based on the wor l<
done recommendat ions to  NC are g iven for
further action on a project;

.  GEF SGP archives are rev iewed:  best  pract ices,
publ icat ions,  media f i les are co l lected;

.  Arranged NSC meet ing ( f inancia l  and log is t ic
suppor t ;  preparat ion,  conduct ion of  the NSC
meet ing and f ina l izat ion of  i ts  resul ts  in
accordance wi th  GEF SGP operat ional
gu ide l i nes ) ;

End of  June 201-4 t6.00%

.  Global  SGP database is  updated wi th  records on
pro jects 'progress;

.  Best  pract ices,  publ icat ions and media f i les of
GEF SGP archives are posted on the local
websi te ;

.  Ass is ted NC in  recru i tment  of  new NSC
members in  accordance wi th  GEF SGP
operat ional  gu idel ines;

.  Arrang€d NSC meet ing ( f inancia l  and log is t ic
suppor t ;  preparat ion,  conduct ion of  the NSC
meet ing and f ina l izat ion of  i ts  resul ts  in
accordance wi th  GEF SGP operat ional
gu ide l i nes ) ;

End of July 2Ot4 t6.oo%

o Grantees '  repor ts  rev iewed.  Based on the work
done recommendat ions to  NC are g iven for
further action on a project;

.  E laborated a document :  a  guide on SGP
operat ional  gu idel ines for  NSC members
( inc lud ing TOR, procedures,  pro ject  ind icators,
etc. );

.  Created a GEF SGP network for  CSOs;

End ofAugust  2014 L6.00%

. Global  SGP database is  updated wi th  records on
pro jects 'progress;

.  Ass is ted in  ar ranging NC t r ips for  M&E of  GEF
SGP projects with further fol low-up;

End of  September
2014

1,6.00%



.  Grantees' reports reviewed. Based on the work
done recommendat ions to  NC are g iven for
further action on a project;

.  The local  websi te  is  updated wi th  a l is t  o f  OP5
pro jects  wi th  the i r  descr ip t ion and resul ts ;

End of October 2014 16.00%

. Global  SGP database is  updated wi th  records on
pro jects 'progress;

.  Arranged NSC meet ing ( f inancia l  and log is t ic
suppor t ;  preparat ion,  conduct ion of  the NSC
meet ing and f ina l izat ion of  i ts  resul ts  in
accordance wi th  GEF SGP operat ional
guidel ines) ;

.  Conducted a tender  on Premise Lease for  GEF
SGP for the vear 20L5.

End of  November 2014 20.00%

Resul t :  Ass is tance to  GEF SGP program and Nat ional  Coord inator  on the issues of  manager ia l  fac i l i ta t ion is
prov ided and approved by Nat ional  Coord inator .

..  REPORTING REQUIREMENTS

Programme management  fac i l i ta tor  presents resul ts  in  a genera l ized wr i t ten repor t  (hardcopy and e-
vers ion in  Word and PDF format)  on the fo l lowing:

t .  Created GEF SGP local  network of  CSOs;

2.  Updated GEF SGP local  web s i te  and g lobal  database;

3.  Compi led data of  GEF SGP best  pract ices,  publ icat ions and media outreach mater ia ls ;

4.  Conducted NSC meet ings wi th  minutes and fo l low-up;

5.  Updated l is t  o f  NSC members;

6,  E laborated guidel ines for  NSC members;

7.  Recommendat ions to  Nat ional  Coord inator  and grantees on pro ject  repor ts .

Draf t  o f  a  repor t  should be submit ted to  Nat ional  Coord inator  for  comments pr ior  to  i ts  f ina l  complet ion.

.  Univers i ty  degree in  soc ia l  sc iences;

.  Min imum 3 years of  re levant  admin is t rat ive exper ience inc lud ing f inancia l  management ;

.  Min imum 3 years of  re levant  work wi th  pro jects  wi th  local  communi t ies;

. Experience of work with projects related to environment is an asset;

.  Exper ience in  usage of  o f f ice equipment  and computer  appl icat ions;

.  Exper ience in  suppor t  and updat ing websi tes;

.  Excel lent  draf t ing and analy t ica l  sk i l ls ;

.  Work exper ience wi th  CSOs or  In ternat ional  donor  organizat ions is  an asset ;

.  Excel lent  knowledge of  Kyrgyz,  Russian,  Engl ish.

SUBMISSION OF APPLICATTONS
Interested ind iv idual  consul tants  must  submit  the fo l lowing documents/ in format ion to  demonstrate the i r
q ua l i f icat ions:
o Proposal :

( i )  Expla in ing why they are the most  su i tab le for  the work,  le t ter  o f  in terest



o Signed PLL form ( inc lud ing past  exper ience in  s imi lar  pro jects  and at  least  3  references) ,

o F i l led f inancia l  proposal ' ( template is  enc losed)

The contract  wi l l  be awarded to that  candidate,  who wi l l  meet  a l l  the requi rements as per  ToR and who

wi l l  o f fer  the lowest  f inancia l  proposal .

ADDTTTONAL REqUTREMENTS FOR RECOMM ENDED CONTRACTORS

Recommended contractors over 62 years of age and who are required to travel should undergo a ful l

medica l  examinat ion inc lud ing x- rays and obta in ing medica l  c learance f rom an UN approved Doctor  pr ior

to  tak ing up the i r  ass ignment  at  the i r  own expenses.

Contracted Consultants are required to have vaccinations/inoculations at their own expense when

traveling to certain countries, as designated by the UN Medical Director. A copy of the l ist should be
provided to the subscriber prior to signing the agreement so that his/her personal physician can attest to

the required vaccinations/inoculations having been performed, as part of the cert i f ication described

above.
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