
REQUEST FOR EXPRESSIONS OF INTEREST

(CONSULTING SERVICES –SELECTION OF INDIVIDUAL CONSULTANTS)
REPUBLIC OF MACEDONIA
LOCAL AND REGIONAL COMPETITIVNESS PROJECT (2016-2019)
Grant No.: IPA 2 - 2014
Assignment Title: Administrative Assistant 
Reference No. (as per Procurement Plan): __to be administered by the World Bank__

The Government of the Republic of Macedonia intends to use Grant from European Union Instrument for Pre-Accession (IPA) 2, the funds allocated for the year 2014 and administered by the World Bank (WB) towards the cost of the Project for Local And Regional Competitiveness, and intends to apply part of the proceeds for individual consultancy services under this Project. 
The consulting services (“the Services”) include:

· Drafts routine correspondence and proofreads materials using proper grammar, punctuation, and style;

· Incorporates agreed comments into documents, making full use of shared drives and software capabilities;

· Uses word processing or desktop publishing skills to produce complex text, reports, figures, graphs, etc., according to standard Bank formats and distribution;

· Coordinates schedules taking priorities into account, monitors changes, and communicates the information to appropriate staff, inside and outside the immediate work unit; 

· Solves non-routine problems (e.g., responds to requests requiring file search, etc.); 

· Assists in preparation and logistical planning for various events, e.g. conferences, workshops, other types of events, etc.;

· A track assigned task/project steps/timetables, coordinate with relevant staff and provides assistance and/or information on project-related matters. 

· Maintains current distribution lists, phone/address lists of project/product contacts, and distributes documents for the team. 

· Maintains up-to-date work unit project and other files (both paper and electronic).

· Assist the various Project’s Specialists in carrying out site supervision of implementation of investment projects and ensure the adequate management of contracts for works as well as assist in management of other types of contracts implemented within the Project;

· Regular review of electronic information (web pages of the relevant institutions, ministries, agencies etc), related to the project activities

· Other administrative and technical tasks.
The detailed Terms of Reference (ToR) for the above referenced consulting services is posted on the website of The Cabinet of the Deputy Prime Minister in charge of economic affairs of the Government of the Republic of Macedonia at www. http://www.vicepremier-ekonomija.gov.mk. 
The Cabinet of the Deputy Prime Minister in charge of economic affairs of the Government of the Republic of Macedonia now invites eligible individuals (‘Consultants’) to indicate their interest in providing the Services. Interested Consultants should provide information (curriculum vitae and references in English language only) demonstrating that they have the required qualifications and relevant experience to perform the Services. The shortlisting criteria are: 
· University Degree in social sciences or management;

· Experience in administrative and office work and ability to operate all general office tasks with at least 7 years work experience in relevant position;

· Experience of working and knowledge/experience of Projects funded by the International Financial Institutions will be considered as advantage;

· Good coordination and organizational skills and teamwork spirit will be considered as advantage;

· Ability to maintain high level of accuracy in preparation and information and documents proceeding;

· Computer skills (Word, Excel, Power Point, Outlook, web);

· Fluency in Macedonian and working knowledge of English;

· Excellent oral and written communication skills;

· Driving license: B category.
The attention of interested Consultants is drawn to paragraph 1.9 of the World Bank’s Guidelines: Selection and Employment of Consultants under IBRD Loans and IDA Credits & Grants by World Bank Borrowers dated January 2011, Revised July 2014 (“Consultant Guidelines”), setting forth the World Bank’s policy on conflict of interest. In addition, please refer to the following specific information on conflict of interest related to this assignment as per paragraph 1.9 of Consultant Guidelines:

World Bank policy requires that consultants provide professional, objective, and impartial advice and at all times hold the client's interests paramount, without any consideration for future work, and strictly avoid conflicts with other assignments or their own corporate interests. Consultants shall not be hired for any assignment that would be in conflict with their prior or current obligations to other clients, or that may place them in a position of not being able to carry out the assignment in the best interest of the Recipient.
A consultant will be selected in accordance with Section V. Selection of Individual consultants set out in the Consultant Guidelines.
Further information can be obtained at the address below during office hours from 8.30 – 16.30h local time. 
Expressions of interest must be delivered in a written form to the address below (in person, or by mail, or by fax, or by e-mail) by 20.01.2016 before 1600 hrs local time. 
The Government of the Republic of Macedonia/ 

The Cabinet of the Deputy Prime Minister in charge of economic affairs 
Attn: Elena Trpeska, Associate 

Blvd.Ilinden 2, 1000 Skopje, R.Macedonia

Tel: +389 (0)2 3114 258; 3118 022 ext. 111, 234 

Fax: +389 (0)2 3221 506   

E-mail: elena.trpeska@gs.gov.mk 
