Republic of Albania
Ministry of Finance and Economy

Western Balkans Trade and Transport Facilitation Project

Terms of Reference
Local Administrative Assistant 
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1. Background

[bookmark: _Toc252901228][bookmark: _Toc253411999][bookmark: _Toc257128380][bookmark: _Toc250645464][bookmark: _Toc250645834][bookmark: _Toc250646179]Recently the Government of Albania has received a loan from IBRD under the project “Western Balkans Trade and Transport Facilitation”. The Program includes two phases which will be implemented over five years each. The project is part of the first phase of the joint Program for the Western Balkans countries, which intends to facilitate the achievement of their Governments’ goal of reducing trade costs and increasing transport efficiency through a longer‐term, adaptive, and continuous engagement.  Phase 1 includes Albania, North Macedonia and Serbia. Phase 2 includes Bosnia and Herzegovina, Kosovo and Montenegro.	

The project proposes an integrated approach including three connected dimensions, to help reduce trade cost and increase transport efficiency in the Western Balkans.  These include measures aimed at: (i) Facilitating cross- border movement of goods, (ii) enhancing transport efficiency and predictability; (iii) enhancing market access for trade in services and investments.

Albania attained a middle-income status in 2008 and weather the international financial crisis without falling into the recession. This impressive achievement was due to strong growth prior to the 2008 financial crisis when growth averaged 5.7 percent (2001-08), driven mostly by domestic consumption, boosted by foreign transfers and remittances. From 2002 to 2008, poverty declined from 25.4 percent to 12.5 percent. However, the financial crisis of 2008 slowed down the growth to around 2 percent (average 2009-15). Only over the last two years the growth started picking up (growth was 3.4 and 3.8 percent in 2016 and 2017 respectively). However, concerns about competitiveness of Albania’s economy remain as share of merchandise export in GDP is still below 7 percent, one of the lowest levels in Europe.
While Albania is ranked 24th in terms of trading across borders in the 2018 Doing Business surveys, it does not perform well in other competitiveness indicators on its trade and transport infrastructure. Albania is ranked 75th out of 137 countries in the 2017-18 Global Competitiveness Index (GCI). In the GCI executive surveys, the executives scored Albania 4 out of 7 for the burden of customs procedures (with a rank of 77th) and 3.2 out of 7 for the quality of its transport infrastructure (with a rank of 92nd). In the 2016 Logistics Performance Index (LPI) that is a narrower competitiveness measure, Albania is ranked 117th out of 160 countries, where it scored the lowest in the category measuring the quality of its trade and transport infrastructure.   

Regarding the arrangements for the implementation of the project, MoFE will establish a Project Implementation Unit. The PIU shall ensure technical implementation of the project. The PIU will be responsible for day-to-day project implementation, for preparing TORs, reviewing documents, overall project coordination, monitoring activities, safeguard, and reporting. This process would be complemented by small technical teams to support project implementation in each of the participating ministries and agencies.

The purpose of these Terms of Reference is to define the scope of work and tasks of the Administrative assistant of the Project Implementation Unit in Albania for the Western Balkans Trade and Transport Facilitation Project. This project will be implemented in its first phase in Serbia, Albania and Republic of Macedonia. Each country will set up a Project Implementation Unit (PIU) to help the execution, implementation and monitoring of the project. These present Terms of Reference relate to the Administrative Assistant of the PIU for Albania. 

The Client intends to engage an Administrative assistant (local individual expert) to provide services in the PIU. The successful candidate will work closely with the Head of PIU and other relevant stakeholders to ensure that the project is managed efficiently and in compliance with the objectives of the Project Appraisal Document (PAD), the Project's Legal Agreement and Financing Agreement, and the Project Operating Manual. 


2. Objectives of the assignment
The objective of this assignment is to provide administrative and logistical support in close collaboration with the Head of PIU, help coordinate the information flow, and track the project team task delivery schedule.   

3. Scope of work 
The Administrative assistant is expected to perform the following tasks but not limited:

· Keep meeting minutes and draft summaries;
· Follow the implementation timeline of the team members assigned tasks;
· Provide language support as needed, including translation, interpretation and text editing;
· Offer logistical and operational support to the Head of PIU and the expert’s team, during project activities’ implementation;
· Prepare document templates for project use, and support preparation of presentations;
· Maintain the project technical documents archive, both paper and digital;
· Keep up-to-date and prepare for archiving/safeguarding all documentation relevant for project preparation and implementation;
· Prepare and monitoring a preview weekly-agenda meetings and VC, for head of PIU and Experts team.
· Assist for organization of meetings of PIU with consultants or other institutions in terms of notifications, preparing and sending invitations, participation in meetings and assisting PIU staff for reporting and presentations.
· Assist for organization of trainings or workshops that are organized by PIU or consultants in terms of preparing and distributing agenda or other relevant documents, sending invitations and receiving confirmations, organizing the places of the meetings with all requested facilities as instructed.
· Collect and prepare for verification all documents relevant for project preparation and implementation, with special focus on financial documents and reports;
· Support preparation of project documentation, including timely submission of all documents related to annual performance statements of all project support beneficiaries;
· Draft regular project-level performance status reports for both internal and external use;
· Office supplies management, including the bank visibility material;
· Document project regular activities;
· Close cooperation and regular communication with CFCU Specialists;
· Perform any other duties requested by the Head of PIU 

4. Timing
The Administrative assistant shall mainly work onsite (within the MoFE offices in Tirana, in the PIU premises) to support all project activities on a full time basis during this assignment time.
In this assignment is expected that the period over which the Administrative assistant shall provide the services will be 9 months, in all cases not less than up to the end of the project life. The Administrative assistant should be available to commence immediately. 
This assignment is expected to commence in December 2021, and is expected to terminate upon in August 2022. The assignment shall be for a period of 9 months, and renewable subject to satisfactory performance.   

5. Reporting Requirements
The Consultant will work under supervision of and report to the Head of PIU, who will facilitate the Administrative assistant’s access to the necessary documentary materials as well as access to the key stakeholders to the assignment. 
The Administrative assistant will work closely with the Head of PIU and GDFC, and other relevant stakeholders to ensure that the project is managed efficiently and in compliance with the objectives of the Project Appraisal Document (PAD), the Project's Legal Agreement and Financing Agreement, and the Project Operating Manual.
In the Administrative assistant’s working relations with MoFE staff, Custom Administration Staff, the Ministry of Infrastructure and Energy and other stakeholders (as described in the Project Operation Manual), he/she is expected to be self-sufficient and conduct himself/herself in the highest professional manner.

6. Resources
The Client will be responsible for provision of the following:
· Fully equipped office space, with access to Internet, local telephone line, printing, photocopying and document binding;
· Access to necessary documents ; and
· Where the Administrative assistant is required to travel, to site or elsewhere in accordance with the Client’s instruction, transportation costs will be borne by the Client.

7. Qualifications

The Administrative assistant should have:

· A University Master Degree is requested for this application, advanced qualifications would be considered as an asset ;
· At least 5 years of professional experience in related jobs , preferably in donor-supported projects; 
· Experience in administration and archiving;
· Experience in cooperation, correspondence and communication with the public sector;
· Ability to work in a team, handle multiple complex tasks concurrently, able to prioritize tasks and meet tight deadlines. 
· Strong writing/reporting and presentation skills;
· Strong interpersonal, networking and team building skills.
· Working experience on the administrative procedures of the World Bank related projects would be considered  an asset
· Prior professional experience with international, regional, or bilateral World Bank and/or other donors-funded projects would be considered an asset; 
· Experience in progress reporting, prior organizational, logistical and administrative experience working in government and nongovernment sector;
· Training activities in the field Planning and Programming would be considered as an asset;
· Excellent writing, communication and data manipulation skills;
· Excellent computer skills and knowledge of the MS Office suite (primarily Word, Excel, PowerPoint), and online document-sharing platforms;
· Excellent knowledge of written and spoken Albanian and English.



8. Restrictions

In addition to the standard conflict of interest restrictions specified in the consulting Contract, all materials created under this Contract will remain the sole property of the GoA and relevant institution.  Re-use of the materials will require the formal, written approval of the benefitting GoA institutions.
The Administrative assistant shall have no material interest in any of the outputs of this assignment.
On the commencement of the assignment, the Administrative assistant will jointly prepare with the Client a Statement of Confidentiality that will bind the Administrative assistant to nondisclosure of any sensitive information that the Administrative assistant may become knowledgeable of in the course of the assignment.  
The terms of this agreement shall be made consistent with the relevant privacy laws of the Republic of Albania.

9. Selection
The service will be selected under the provisions of the World Bank Procurement Regulations for IPF Borrowers (Procurement Regulations), in investment project financing Goods, Works, Non-Consulting and Consulting Services, dated July 2016, revised November 2017 based on the method of Open Competitive Selection of Individual Consultant (IC), Time- Based Contract. 
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