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ESTABLISHMENT OF A REGIONAL SMALL SCALE WASTE TO ENERGY
SYSTEM FOR ADDU CITY, FUAHMULAH AND HUVADHOO ATOLL

ASSISTANT PROJECT COORDINATOR (APC)
(Work Site — Addu City)
TERMS OF REFERENCE

A. PURPOSE

The Government of the Republic of Maldives through the Ministry of Environment (ME) is
implementing “SMALL SCALE WASTE TO ENERGY SYSTEM” partly financed by Abu Dhabi
Fund for Development (ADFD) and intends to apply part of the proceeds for the selection of an
Assistant Project Coordinators (APC) to assist in the implementation of Regional Waste
Management projects managed by Ministry of Environment and Energy.

B. BACKGROUND

Addu City is the southernmost atoll that consists of four interconnected islands, 2 more inhabited
islands and 2 resorts in close vicinity of each other. The total population of the city is estimated to be
almost 22,000 people, which accounts for about 7% of the total population of the entire country. The
plans for building the Regional Waste Management Centre at the capital of Addu City, Seenu
Hithaadhoo, aims to provide a total solution to the problems in waste for the islands of Seenu Atoll,
Gnaviyani Atoll and the nearby islands of Huvadhu Atoll. This means, the planned Regional Waste
Management Centre at Addu City will manage the recyclable and non-biodegradable waste for more
than 18% of the entire population of the country.

C. OBJECTIVES OF ASSIGNMENT

The objective of this assignment is to assist in the operational management of the projects carried out
in Addu City, in accordance with the project documents and guidelines in collaboration with the
project team and stakeholder agencies to assist Project Coordinator (PC) in all implementation
arrangements of projects to carry out smoothly and on time.

D. OVERALL RESPONSIBILITY

The overall responsibilities of the Assistant Project Coordinators (APC) include, but are not limited to
the following:
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Assist the Project Coordinator (PC) in the operational management of the projects
according to the Financing Agreements, Project Appraisal Documents and Operations
Manuals of the Projects to produce the envisaged outputs;

In collaboration with the Project Team and Stakeholder agencies, assist Project
Coordinator (PC) in all implementation arrangements of project activities to carry out
smoothly;

Reporting to the Project Coordinator on all aspects of Project implementation
throughout the duration of the project.

E. SCOPE OF WORKS

The work of the Assistant Project Coordinators (APC) will include the following tasks, among others:

1.

10.

11.

Assist Project Coordinator (PC) in the operational management of the projects in line
with their respective Project Financing Agreements, Project Appraisal Documents and
Operational manuals;

Assist PC to carry out project activities to ensure the timely delivery of services to the
Project

Visit project sites for monitoring purposes and give site specific suggestions where
necessary

Assist PC in day to day management of the project including administrative
responsibilities such as receiving and sending documents and letters.

Liaise with Project stakeholders, to ensure timely and coordinated implementation of
Projects activities and relevant stakeholder activities;

Ensure effective communication channels are in place and ensure effective proactive
communication with the stakeholders

Assist PC to provide regular project updates to relevant authorities on project
progress and any foreseen risks and constraints for remedial action

Assist in conducting project awareness activities as well as waste management
awareness activities in the project area

Provide assistance to the project teams during their site visits;
Assist PC with all project data, information, assets registry and appropriate records
pertaining to the project are kept properly.

Organize and assist in holding project coordination meetings on request and preparing
minutes of meetings.

Page 2 of 5

Green Building, Handhuvaree Hingun, Birr Fil sBsSe FAxf
A 222 g

M_aafannu, Male’, 20392, Republic of Maldives. 3R 5 Q0392 SE 253
i‘/:/ +(960) 301 8300 =2 secretariat@environment.gov.mv
{5 +(960) 301 8301 3 www.twitter.com/ENVgovMV

#. www.environment.gov.mv Ei1 www.facebook.com/environment.gov.mv


http://www.twitter.com/ENVgovMV

¢

12. Assist PC to ensure information/reports such as annual work plan, annual project review
reports, project progress reports, bi-annual reports, quarterly reports etc. and other
documentation requested by MEE or funding agency for review and/or for presentation are
provided in a timely manner; and

13. Create and manage project filing system.

14. Undertake duty travel for project implementation purposes and perform other related duties as
assigned.

15. Assist in processing all the necessary documentation including invoices from the contractors
and other relevant documents.

F. QUALIFICATIONS AND EXPERIENCE

The applicant should possess following educational background and experience.

Minimum Bachelor’s Degree in Management/finance or related to the assignment.

Must have experience in project administration

Work experience in delivery of waste management sector projects in the public sector
will be an added advantage, but not compulsory.

Sound understanding of principles underlying good procurement practices and
international agencies’ procurement guidelines; understanding of Government’s
procurement Regulations/Act; analytical capability in identifying and resolving
procurement issues will be an advantage.

Knowledge and understanding of technical, financial, commercial and legal aspects of
procurement.

Good management and communication skills in presenting, discussing and
resolving difficult issues and have ability to work efficiently and effectively with
a multidisciplinary team.

The successful candidate must be willing to work for extended periods without
direct supervision and will be expected to travel routinely to islands within the
catchment.

The short-listed candidate will be requested to participate in personal interviews and submit the names
and contact details of personal referees who can attest to their ability. The successful candidate must
understand the objectives and delivery mechanisms of the projects portfolio. He/she must be willing
to work in a team, be flexible to emerging or changing conditions, and undertake initiative in his/her
broad field of actions.

In addition to the above, the APC’s reputation of integrity and impartiality routed in
independent from third parties shall be considered.
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The successful candidate must understand the objectives and delivery mechanisms of the
projects portfolio. He/she must be willing to work in a team, be flexible to emerging or
changing conditions, and undertake initiative in his/her broad field of actions.

G. REPORTING REQUIREMENT

1. Report directly to the Project Coordinator (PC) on all aspects of Project Management
throughout the duration of the contract unless otherwise advised by the Client.

2. The APC should report to work on week days from 0800 — 1400 hours other than public
holidays and provide services to the Client for an average of 30 hours a week. Remuneration
for less than 6 hours work per day will be on a pro-rate basis.

3. The APC shall assist the Project Coordinator (PC) to prepare the required reports for the
project on time, in accordance with the requirements of Client and respective donor agencies.

4. The APC is required to report to work in official attire.
H. SCHEDULE FOR THE ASSIGNMENT

Duration of the assignment is 12 months from the commencement of the works with potential
extension based on performance and need.

I. REMUNERATIONS

The selected candidate will be provided a monthly remuneration of 17,550/- to 20,160/-
(before pension) depending on the qualifications of the selected candidate.

J. SELECTION CRITERIA

The Assistant Project Coordinators will be selected based on the following criteria:

Selection Criteria Weightage (%)
Relevant academic qualification(s) 40
Experience in similar works 30
Interview 30

K. SERVICES AND FACILITIES TO BE PROVIDED BY THE CLIENT

1. Office space and other facilities such as computers will be provided to the APCs as
required.

2. Local transport for official travel between inter-Atolls and inter-islands and food and
accommodation for the trips will be provided from the projects.

3. Leave Entitlement
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Unplanned Leave:

The Consultant may take up to ten (10) working days of paid leave per annum or pro rata
as may be agreed by the client for medical reasons or emergencies. If the duration is
more than two consecutive days, a medical certificate specifying the nature of the
consultant's illness and recommended duration of leave issued by a licensed medical
practitioner must be submitted on the first day back at work.

The Consultant may take up to ten (10) working days of paid leave per annum or pro rata
as may be agreed by the client for Family Responsibility reasons or emergencies.

Planned Leave: The selected candidate may take up to twenty (20) working days of

paid leave per annum or pro rata as may be agreed by the Client.

Unpaid Leave: The selected candidate will not be paid for any leave(s) that exceed the

maximum allowed leave entitlements above. The selected candidate may take a
maximum of 30 working days unpaid leave in a twelve month contract period, if such
a leave is agreed by the Client in writing. If the unpaid leave exceeds more than thirty
(30) days the contract may be terminated by the Client.

L. APPLICATION

Interested applicants may submit their proposal in a sealed envelope indicating the following:

Letter of Expression of Interest (EOI)

A brief summary that demonstrates that the applicant is qualified to perform the
services (including description of similar assignments, experience in similar
conditions, availability of appropriate skills etc.)

Copy of National Identification Card

Attested copies of Educational Certificates (copies taken from with accredited
original certificates)

M. SUBMISSION

Interested candidates may submit their proposals on or before the time provided in the advertisement
to the following address:

Addu City Council
S.Hithadhoo, Republic of Maldives
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