
 

 
 

 
 

TERMS   OF   REFERENCE  
(Individual   Contractor   Agreement)  

 
 
Title: Procurement   Specialist   (Infrastructure)  
Project: 21999   -   SXM   Rule   of   Law   Infrastructure  
Duty   sta�on: Sint   Maarten  
Business   Unit: LCR,   LCPC   Dutch   &   English   Caribbean  
Level IICA   2   ICSC   -   10  
Dura�on : Thirteen  (13)  months  Ongoing-  Thirteen(13)  months  subject  to         
organiza�onal   requirements,   availability   of   funds   and   sa�sfactory   performance.  
Supervisor : Senior   Project   Manager   
 

1. General   Informa�on  

The  United  Na�ons  Office  for  Project  Services  (UNOPS)  is  an  opera�onal  arm  of  the  United                
Na�ons,  suppor�ng  the  successful  implementa�on  of  its  partners'  peacebuilding,  humanitarian           
and  development  projects  around  the  world.  Mandated  as  a  central  resource  of  the  United               
Na�ons,  UNOPS  provides  sustainable  project  management,  procurement  and  infrastructure          
services  to  a  wide  range  of  governments,  donors  and  United  Na�ons  organisa�ons.  With  over               
6,000  personnel  spread  across  80  countries,  UNOPS  offers  its  partners  the  logis�cal,  technical  and               
management  knowledge  they  need,  where  they  need  it.  By  implemen�ng  around  1,000  projects              
for  our  partners  at  any  given  �me,  UNOPS  makes  significant  contribu�ons  to  results  on  the  ground,                 
o�en   in   the   most   challenging   environments.  

 

2. Background   Informa�on   

La�n   America   and   the   Caribbean   Regional   Office   (LCR)  

Based  in  the  United  Na�ons  regional  headquarters  in  Panama  City,  the  La�n  America  and  the                
Caribbean  Regional  Office  supports  UNOPS  opera�ons  and  project  centres  across  the  region,             
providing  financial  oversight  of  projects,  procuring  goods  and  services  and  managing  human             
resources.  The  office  helps  ensure  that  projects  are  executed  to  the  highest  standards,  providing  a                
shared  knowledge  base  and  ensuring  that  best  prac�ces  and  lessons  learned  are  disseminated              
among   projects.  

Dutch   and   English   Caribbean   (LCPC)  

UNOPS  La�n  American  and  Caribbean  Region  (LCR)  established  a  Project  Centre  for  the  Dutch  and                
English  Caribbean  in  St.  Lucia  (LCPC)  in  2016.  From  that  Centre  UNOPS  has  implemented  a  number                 
of  infrastructure,  technical  advisory  and  procurement  projects  in  the  sub-region.  This  project  is              
part   of   the   por�olio   of   projects   being   implemented   by   the   LCPC   in   the   sub-region.  

 



 

2.   Purpose   and   Scope   of   Assignment   

The   objec�ves   of   the   project   are   to:  

- Urgently  design  and  establish  resilient  and  effec�ve  transi�onal  facili�es  which  meet            
human   rights   requirements   for   prisoners   and   detainees   in   Sint   Maarten  

- Contribute  to  strengthening  na�onal  infrastructure  capacity  in  the  correc�onal  sector           
enabling  adequate,  safe  and  humane  deten�on,which  facilitates  reintegra�on  of  offenders           
back   into   society  

- Contribute  to  improved  capacity  for  correc�onal  facili�es  opera�on  and  management  in            
line   with   local   and   interna�onal   standards   

The   key   deliverables   are:  

● Transi�onal   deten�on   facili�es   for   urgent   accommoda�on   of   all   prisoners   and   detainees  
● Long-term  deten�on  infrastructure  for  humane  and  resilient  accommoda�on  of  all           

prisoners   and   detainees  
● Improved  capacity  for  correc�onal  facili�es  opera�on  and  management  based  on  a  sound             

understanding   of   the   criminal   jus�ce   sector  

 

3.   Func�ons   and   responsibili�es  

a) Ensure  the  implementa�on  of  acquisi�on  strategies,  focusing  on  achieving  the  following            
results:  
● Full  compliance  of  procurement  ac�vi�es  with  current  UNOPS  rules,  regula�ons,           

policies  and  strategies  for  the  elabora�on  of  an  effec�ve  and  adequate  internal  control              
design   and   the   opera�on   of   a   customer-oriented   procurement   system.  

● Contribute  to  the  implementa�on  of  internal  standard  opera�ng  procedures  for           
Procurement,   in   coordina�on   with   the   direct   supervisor.  

● Mapping  procurement  processes  of  the  approved  project  objec�ves,  establishing          
internal  standard  opera�ng  procedures  in  purchasing,  control  of  project  workflows  and            
their   harmoniza�on   with   Mul�-Country   Office   workflows.  

● Elabora�on   and   implementa�on   of   cost   reduc�on   and   saving   strategies  
● Conceptualiza�on,  elabora�on  and  implementa�on  of  the  contrac�ng  strategy,         

including  the  bidding  and  evalua�on  processes,  evalua�on  of  the  performance  of  the             
contractors,  evalua�on  and  nego�a�on  of  offers,  management  of  contracts  and  the            
rela�onship  with  the  contractor,  in  line  with  legal  and  payment  condi�ons  and  analysis              
and   management   of   contractual   risks.  

● Conceptualiza�on,  development  and  execu�on  of  strategic  acquisi�ons  including         
supply  chain  strategy,  supplier  selec�on  and  qualifica�on,  quality  management,          
customer  rela�onship  management,  introduc�on  and  promo�on  of  acquisi�ons,  and          
measurement   of   supply   chain   performance  

 
b) Support   in   planning   and   procurement   systems,   focusing   on   achieving   the   following   results:  

● Collaborate  with  Project  Team  in  preparing  procurement  plans,  se�ng  deadlines,  and            
monitoring   their   implementa�on;  



 

● Prepare  with  the  Project  team  the  stage  plans  for  each  acquisi�on  process  required  in               
the   project;  

● Crea�on  and  implementa�on  of  an  adequate  monitoring  and  control  system  for            
contrac�ng  processes,  including  the  organiza�on  of  compe��ve  processes  (RFQ,  ITB  or            
RFP),  receipt  and  evalua�on  of  quotes,  offers  or  proposals,  nego�a�on  of  the             
condi�ons  of  various  types  of  contract  in  full  compliance  with  UNOPS  rules  and              
regula�ons.  

c) Support  procurement  processes  and  implementa�on  strategies  of  the  project,  focusing  on            
achieving   the   following   results:  
● Define  the  best  way  to  supply  goods,  works  and  services,  including  the  contrac�ng              

terms   for   each   stage;  
● Review   requests   for   integra�on   and   adapta�on   of   technical   specifica�ons;  
● Prepara�on  and  review  of  adequate  and  complete  specifica�ons  for  equipment  and            

materials,  terms  of  reference  and  technical  files  of  works  for  the  prepara�on  of  the               
RFP,  RFQ  and  ITB,  ensuring  their  submission  /  approval  by  the  respec�ve  units  of  the                
applica�ons;  

● Dra�ing  documents  to  monitor  progress  and  liaise  with  suppliers  throughout  the            
procurement  cycle,  monitoring  and  proposing  alterna�ve  solu�ons  to  problems          
generated   in   the   development   of   contracts;  

● Prepara�on   of   responses   rela�ng   to   procurement   issues;  
● Prepara�on   of   monthly   reports   on   recruitment   ma�ers;  
● Liaison  with  the  relevant  en��es  for  the  receipt  of  goods,  equipment,  and  services              

with  a  view  to  obtaining  the  proper  delivery  report,  relevant  cer�ficates,  and  the              
proper   inventory   taking;  

● Ensure   the   availability   of   all   suppor�ng   documents   for   audit   and   review   purposes;  
● Carry  out  market  studies  to  determine  the  sources  of  supplies  through  the  use  of  the                

United   Na�ons   Global   Market,   and   other   external   sources  
 
d) Support  in  bidding  and  awarding  processes  of  the  project,  focusing  on  achieving  the              

following   results:  
● Prepara�on  of  exemp�ons  to  compe��ve  bidding  processes,  ensuring  that  the           

jus�fica�on  and  complete  and  adequate  documenta�on  are  provided  for  review  and            
approval   by   the   corresponding   Procurement   Commi�ee;  

● Prepara�on  of  short  lists  of  suitable  contractors  /  suppliers  for  the  approval  of  the               
designated   official;  

● Prepara�on  and  issuance  of  RFQ,  ITB,  RFP  or  other  tender  documents  that  may  be               
necessary,  ensuring  their  compliance  with  UNOPS  policies  using  the  approved           
templates   or   seeking   legal   advice   in   the   case   of   needed   adjustments;  

● Together  with  the  designated  technical  commi�ee,  review  and  evaluate  the  offers  or             
proposals  received  and  prepare  the  report  for  the  award  of  contracts  and  for              
presenta�on   to   the   corresponding   Contracts   Commi�ee;  

● Provide  support  in  preparing  the  submission  for  the  corresponding  Contracts           
Commi�ee;  



 

● Par�cipate  in  mee�ngs  and  workshops  during  the  consulta�on  and  clarifica�on  stage            
that   may   be   generated   during   the   development   of   bidding   processes.  

● Par�cipate  in  the  required  mee�ngs  and  coordina�on  with  the  corresponding           
contracts   commi�ees;  

● Par�cipate  as  a  member  of  evalua�on  commi�ees  of  the  award  processes  in  its              
various  stages  un�l  the  comple�on  of  the  evalua�on  report  and  approval  by  the              
respec�ve   commi�ees;  

● Record   keeping   of   the   processes   undertaken.  
 
e) Provide  efficient  support  to  contract  administra�on,  focusing  on  achieving  the  following            

result:  
● Prepara�on  of  contracts,  amendments,  and  necessary  modifica�ons  that  guarantee          

compliance   with   UNOPS   manuals,   reques�ng   their   review   by   the   competent   unit;  

● Monitoring   the   signing   of   contracts   or   purchase   orders   of   contractors;  

● Monitoring  the  availability  of  funds  and  obtaining  the  corresponding  signatures  for            
approval;  

● Support   to   the   project   team   in   monitoring   the   implementa�on   of   contracts.  

● Management  of  the  implementa�on  of  the  monitoring  system  for  hiring  processes  and             
mechanisms   to   eliminate   deficiencies   in   hiring.  

● Support  prepara�on  of  the  budget  and  the  detailing  of  costs  for  procurement  services              
provided   by   UNOPS.  

● Development  and  management  of  records  and  prequalifica�on  of  suppliers  and           
mechanisms   for   quality   evalua�on   and   performance   measurement.  

● Management   of   the   electronic   contrac�ng   system.  

 

f) Support  the  review  and  prepara�on  of  studies  and  /  or  execu�on  of  the  project,  focusing                
on   achieving   the   following   results:  
● Prepare  reports  related  to  pre-investment  studies,  technical  files,  terms  of  reference,            

technical  opinions  and  others  related  to  the  execu�on  of  the  project,  considering             
interna�onal   standards   and   UNOPS   regula�ons;  

● Prepare  and  /  or  review  the  studies,  study  and  works  liquida�ons,  progress  and              
valua�on  reports,  among  other  products  related  to  the  recep�on  of  products,  the             
control   and   liquida�on   of   the   project;  

● Support  when  required  the  monitoring  and  supervision  of  the  execu�on  of  the  project              
in   its   various   stages;  

● Support  the  prepara�on  of  progress  reports,  periodic  and  final  reports,  and  other             
technical   reports   related   to   the   project   in   its   different   stages;  



 

● Carry   out   technical   coordina�on   on   the   development   of   infrastructure   contracts;  

● Implement  the  ac�vi�es  established  within  the  framework  of  UNOPS  policies,           
regula�ons   and   administra�ve   direc�ves.  

 

g) Provide  support  for  knowledge  building  and  knowledge  sharing,  focusing  on  achieving  the             
following   results:  
● Maintaining  a  database  of  contrac�ng  regula�ons  and  tools,  the  list  of  the  best              

providers,  contractors  and  service  providers,  ac�vi�es  and  sta�s�cs,  and  dissemina�on           
of   informa�on;  

● Commissioning   /   improvement   and   maintenance   of   a   database   of   project   suppliers;  

● Contribu�ons   to   knowledge   networks   and   communi�es   of   prac�ce;  

● Synthesis   of   lessons   learned   and   best   prac�ces   in   procurement  

● Create,  maintain  and  update  local  and  interna�onal  databases  and  web  pages  on             
procurement  issues  in  their  specialty,  roster  of  best  suppliers,  contractors,  and            
sta�s�cs   on   processes   and   awards.  

 

4.Monitoring   and   monitoring   progress  

● The  Infrastructure  Procurement  Officer  will  support  other  projects  in  LCPC  -  Dutch  &              
English   Caribbean   -   when   required.  

● Performance  will  be  measured  by  considering  �mely  and  sa�sfactory  delivery  of  the             
products   required   by   the   project/   LCPC.  

● Performance  evalua�on  by  the  supervisor  will  be  carried  out,  also  taking  into  account  the               
feedback   of   the   services   provided   to   the   different   LCPC   projects.  

 

5.   Final   product  

•  The  tasks  assigned  to  the  Officer  must  have  been  sa�sfactorily  completed  in  line  with  the  needs                  
of   the   project/s  

 

  Educa�on:   

● Bachelor's   degree   in   Engineering   or   Procurement   or   related   areas   is   required.  

● Master’s  Degree  in  Engineering,  Procurement  or  related  sciences  will  be  considered  an  asset              
and   may   subs�tute   some   years   of   experience.  

● Professional   cer�fica�on   and   /   or   postgraduate   studies   in   procurement   is   an   asset.  



 

● Cer�fica�on  in  procurement  (example  CIPS  -  The  Chartered  Ins�tute  of  Procurement  and             
Supply   Chain)   is   a   valued   asset.  

Experience  

● Experience  of  seven  (7)  years (or  5  with  a  Master  degree) in  ver�cal  infrastructure               
procurement   processes,   in   the   public   sector   and   /   or   interna�onal   organiza�ons.   

● Experience   in   rule   of   law   infrastructure   is   an   asset.  

● Experience   in   FIDIC   contracts   is   an   asset.  

● Experience   in   development   and   /   or   supervision   of   infrastructure   projects   is   an   asset.  

 Language  

● Fluency   in   English   is   required.  
● Knowledge   of   Dutch   /   Papiamento   is   an   asset  
● Fluency   in    Spanish   is   an   asset.  

 

Competencies:  

 

 

Develops  and  implements  sustainable  business  strategies,  thinks  long  term          
and  externally  in  order  to  positively  shape  the  organization.  Anticipates  and            
perceives  the  impact  and  implications  of  future  decisions  and  activities  on            
other  parts  of  the  organization.(for  levels  IICA-2,  IICA-3,  LICA  Specialist-  10,            
LICA   Specialist-11,   NOC,   NOD,   P3,   P4   and   above)  

 

 

Treats  all  individuals  with  respect;  responds  sensitively  to  differences  and           
encourages  others  to  do  the  same.  Upholds  organizational  and  ethical           
norms.  Maintains  high  standards  of  trustworthiness.  Role  model  for  diversity           
and   inclusion.  
 

 

 

Acts  as  a  positive  role  model  contributing  to  the  team  spirit.  Collaborates             
and  supports  the  development  of  others.  For  people  managers  only:  Acts  as             
positive  leadership  role  model,  motivates,  directs  and  inspires  others  to           
succeed,   utilizing   appropriate   leadership   styles.  



 

 

 

Demonstrates  understanding  of  the  impact  of  own  role  on  all  partners  and             
always  puts  the  end  beneficiary  first.  Builds  and  maintains  strong  external            
relationships   and   is   a   competent   partner   for   others   (if   relevant   to   the   role).  

 

 

Efficiently  establishes  an  appropriate  course  of  action  for  self  and/or  others            
to  accomplish  a  goal.  Actions  lead  to  total  task  accomplishment  through            
concern  for  quality  in  all  areas.  Sees  opportunities  and  takes  the  initiative  to              
act  on  them.  Understands  that  responsible  use  of  resources  maximizes  our            
impact   on   our   beneficiaries.  

 

 

Open  to  change  and  flexible  in  a  fast  paced  environment.  Effectively  adapts             
own  approach  to  suit  changing  circumstances  or  requirements.  Reflects  on           
experiences  and  modifies  own  behavior.  Performance  is  consistent,  even          
under   pressure.   Always   pursues   continuous   improvements.  

 

 

Evaluates  data  and  courses  of  action  to  reach  logical,  pragmatic  decisions.            
Takes  an  unbiased,  rational  approach  with  calculated  risks.  Applies          
innovation   and   creativity   to   problem-solving.  

 

 

Expresses  ideas  or  facts  in  a  clear,  concise  and  open  manner.            
Communication  indicates  a  consideration  for  the  feelings  and  needs  of           
others.  Actively  listens  and  proactively  shares  knowledge.  Handles  conflict          
effectively,  by  overcoming  differences  of  opinion  and  finding  common          
ground.  
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Date  

 

 


