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Terms of Reference
United Nations Development Programme (UNDP) country office in Georgia within the framework of project ”Support to Public Administration Reform in Georgia” (PAR) is making announcement for a short term local consultant on Support in Implementation of Civil Servants’ Performance Appraisal System for relevant government agencies of Georgia. 
Job title:			Civil Servants’ Performance Appraisal System Development Consultant 
Duty station:			Tbilisi 
Terms of contract:		Individual Contract
Duration:			Up to 80 days during February 2017 - December 2018

1. BACKGROUND
Over the last decade, Georgia has managed to achieve major improvements in the areas such as the fight against corruption, introduction of citizen-oriented, accessible public services and e-governance, gradually shaping a modern, unified, independent and career-based civil service.
In 2014, the Government of Georgia (GoG) has adopted a civil service reform concept which led to the passing of the Law on Civil Service that came into force on 1st July, 2017. A broader Public Administration Reform Roadmap (PAR Roadmap) and accompanying Action Plan have also been operational since May 2015. The PAR Roadmap states the six major policy areas for action: policy development and cooperation, human resource management, accountability, service delivery, public finance management, and local self-government.
Recently, UNDP has rolled out new, multi-year initiative ”Support to Public Administration Reform in Georgia,”  which will address a complementary but distinct set of specific, predetermined needs in three crucial areas (Policy development and Cooperation; Civil Service and Human Resource Management and  Service Delivery) within the PAR Reform Roadmap.  
The initiative intends to sustain, support and build key institutions and processes required for advancing the Public Administration Reform through offering consultancy, capacity building, technical assistance, etc. Development of professional and modern civil service and public administration are decisive for ensuring the resilience of Georgia to internal and external shocks, and for achieving the country human development objectives by ensuring citizens’ access to their rights and services, as well as facilitating development of better public policies.
The project aims to support GoG in the establishment of a professional, career based civil service, with high performance culture and improved capacities of civil servants in public institutions. One of the commitments of the project is to assist the Government of Georgia in development of effective and efficient performance appraisal system of civil servants.
Pursuant to the new Law on Civil Service each governmental agency has been obliged to develop its own system of civil servants’ performance appraisal on the basis of Government Decree. In order to carry out these tasks effectively, the PAR Project team contracted consultants and provided vital expertise in the field to five selected government agencies. Throughout the consultancy, the models of performance appraisal were selected, trainings were delivered and necessary documentation were prepared. However, in order to establish a sound performance appraisal system and contribute to effective implementation of performance appraisal procedures in accordance with the guidelines developed, UNDP is planning to contract local consultants.
2. MAIN OBJECTIVES, RESPONSIBILITIES AND DESCRIPTION OF THE PROPOSED WORK.
The primary goal of the technical assistance is to support in implementation of selected models of staff performance appraisal system and increase capacities of its staff and managers to effectively implement the system. 
The scope of the work will be fully in line with the ongoing and planned HRM activities conducted by CSB.  The consultants will have close working relations with the CSB representatives during the project implementation phase with the aim to make sure that the overall vision of GoG is accomplished. 
Every assignment under the long-term retainer contract (up to 12 months with the possibility of extension up to two months) will be guided by a specific assignment clearly stipulating the nature and scope of work, list of deliverables, timeframe and the outcome. 
Possible Functions/Key Results Expected (non-inclusive list):
Under the direct supervision of the PAR Manager within the overall coordination of the Democratic Governance Team Leader in close cooperation with relevant staff of ministry and CSB, the consultants are expected to assume the following tasks and responsibilities: 
I. Preparatory stage:
· Conduct meetings with staff and provide detailed information on selected model                                                                                                                                                                  of performance appraisal;
· Conduct group meetings with line managers; Held individual meetings as necessary; 
· Support in defining targets and revision of job descriptions, preparation of basic forms;
· Conduct training of HR staff; advise on necessary tools for monitoring of performance appraisal processes;
· Contribute to setting relevant targets and support in development/amendments of job descriptions;
· Held ad hoc consultation meetings with managers; staff (if required);
· Identify basic gaps and challenges and define the areas for intervention;
· Conduct trainings;
II. Support in midterm staff performance appraisal:
· Support line managers through role plays and consultation, etc.;
· Support staff self-evaluation process through consultation/meetings;
· Analyze midterm results of staff performance appraisal and develop relevant recommendations;
III. Support in final staff performance appraisal:
· Support line managers through role plays and consultation, etc.;
· Support staff self-evaluation process through consultation/meetings; 
· Held ad hoc consultation meetings with managers; staff (if required);
· Provide support in finalization of performance appraisal results. 
IV. Report on the final findings and recommendations on the implementation of performance appraisal system at the ministry.
Deliverables:
The consultant is expected to provide the following deliverables:
First deliverable:
· At least one meeting with staff organized and presentation with the overview of a selected model of performance appraisal (February, 2018);
· Groups meetings and individuals consultations with line managers held; Elaborated/revised documentation (e.g. job descriptions; basic evaluation forms) (February, 2018); 
· Training of HR staff conducted; necessary tools for monitoring of performance appraisal processes selected (March, 2018);
Second deliverable:
· At least one training for line managers delivered (April, 2018);
· Capacity building activities for line managers through role plays organized (May, 2018);
· Training of staff on self-evaluation techniques delivered (May, 2018)
· Consultation  meetings with line managers held, upon request (May-June, 2018)
· An analysis of midterm results of staff performance appraisal and develop relevant recommendations (July, 2018);
Third deliverable:
· Capacity building activities for line managers through role plays organized; Support in final performance appraisal (November-December, 2018);
· Training of staff on self-evaluation techniques delivered (November, 2018)
· Consultation  meetings with line managers held, upon request (November-December, 2018)
· Final mission report detailing work conducted during the consultancy including major findings and recommendations.
Management Arrangements:
The consultant will be directly supervised by the PAR Manager under the overall supervision of the Democratic Governance Team Leader. The service providers will be directly responsible to, reporting to, seeking approval from, and obtaining certificate of acceptance of outputs from the above-mentioned persons. In addition, the respective GRF team will be responsible to share relevant documents, contact details and other necessary information with the service providers.
3. REQUIREMENTS FOR EXPERIENCE AND QUALIFICATIONS

Core Competencies:
· Demonstrates integrity by modeling the UN’s values and ethical standards;
· Understanding of the mandate and the role of UNDP would be an asset;
· Promotes the vision, mission and strategic goals of UNDP; 
· Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability;
· Treats all people fairly without favoritism.
Functional Competencies: 
· Possesses knowledge and understanding of public administration system;
· Strong and proven research and analytical skills;
· Proven ability to deliver quality output working under tight deadlines;
· Proven ability to coordinate with others and to work as part of a team;
· Excellent communication, interpersonal and presentation skills;
· Ability to work independently and under pressure.
Qualifications and Experience
Education: Master’s degree in social sciences or in relevant field. (Minimum requirement)
Experience: 
· At least two years of policy advisory experience (minimum requirement: 2 years - 8 points; more than 2 years – additional 2 points);
· At least two years of actual involvement in developing/improvement of staff performance appraisal systems preferably with the public-sector organization (minimum requirement: 2 years - 8 points; more than 2 years – additional 2 points);
· At least two years of working experience with government agencies and/or international organizations (minimum requirement: 2 years -  8 points; more than 2 years – additional 2 points);
· Experience in conducting high quality research and experience in development of policy reports or policy papers, preferably in the field of human resource management, will be an asset.
Language Requirements: Fluency in Georgian; Excellent English language skills (both written and oral).
4. PAYMENT MODALITY AND DELIVERABLE 
The payment schedule is given bellow and will be made upon satisfactory completion/submission and approval of the deliverables by the supervisor:
First deliverable (30%)
· At least one meeting with staff organized and presentation with the overview of a selected model of performance appraisal (February, 2018);
· Groups meetings and individuals consultations with line managers held; Elaborated/revised necessary documentation (e.g. job description; basic evaluation forms) (February, 2018); 
· Training of HR staff conducted; necessary tools for monitoring of performance appraisal processes selected (March, 2018);
Second deliverable (40%)
· At least one training for line managers delivered (April, 2018);
· Capacity building activities for line managers through role plays organized (May, 2018);
· Training of staff on self-evaluation techniques delivered (May, 2018)
· Consultation  meetings with line managers held, upon request (May-June, 2018)
· An analysis of midterm results of staff performance appraisal and develop relevant recommendations (July, 2018);
Third deliverable (30%)
· Capacity building activities for line managers through role plays organized; Support in final performance appraisal (November-December, 2018);
· Training of staff on self-evaluation techniques delivered (November, 2018)
· Consultation  meetings with line managers held, upon request (November-December, 2018)
· Final mission report detailing work conducted during the consultancy including major findings and recommendations.
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