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The Government of the Kingdom of Tonga (GoT)
Ministry of Finance (MOF), Central Services Unit (CSU)
Health Enhancement And Resiliency, Tonga (HEART) Project (P180965)

TERMS OF REFERENCE
Assignment: 		 Engineering and Contract Management Specialist (ECMS)
[bookmark: _Hlk171282247]Reference:		 TO-MFNP-506491-CS-INDV
Client/Employer: 	 Central Services Unit (CSU), Ministry of Finance (MOF) 
[bookmark: _Hlk156998156]Duration:  	 Annually renewable contract for a maximum of Five (5) years 
Probation Period:	Six (6) months’ probation period may extend depending on candidate’s satisfactory performance.
[bookmark: _Hlk157266510][bookmark: _Hlk157266603]Location: 		 Nuku’alofa, Kingdom of Tonga 
Expected date of Start: December 2025

1. [bookmark: _Hlk171282411]Background
Tonga is a small, archipelagic Kingdom located in the South Pacific. Tonga’s population is 106,000. The main island is Tongatapu, and other major islands are ‘Eua, Ha’apai, Vava’u and Niuatoputapu. Tonga has an International Airport at Nuku’alofa with flight connections from Fiji, Australia and New Zealand. Tongan and English are the official languages.
Tonga currently has seven active World Bank (WB) financed projects with total net commitments of about US$177 million. To help the preparation and implementation of these projects and to monitor their implementation progress, the Ministry of Finance (MOF) established a Central Services Unit (CSU). 
Under the overall responsibility of the MOF, the CSU provides services related to: (i) project preparation, implementation and closure, (ii) capacity building (including both developing procedures and supporting learning) and (iii) Establish a clear accountability framework with supporting systems and procedures, strengthen portfolio performance monitoring and reporting to address gaps, and provide project preparation, closure support, and capacity building to ensure effective and well-functioning PMUs.. For project preparation and implementation, the CSU provides both implementation and advisory services in the common fiduciary functions of Procurement, Financial Management (FM), Engineering and Contract Management (ECM), Environment and Social Safeguards (ESS), and Monitoring, Evaluation and Learning (MEL), as well as planning project activities. Support is also provided to the management and operations of Project Management Units, management of human resources, and the development of relations and communications between all stakeholders. These are referred to as “workstreams”. It also provides services related to improved management and operations of the Project. The CSU is staffed with full-time experts in all the common fiduciary functions. It also has several Officers in these fiduciary areas. These officer positions provide a pathway for an energetic professional to build their skills for potential future positions in Project Management Units (PMUs).
The CSU is staffed with five full-time specialists and officers covering the skills of planning, environmental and social safeguards, financial management, procurement, contracts management and engineering, and monitoring. evaluation and learning. The Specialists and Program Manager (PM) are expected to have skills related to PMU management, planning and operations. The PM heads the unit and provide overall coordination of the CSU’s activities, performance management of CSU staff, facilitate coordination with various implementing agencies, and other stakeholders include WB Teams. The CSU supported by admin assistance and technical support in communications and ICT. 
Additional consultants (call-offs) may be recruited by the CSU to provide surge support as needed to maintain service quality during peak demand times. To ensure capacity building, nationally recruited staff undertaking management, planning, fiduciary and monitoring and evaluation functions from each project management unit, team will be twinned with the relevant specialist from the CSU. They will receive learning support through formal training, mentoring and coaching. 
[bookmark: _Hlk176875022][bookmark: _Hlk176876194]The CSU staff report to the Deputy Chief Executive Officer (CEO) of the MOF through the CSU Program Manager. The CSU staff/consultants are contracted by the MOF. Regular performance evaluation of the CSU staff is carried out by the MOF with input from the CSU Program Manager and project managers in the relevant implementing agencies. In addition, ECMS will oversee the responsibility of the CSU and PMUs ECM Officers (ECMOs). The CSU is financed under Component 3.2 of the HEART Project (P180965) in Tonga. The CSU/MOF reports to the Bank on agreed upon reporting on quarterly basis on progress, performance, and capacity building targets and achievements.
2. Objectives of the ECM assignment
The overall objective is to recruit an Engineering and Contract Management Specialist (ECMS) to lead and manage the ECM reform and guidance of the CSU and deliver the relevant parts of the CSU outputs (see Annex 1 for details): 
1.   Well-run CSU 
2. “Capacity” – Improved procedures, and learning support to Mus, IAs etc 
3. “Guide” – Improved CSU support/advice to PMUs and their IAs
4. “Do” – Improved CSU hands-on services when no PMU or dedicated officers 
   5. “Inform” – Improved communications, reporting, briefings, advise to non-PMU stakeholders  
As a core workstream, with potential for risk, the ECM workstream is to deliver its parts of the CSU outputs efficiently, effectively and on a timely basis. This includes (i) proactively support and work with all relevant Project Management Units (PMUs)/Implementing Agencies (IAs) in the area of engineering and contract management so that the projects deliver timely and achieve Value for Money (VfM) in accordance with the Project Development Objectives while managing CSU resources efficiently (ii) ensuring the maintenance of acceptable contract management arrangements which comply with Tongan Legislation and WB procedures including the CMM STEP module; (iii) building good relationships between WB funded projects and contractors to facilitate good contract management and delivery of goods and services; and (iv) supporting ECM capacity building of PMUs/IAs. 


3. Scope of Services 
The ECMS is responsible for delivery of the CSU ECMS workstream mandate, in collaboration with CSU workstreams teams. This includes quality control and building good relationships with all stakeholders. This requires the ECMS to:
(i) work proactively and collaboratively with all PMUs, IAs, EA, World Bank Teams and other relevant stakeholders; supporting them to meet their respective responsibility to maintain acceptable ECM arrangements that comply with the Financing Agreement of the projects, and GOT Legislation, and hence contribute to achieving the Project Development Objectives timely. 
3.1 Scope of Services (Engineering Focus)
(i) Oversee all engineering-related matters under WB-financed projects in Tonga to ensure adherence to good practice guidelines and standard operating procedures to support the achievement of project development objectives.
(ii) Develop good practice guidelines and relevant standard operating procedures and ensure the PMU’s adherence to the ECM procedures, with clear guidance, templates and SOPs that provide the necessary ECM controls and reporting to meet ECM requirements of both WB and GOT, as part of the development of standard POMs.
(iii) Lead in, monitoring, and reporting on engineering, design, supervision, and technical quality aspects. Assist Project Managers in identifying risks and issues restricting progress and provide viable recommendations and sustainable solutions and other responsibilities mandated under the CSU workstream.
(iv) Ensure engineering inputs align with GOT legislation, WB requirements, and project objectives.
(v) Support the development and application of engineering procedures, standards, and templates within the CSU framework and any other responsibilities mandated under the CSU workstream.
(vi) Work in coordination and collaboration with other CSU workstreams and PMUs/IAs, as and when required, to undertake all assigned responsibilities, including capacity building, for improved Development Objectives of all WB projects portfolio in a timely manner.
3.2 Scope of Services (Contract Management Focus)
(ii) Serve as the lead focal point for all Contract Management (CM) issues under WB-financed projects. 
(iii) Guide and implement standardized CM procedures, templates, and SOPs for CSU and PMUs.
(iv) Monitor CM performance, report progress, and recommend solutions to address portfolio-wide issues and risks to avoid delays, dispute resolutions and financial costs.
(v) Strengthen PMU and IA capacity to apply standard CM procedures that align with WB and GOT requirements.
(vi) Work in coordination and collaboration with other CSU workstreams and PMUs/IAs, as and when required, to undertake all assigned responsibilities, including capacity building, for improved Development Objectives of all WB projects portfolio in a timely manner.
4. Tasks and Deliverables:
To achieve the above objectives the ECMS is required to undertake any reasonable tasks to ensure the effective planning, preparation and implementation of the investment projects, including the following, grouped by CSU output:
4.1.   Well-run CSU 
· actively participate in CSU supporting the building of a strong well-functioning team able to work collaboratively and effectively with each other and all the CSU stakeholders
· guide the PM in the management of CSU contracts, including human resource management requirements for specialists and officers in CSU in accordance with the Project Operations Manual and the Financing Agreement
· maintain all records for the contract registry, including the HRM database, for CSU, and facilitate the updated and use of the HRM Database covering all projects
· to manage the overall ECM support from CSU and its effective and efficient delivery, meeting the needs of PMUs; this includes coordinating the work of the CSU/PMUs ECMO; and the call-off CM and Engineering experts with the appropriate use of Special Orders and claims.

4.2.   Capacity – Improved procedures, and learning support to PMUs, IAs etc 
· assess PMU/IA procedures and capability to effectively manage contracts to guide the development of standard procedures 
· ECMS will assist the PMUs to prepare the Engineering and CM section of the POMs ensuring they follow the standard processes, with any project specific requirements
· lead and guide the development of consistent ECM processes and their applications for WB funded projects that meet the needs of both the Financing Agreement and Government Legislation and other regulations, this includes the identification of all SOPs 
· ongoing monitoring and assessment of procedures to ensure that appropriate guidance, templates, SOPs and POMs are in place; in collaboration with the other workstreams, with the more detailed identification and their formulation based on the agreed SOP template, to meet the time line and KPIs for delivery of SOPs  
· The ECMS shall undertake an assessment of each IA capability to effectively manage contracts. The ECMS shall then develop an action plan for each IA with enhanced tools to ensure effective contract management. The following areas are to be considered in the development of the procedures and SOPs: 
(i) roles and responsibilities (each contract should have a “Contract Manager”, i.e. a suitably qualified person/team assigned to manage the execution of a contract). The role of the Project Manager/Employer’s Engineer, i.e. Person/entity named in civil works contracts by the Employer, who is responsible for supervising the execution of the Works and administering the Contract
(ii)  record keeping requirements and procedures, including the maintenance of a “Contracts Registry”
(iii) payment procedures consistent with contractual provisions and IA’s accounting requirements
(iv) monitoring of key contract deliverables
(v)  Key Performance Indicators (KPIs) and a description of the standards or measurement process, if relevant
(vi) contract amendment and variation procedures resulting from due approval or changes.
(vii) proactively identifying potential risks, providing sound technical advice and solutions to manage issues and escalations
(viii) key contractual remedies; calculation of damages and resolving payment issues as per contract. 
(ix) coordinate with Environment and Safeguard (ESS) workstream for implementation of ESF requirements and assist in resolving any related issues
(x) Prioritize critical and high valued activities, as needed, to support addressing possible contractual disputes including related to works, supervision and design.
(xi) assist and coordinate with CSU Project Manager regarding issues related to engineering and contract management  
(xii) guarantees and/or securities, insurance coverage and related issues resolution, if and when required and applicable
(xiii) price adjustment formula and circumstances, if applicable.
(xiv) contract closure procedures
(xv) development of a methodology for preparing realistic estimated cost of Works, Consultancy and Goods contracts
(xvi) prepare a master template for Design and supervision RFQ and Terms of Reference.
· collaborate with the other workstreams in the design of appropriate TORs and contracts that clearly include the Officer Performance Assessment (OPA) process and help PMUs to apply it as part of the improved CSU monitoring of Officer contracts and the application of the OPA guidance for approving probation and contract extension 
· assess all new ECM Officer, or related officers during their probation, and ensure that the required learning support is provided by the specialist, including their progress at the end of the probation, as per the output KPIs 
· continue to provide ongoing learning support to all relevant officers to help meet (at least) the required level of learning support in the output KPIs, and seek to identify suitable candidates to become recognized ‘experts’ in ECM skills required for WB funded projects
· build a program for delivering ongoing learning support, taking account of unforeseen new officers, to ensure the learning support is provided each year, including covering external learning opportunities such as the WB online courses
· help update and ensure the HRM Database is kept up to date with officer learning so the relevant monitoring and reporting (including calculation of relevant KPIs) can take place; and report to EA if the learning progress is not being taken up adequately
· seek options for wider learning by Officers, and reaching out to provide learning support to others that might help build ECM skill base in Tonga

4.3.  Guide – Improved CSU support/advice to PMUs and their IAs
· assess ECM functions in PMUs and provide proactive guidance and advice to PMUs, IAs, EA and others to improve these functions for better project delivery
· oversee, quality-check and participate in evaluation, assessment and reporting of ECM progress and risks, with solutions, affecting WB financed Projects  
· regularly review the internal control framework in each project to ensure both compliance and effectiveness of contract management, including the HRM system, and where appropriate oversee the implementation and recommended changes
· support the projects to comply with relevant WB procedures (including updated of CM-STEP), and Tongan Legislation related to ECM
· on a regular basis visit the ECM section of all project management units and provide advice, oversight (as and when requited) and review of the ECM activities including the contract reporting, including the provision of advice related to:
a) support PMUs/IAs in the management of ECM issues as they arise in their projects, through the provision by the PMUs of timely and appropriate advice for both contract management and technical issues; such as development of Bid/ Tender document, particularly the technical sections (e.g. Terms of Reference, Technical Evaluation Criteria, pre-contract negotiations, Scoping of Works, Bill of Quantities, monitoring performance, contract management etc.) with the  PMUs/IAs, as well as review of various technical documents (e.g. reviewing Methods of Work Plans, etc.) This is expected to consider:
i. practical understanding of the physical, operational and contextual environments in Tonga.
ii. Tonga's Environmental Impact Assessment, Building Permits, Building Code and development consent processes and requirements.
iii. Harmonization as much as practically possible across the portfolio to achieve value for money, and in consistency with World Bank procurement requirements.
iv. Development of a methodology for preparing realistic estimated cost of Works, Consultancy and Goods contract.
b) support and assistance IAs during procurement process, bidding stage for responding engineering, technical questions and evaluating bids against required technical requirement/ specifications, as required
c) support monitoring of technical performance of consultants/contractors to ensure high-quality and timely delivery of the contracted services
· review justification and verify Variation Orders of Contracts, especially the design and supervision and civil works contracts.
· conduct onsite visits as required to review PMU management of onsite work progress to ensure contract compliance 
· participate proactively in WB review, and where necessary technical, missions for all WB financed Projects in Tonga helping to ensure consistency between WB advice/comments and the practical application in Tonga coordinate and collaborate with MOF, WB and other stakeholders as required to streamline ECM function of CSU/PMUs and follow up activities resulting from Bank missions and MOF directives.
· participate in and facilitate consultative meetings with PMUs (individual projects or across the portfolio) helping to improve performance, solving problems to help address risks, queries and issues under consideration.
4.4.   Do – Improved CSU hands-on services when no PMU or dedicated officers 
· hands-on services cover all the normal functions of a ECMO, rather than guiding, as under 4.3, the specialist will be doing the work 
· participate proactively in WB preparation missions, assist with the design of new projects, and additional financing, helping to ensure that all ECM arrangements are considered in setting up the project
· ECMS assist with the design of new projects, and additional financing, helping to ensure that all ECM arrangements are considered in setting up the project.
· ECMS will lead and guide new ECM Officers, at project start, in the setting up the standard ECM formats, and ensuring links to Planning and Monitoring Template, for better work planning and budgeting, including addressing identified risks and possible solutions.
· provide doing support for PMUs when ECM staff are absent on leave or not yet recruited etc.
· administer the ECM aspects of specific operations, including the Contingency Emergency Response Component (CERC).
· ensure the ECM records of PMUs are updated and sufficient to help prepare the Mid-Term Review and Interim Completion Report.
· participate proactively in WB closing missions and support the IA with project closing to ensure all of its ECM obligations are met, including identification of obligatory operational and other charges (e.g. end of defect periods) that need to be included in the IA’s local budget.

4.5.  Inform – Improved communications, reporting, briefings, advise to non-PMU stakeholders  
· provide analysis and policy solutions for complex ECM issues that arise in donor funded projects and identify any cross-cutting issues with additional training or changes in procedures that are needed.
· contribute to reporting CSU and cross portfolio ECM conditions to MOF; including monthly reports as per reporting structure on key activities/events and any urgent issues integrated into the monthly and quarterly portfolio monitoring report for the MOF; and quarterly findings and recommendation of cross cutting and project specific issues.
· Prepare regular CSU report as per agreed reporting procedure ensuring inclusion of ECM issue and progress and other ECM reports as required and submit these on a timely basis to management
· other relevant duties required and assigned by the CSU-PM.

5. Key Deliverables:
i. Deliver a precise Inception Report that includes outline of workstream or other specific issues not clear in the TOR, and clarifications that are required to deliver the TOR effectively.
ii. Improve standard workstream procedures and templates developed and maintained with clear guidance and SOPs for all projects (from inception, during implementation and closing); plus, any others required for effective operation of CSU, IAs/PMUs and EA.
iii. Capacity building support provided by structured training and on-going mentoring/coaching to all officers first during probation and thereafter every year, with the option for expert status for those officers with high levels of learning. 
iv. Monthly and quarterly reports to MOF through CSU PM, covering key activities performed, relevant portfolio status, and issues and recommendations, based on the standard template. 
v. [bookmark: _Hlk171287525]Any other reporting obligations assigned by CSU/MOF related to this assignment.

6. Output Key Performance Indicators (KPIs) for Deliverables:
These are provided in detail with outputs, indicators and targets over five years in Annex 2. In summary, they measure:
i. Inception report presented within the first 3 months 
ii. Percentage planned workstream SOPs drafted (first two years), revised subsequent years
iii. Percentage workstream training materials for planned SOPs drafted (first two years), revised subsequent years
iv. Percentage new workstream officers received at least 16 hours of induction/ orientation training during their six months of probation
v. Number of workstream PMU consultants/IA Staff received learning support for at least one hour per month, annually
vi. Number of workstream monthly reports produced (to agreed standard) within one week of each month ending
vii. Number of semesters workstream reports (to agreed standard) within one month of the close of the semester
viii. Satisfaction survey of PMU and IA officers Specialist has worked with.

7. Outcomes Key Performance Indicators (KPIs) Supported by CSU Specialists
The outputs (measured by their KPIs) of the specialist are designed to support the specialist's outcomes, but the outcomes are not the direct responsibility of the specialist. The outputs should be delivered in a collaborative manner with the rest of CSU, the PMUs, EA, IAs, WB Teams, contractors and other stakeholders. At this higher collaborative level, the outcomes of the specialists become the outputs of this collective effort.  The specialist’s outcomes, and their KPIs, include:
a) Workstream status ranking across all projects; Target average at least MS; Source: WB TTLs 
b) PDO and implementation status across all projects; Target average for each across all projects at least MS; Source: WB TTLs
c) Average annual disbursement rates across projects; Target no less than 70% of agreed annual target implied by the Annual Work Plan Budget (AWPB); (Source: approved AWPB compared to the actual work and budget - both extracted from the Planning and Monitoring Template (PMT). 
d) Percentage of contracts completed on time as per contract.
e) Average number of delays for contract not completed on time.
f) Number of days taken to resolve a significant Contract Management issue. 
g) Number of projects extensions granted by the bank on exceptional basis. Target 0 each year; (Source: project restructure with extension approval).  
Specialists are warned to avoid seeing short term acceleration in outcomes like b) and c) by 'doing' the PMU’s work. While the 'capacity building' output may generate improved outcomes more slowly, the focus of the CSU and the specialists’ outputs it to build these long-term improvements on a sustainable basis and develop a monitoring system that incentivizes PMUs and IAs to maximize efficiency and efficacy of project implementation.
8. [bookmark: _Hlk171287859]Evaluation Criteria:
[bookmark: _Hlk171289566]Curriculum Vitae (CVs) of all applicants will be evaluated as follows: all CVs will be scrutinized against the assignment’s minimum requirements. The CVs of candidates that meet the minimum requirements will then be scored according to the set scoring criteria. The candidate with the highest score may be interviewed before being invited to negotiate a contract. The selected candidate may be interviewed before the appointment.  Referees of the selected candidate may be contacted to verify prior experience, performance, and character traits. 

Minimum Requirements
i. Degree in Engineering (Civil Engineering preferred), Contracts Management or other related fields.
ii. At least 10 years’ broad experiences with the WB, donor or public funded projects including evidence of similar work in ECM.
iii. Demonstrated previous experience in developing and reviewing engineering design, development of specification, and scope of work for the WB and donor funded projects.
iv. [bookmark: _Hlk12544006]Demonstrated experience in using Project Planning and Management Software e.g. Microsoft Project or similar (applicants should mention the software they have competencies on)
v. Demonstrated experience to develop policy, procedures, processes, templates; designing and field-testing surveys and other data collection instruments for capacity building trainings in a similar environment and workstreams
vi. Fluency in English and demonstrated ability to be able to write succinct reports which clearly articulate identified issues.
[bookmark: _Hlk171289282]
Desirable Requirements
i. Previous experience in Donors (The World Bank and similar donors) funded projects is an advantage
ii. Previous experience and developing countries and similar assignment, particularly working in Tonga and willingness to work related travel to remote Tongan islands
iii. Demonstrated ability to work well with diverse team and various levels of government
iv. A knowledge of the relevant Tonga Legislation would be an advantage. 

Qualification/Education (25 marks):
i. Degree: BSc in Engineering (Civil Engineering preferred), Contracts Management or other related fields or other related fields from a recognized institution.
Professional body memberships. 
Bachelor’s degree:15 points; Master’s degree: 20 points
Membership of a professional bodies: 5 points
ii. Experience (75 points): 
a. Experience with the WB, donors, public funded projects in ECM (20 points):
1+ to 3 years’ experience (10 points)
3+ to 5 years’ experience (15 points)
5+ to 10+ years’ experience (20 points)
b. [bookmark: _Hlk12543751]Minimum of ten (10) years’ of demonstrated work experience in a civil engineering and/or infrastructure project with responsibilities as mentioned in the Scope of Service above that closed on time and budget; (20 Points)
· 1+ to 10 years’ experience (10 points)
· 10+ to 15 years experiences (15 points)
· 15+ to 20+ years’ experience (20 points)
c. Demonstrated experience in using Project Planning and Management Software e.g. Microsoft Project or similar (applicants should mention the software they have competencies on); (10 points)
d. Demonstrated working experience (regional or international similar experience) in administering and managing civil works contracts, including FIDIC types of contracts 
(10 Points) 
e. Demonstrated working experience in Tonga [footnoteRef:2](5 points)  [2:  Familiar with the Environmental Impact Assessment, Building Permits, Building Code and development consent process.] 

f. Demonstrated working experience with WB STEP and Contract Management Module 
(10 points) 

9. Institutional and Organization Arrangement
[bookmark: _Hlk171290262]The ECMS will be hired by the MOF and will be posted to MOF CSU, where office space and facilities will be provided. The ECMS is required to follow MOF’s working hours, but depending on the business needs ECMS may be requested to work extended hours. 
Annual renewal of contract will be confirmed based on satisfactory performance review conducted minimum 45 days prior to the end of each contract year. Contracts will not be renewed if performance is less than satisfactory for two consecutive annual reviews.
The ECMS will report to the Deputy CEO, AMRDD through the Program Manager CSU, MOF. 
[bookmark: _Hlk171421417]The ECMS will be required to regularly attend PMU Offices in order to meet with Project Teams. 
The negotiated remuneration for consultants should not exceed their current rates for the respective positions unless approved by the competent authority of the MOF.
[bookmark: _Hlk176869573]The Consultant agrees to work on a full-time basis and not to undertake any other employment, consulting, or business activities that may conflict with its obligations to the Client or that may adversely affect their ability to perform the services.
Applicants that are civil servants of Tonga will be subjected to the current policy of GoT.
10. [bookmark: _Hlk176875758]Selection Method
The ECMS will be selected through the “Individual Consultant Selection method” in accordance with the World Bank Procurement Regulations for IPF Borrowers (Procurement Regulations) of February 2025.
 Advance Contracting of the Procurement Regulations (Clause 5.1) will be applicable to this contract.


ANNEX 1
CSU Outputs
1. Well-run CSU with clear outputs, procedures, and resourcing able to deliver its external outputs in an efficient and effective manner consistent with GOT and WB requirements and CSU core values, in:
1.1. CSU Management: CSU Management, Planning and Administration
1.2. CSU FM: of CSU finances
1.3. CSU PROC: of CSU procurement; procurement process for personnel until contract signed, then under ECM
1.4. CSU ECM (inc HR): any contracts for rent, equipment, and for each personnel once they sign contract after procurement under PROC 
1.5. CSU MEL: of CSU results frame indicators and other KPIs (see reports in #5)
2. Capacity Building support to IAs, PMUs, other colleges in CSU, and others with links to WB financed projects, based on clear understanding of the CSU outputs and their links to the outputs of the IAs and PMUs, in the form of:  
2.1. Capacity processes based on the clarification and design of viable standard and customable systems/procedures (consistent with GOT and WB requirements), with appropriate guidance/SOPs/POMs, including for CSU, PMUs and IA 
2.2. [bookmark: _Hlk109243271]Capacity learning facilitating learning through training, mentoring, and coaching, to existing national staff and PMU consultants (including through probation), and a potential pool of future candidates, in the required skills and aptitudes; supported by a capacity skill development program. 
3. Guide through sound and professional management and technical advice, guidance, supervisory support and monitoring for the PMUs, based on the developed procedures, to facilitate successful project planning and implementation, by 
3.1. Guide PMU Officers with support and guidance to relevant PMU Officers (where CSU does not fulfil the role of the Officer see #4.3) and staff in IAs
3.2. Guide PMU Meetings: with integrated advice/support to ad hoc meetings with PMUs, PSC, WB Missions etc
3.3. Guide Cross PMU working:  each workstream sharing/learning meetings with relevant Officers across PMUs (formal learning/training see#2.2)
4. Do work through timely and efficient provision of PMU-related services for the IA and PMUs, consistent with the developed procedures, during
4.1. Do setup new:  includes project formulation/design and start up before the PMU is established and as it gets going (includes format for POM and various planning documents) and handing over to the new PMU
4.2. Do temporary gap filling: during the regular life of the PMU, when Officer is away, post is vacanat, or other special reason
4.3. Do member PMU: CSU personnel permanently delegated to perform the workstream role in the PMU
4.4. Do CERC: when CERC is activated, CSU provides the resources to run the CERC project
4.5. Do close the project supporting ICR, and after the PMU staff end their contracts and the project is being wound up
5. Inform with informative, accurate and timely communications, reporting on progress, briefings and policy/action advise to stakeholders on WB support to Tonga, including:
5.1. Inform EA, MOF management as EA (and were relevant IA) to facilitate their monitoring of CSU, and effective participation in WB missions, project steering committee and other meetings in Tonga and overseas 
5.2. Inform reports, this includes CSU results framework, Semester Reports, Capacity Building Reports, FM and Procurement Reports etc
5.3. Inform media, maintenance of Webpage and other social media outlets, communications with print/radio/TV media, to help raise public awareness and support for WB financed projects in Tonga
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[bookmark: _Hlk176869919]ANNEX 2:

Key yearly deliverables, indicators and targets for the ECM Specialist over the five years contract:
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Key Deliverables (By Output) YR 1 Indicator and Target YR 2 Indicator and Target YR 3, 4, 5 Indicator and Target Additional Description

 1. Inception report presented within the first 3 months Target: Yes na na Sign off by PM

2. Standardized workstream SOPs (supported by 

process maps,  templates, additional 

guidance/manulas) formulated and documented; able 

to generate the processing and reporting needs of 

both GoT and WB; accessable on the online website, 

feeding into all POMs; and providing the basis for the 

workstream learning support (CSU Output #2.1). 

Percentage planned workstream 

SOPs, at least in substative draft, 

upload into online Website for 

testing  

Target: 80% 

Percentage planned workstream 

SOPs, fully documented (with 

modifications based on lessons 

to date) and upload into online 

Website

Target: 100% 

Percentage planned workstream 

SOPs, reviewed and modified to 

address any changes in 

conditions and lessons learnt. 

Target: 33% pa (ie all SOPs to be 

reviewed at least once every 

three years)

List the SOPs and agree with CSU Team, 

and any other interested stakeholders. 

This provides the denominator for the % 

calculation. Over time there many be 

some modifications to the total number of 

SOPs. 

3. Workstream training materials planned and 

designed, based on the workstream SOPs, and 

identified areas were relevant Officer are having 

particular problems. Distinguishes between minimum 

for probation, and what needs to be learnt to meet 

accreditation (CSU Output #2.2).

Percentage workstream training 

materials, for the SOPs prepared 

under output 2, completed to at 

least substantive draft.



Target: 80% of the SOPs 

prepared under output 2

Percentage  workstream training 

materials, for the SOPs prepared 

under output 2, completed and 

fully documented (with 

modifications based on lessons 

to date)



Target: 100% of the SOPs 

prepared under output 2

Percentage  workstream training 

materials, for the SOPs prepared 

under output 2, reviewed and 

modified to address any changes 

in conditions and lessons learnt. 



Target: 33% pa (ie all trainng 

material to be reviewed at least 

once every three years)

Each SOP will need basic training 

material/ presentation. The detail will 

depend in part by the size of the SOP. 

Over time the content of the training 

material may be modified to cover 

experience with using it. 



Percentage new workstream 

officers received at least 16 hours 

of induction/ orientation training 

during their six months of 

probation Target: 100%

Percentage new workstream 

officers received at least 16 hours 

of induction/ orientation training 

during their six months of 

probation Target: 100%

Percentage new workstream 

officers received at least 16 hours 

of induction/ orientation training 

during their six months of 

probation Target: 100%

Database of workstream officers to be 

improved and stored on common drive. 

New officers are all required to undergo 

intensive induction. The extent dependent 

in part on their past experience. 

Number of workstream PMU 

consultants/IA Staff received 

learning support for at least one 

hour per month, annually 

Target: at least 3 receive this 

learning suppot

Target: one annually is acredited

Number of workstream PMU 

consultants/IA Staff received 

learning support for at least one 

hour per month, annually 

Target: at least 3 receive this 

learning suppot

Target: one annually is acredited

Number of workstream PMU 

consultants/IA Staff received 

learning support for at least one 

hour per month, annually 

Target: at least 3 receive this 

learning suppot

Target: one annually is acredited

Those eligible to acredidation will depend 

on those who reach the required 

standard, and the number still to be 

acredited. These are outcome issues for 

the Specialist, so need to be recorded 

with care.

5. Short Monthly Workstream Report (week after 

close month) summarizing workstream actions (CSU 

operations, reforms, learning, guidance, doing, 

reporting) by PMU and CSU Outputs.  Short 

note/recommendation on any key issues that need 

attention. (CSU Output #1, #2, #3, #4 and #5).

Number of workstream monthly 

reports produced (to agrreed 

standard) within one week of 

each month ending 

Target: 12 reports pa

Number of workstream monthly 

reports produced (to agrreed 

standard) within one week of 

each month ending 

Target: 12 reports pa

Number of workstream monthly 

reports produced (to agrreed 

standard) within one week of 

each month ending 

Target: 12 reports pa

As part of the Reporting SOPs will need 

to agree on format for agreed standard

Sign off by PM

6. Semester workstream reports developed in 

alignment with CSU Semester Plans and Reports; and 

other briefs and reports are produced as 

required (CSU Outputs #1 and #5).

Number of semester workstream 

reports (to agreed standard) 

within one month of the close of 

the semester

Target: 2 reports pa

Number of semester workstream 

reports (to agreed standard) 

within one month of the close of 

the semester

Target: 2 reports pa

Number of semester workstream 

reports (to agreed standard) 

within one month of the close of 

the semester

Target: 2 reports pa

As part of the Reporting SOPs will need 

to agree on format for agreed standard

Sign off by PM

7. Specialits Satisfaction Survey

At least satisfied with support 

provided from PMU and IA 

officers the Specialist has worked 

with

Target 75%

At least satisfied with support 

provided from PMU and IA 

officers the Specialist has worked 

with

Target 75%

At least satisfied with support 

provided from PMU and IA 

officers the Specialist has worked 

with

Target 75%

CSU survey is biannual for whole of CSU. 

Once a year short survey (2 or 3 Q) for 

each Specialist to avoid over burdening 

PMUs. 

4. As part of the CSU Learning Plan, annual learning 

program established based on current needs of 

workstream Officers, adjusting for any movements in 

relevant officers during the year; covering eligible 

Officers include all under probation, regular upgrading 

and seeking to give at least one accreditation a year. 

(potential future candidates can also be considered). 

Other remedial mentoring and coaching support as 

required (CSU Output #2.2).


