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[bookmark: _Hlk178778409]TERMS OF REFERENCE
(INDIVIDUAL CONSULTANT)
 
		PROCUREMENT SPECIALIST

Institution: 		Ministry of Finance 
Country: 		Belize 
Project: 	Belize Blue Cities and Beyond
[bookmark: _Hlk206419728]Process ID:		BZ-CEU-460475-CS-INDV-2
Duty Station:		Ministry of Finance, Belmopan, Belize (In Office) 
Deadline: 		September 15, 2025; 10:00 a.m. (Local Belize Time) 
[bookmark: _Hlk178779201] 
1. BACKGROUND
The Government of Belize (GOB), with support from the Inter-American Development Bank (IDB), has established a Central Executing Unit (CEU) within the Ministry of Finance as a structure to contribute to the effective delivery of the development goals outlined in Belize’s Medium-Term Development Strategy, 2022-2026 (MTDS) through project implementation.

The CEU is responsible for the coordination and implementation of various loan and grant projects and serves as the primary point of contact for all stakeholders involved in each project under its management. This centralized unit provides an efficient and effective way to facilitate project management, ensuring that all phases are completed on time and on budget. 

All CEU staff, including the position of Procurement Specialist, will be actively engaged in the coordination and management  of their respective responsibilities for all projects under the unit, ensuring consistent oversight and support across CEU’s project portfolio.

2. PROJECT DESCRIPTION
The Government of Belize has received a loan from the World Bank for the execution of a five-year project – the Belize Blue Cities and Beyond Project, This Project will form part of the CEU’s Portfolio of Projects.  

The Belize Blue Cities and Beyond Project aims to improve Belize's management capacity for sustainable coastal and blue economy development, increase safe water supply and reduce land-based pollution discharges at targeted urban areas, and in case of an Eligible Crisis or Emergency, to respond promptly and effectively to it. It addresses urban and coastal environmental challenges, including unregulated development, land-based pollution, and ecosystem degradation, The project seeks to enhance municipal infrastructure such as water and sanitation, waste management, and coastal protection to support Belize’s long-term blue economy sustainability. It is composed of four components:  components: 1- Policy Development and Capacity Building; 2- Water, Sanitation and Waste Management; 3- Project Management and 4- contingency emergency component.

The Central Executing Unit/ Ministry of Finance (MOF) will be the lead implementing agency for the project, managing the overall projects coordination and implementation of the activities. A Project Steering Committee (PSC) will be established to coordinate project preparation and implementation. For technical Activities, a Technical Working Group (TWG) will be established with related stakeholders to supervise the technical requirements of such activities.

The Belize Blue Cities and Beyond Project personnel, in collaboration with the CEU and the existing BWS PIU, will oversee the water and sanitation investment component, while the CEU, working closely with the relevant beneficiary line ministries, will be responsible for managing the other project components.

3. [bookmark: _Hlk178779229]OBJECTIVE AND SCOPE OF WORK
[bookmark: _Hlk206420544][bookmark: _Hlk158368953]The general objective of the Procurement Specialist is to conduct all activities and procedures related to the procurement of goods, works, services and non-consulting services in accordance with the provisions of the Financing Agreement, the Grant agreements, and the World Bank Procurement Regulation for IPF Borrowers dated February 2025 (“the Procurement Regulations”), Guidelines on Preventing and Combating Fraud and Corruption in Projects Financed by IBRD Loans and IDA Credits and Grants,’ dated July 1, 2016 (“the Anti-Corruption Guidelines”), Project Operation Manual (POM), the Annual Operational Plan (AOP), the Procurement Plan (PP), the Project Procurement Strategic for Development (PPSD) and other planning or executing tools. and GOB standard public rules and regulations.

The Procurement Specialist will liaise and coordinate closely with all project beneficiaries in the management and execution of the project. S/he will carry out all procurement processes in accordance with the Government and World Bank’s policies so that the procurement activities can be approved on schedule while generating competition and promoting efficiency in the use of the Project’s resources while facilitating value for money. 

4. [bookmark: _Hlk178779274]RESPONSIBILITIES/ACTIVITIES
The primary responsibilities of the Procurement Specialist are as follows: 
Project Establishment
· Participate in the preparation and maintenance of the Project’s Operational Manual, (POM) Annual Operating Plan (AOP) and take responsibility for the Procurement section ensuring it is in alignment with the Procurement Regulations and the Procurement guidelines of the GOB Handbook – Public Procurement Procedures and updating the Annual Project Procurement Strategy for Development (PPSD) and Procurement Plan (PP). 
· Develop, update and maintain an appropriate database to support procurement management and record keeping.
· Contribute to the development of the projects’ annual planning processes.
· Update the PPSD over the project, including:
a. Conduct market analysis and engagement, including identification of potential suppliers, contractors and consultants. 
b. Update procurement approaches as relevant 
c. Ensuring all procurement activities are reflected.
d. Ensure credible scheduling of all procurements, including checking that adequate financing is in place. 
e. Establish a quality assurance mechanism for all procurement to be carried out as part of projects.
f. Review or prepare cost estimates for procurement activities.
· Ensure STEP is always updated. 
· Support and provide feedback to the ministries in the preparation of Terms of Reference (TOR). 
· Prepare the necessary procurement documentation for all procurements. 

     Procurement Management
· Lead the bidding, evaluation and selection process for the procurement of works, goods and services, and the selection and contracting of consultants, including:
a. Coordinating with the Project Managers, Line Ministries, Experts in the relevant field for the technical inputs required to elaborate the Terms of Reference or Technical Specifications for contracts to be procured under the project in accordance with various procurement methods, ensuring that all necessary information regarding Scope of Work, objectives, key personnel qualifications, reporting requirements, deliverables and timeframe is mentioned appropriately.
b. Preparing Expressions of Interest, procurement notices, bidding and evaluation documents.
c. Liaising with required authorities for advertising and preparing appropriate documents to place GOB’s social media platforms and the World Bank website as well as on any other sites, in accordance with the agreed procurement procedures.
d. Preparing tender opening reports, minutes of Bid/Proposal Conferences and Clarification notices.
e. Serving as main point of contact for bidders, including preparing the correspondence with bidders/consultants.
f. Advising the Evaluation Committees on the procedures, Policies and guidelines that apply to the evaluation process.
g. Facilitating the evaluation exercise ensuring compliance with the relevant procurement guidelines and timely conclusion of the process.
h. Preparing the short list and short-listing report and as necessary, submitting for the World Bank’s review.
i. Facilitating contract negotiations, providing guidance to negotiations group on topics which may be negotiated, recording minutes of negotiations meeting and preparation of contracts in collaboration with Legal services unit.
j. Preparing requests for the GOB and the World Bank No-Objection to the milestones established in the Procurement Policies and the Policies for Consultants according to the type of method, ensuring that all required and approved procurement documentation is included.
k. Providing technical support as necessary to ensure speedy and timely completion of the contracting process.
l. Maintaining record of the process in compliance with procurement guidelines.

     Contract Awards
· Prepare and manage all inputs to the Contract Award process including Notifications of Intention to Award; standstill periods, Debriefs; Responses to Complaints; and Contract Award Notices.
· Represent the PIU at Procurement and Contract Award Committees and Meetings.
· Advertise of contract awards as required under the applicable GOB and World Bank Regulations.
· Assist in the preparation of all Purchase Orders and contracts for the provision of goods, works and services.

     Contract Management
· Monitor executed contracts through contract completion, liaising with Project Managers (where applicable) and the Financial Specialist to ensure payments/disbursements are made according to contract and the preparation of monthly and annual disbursement projections
a. Create contract management roadmap and assign contract manager in STEP.
b. Support contract managers to keep the contract management module of STEP updated.
c. Ensure timely procurement and support with monitoring delivery of goods, works, and services in accordance with contract conditions. 
d. Maintain an up-to-date registry of consultants, works, goods and services acquired or hired under the Project.
e. Monitors contract end dates and assist in the resolution of any implementation bottlenecks for component related contracts.
f. Support the preparation of contract management plans as appropriate. 
g. Provides the Financial Management Specialist with the necessary assistance and information as it relates to the preparation of cheques for payments and reconciliation of accounts. 
h. Ensure conformance to customs and taxation regulations in conjunction with the Finance officer. 
i. Coordinate with shipping agencies/ brokers and suppliers on the delivery of goods for the project as required.
j. Coordinate with relevant departments to ensure appropriate asset management protocols.

     Monitoring, Reporting and Advice
· Monthly reports to ensure up to date reporting on all procurement and contract milestones to the Project Manager, Contract Managers, and other relevant senior staff.
· Support the development of the project procurement risk management plan and ensure project procurement risks are identified and mitigated.
· Prepare procurement reports stipulated in the POM, and as may be otherwise required by the Government, the World Bank and the Executing Agency.
a. Prepare timely and accurate quarterly procurement reports including reporting against each project procurement plan and Key Performance Indicators (KPIs).
b. Provide procurement information as requested for management and review purposes.
c. Contribute to the delivery of quarterly monitoring and evaluation reports.
d. Contribute to the preparation of the six-monthly Progress Reports, for submission to the World Bank and the Project’s Steering Committee.
· Assist the Project Manager in preparing for key project events such as:
a. Periodic portfolio review meetings with the World Bank
b. Supervision missions and project monitoring meetings.
c. Inspection visits by the World Bank to supervise the financial management and procurement operations including conduct of ex-post reviews.
d. Mid-term evaluation.
e. Final evaluation, including the Implementation Completion Report (ICR).
f. Joint review missions by the World Bank and other funding and/or supervising and implementation agencies as required.
· Ensure STEP is updated for the execution of all activities on a timely basis.
· Provide details on project procurement for the PIU.
· Provide all support and input (files/documentation) for any review or audit of the Project’s procurement.
· [bookmark: _Hlk517069770]Represent the Project at governmental procurement meetings relevant to the Project, as required.
· Liaise with representatives of the World Bank and Government Departments on matters relating to applicable procedures, to ensure that established guidelines, rules and regulations are adhered to. 
· Maintain appropriate files of procurement functions and provide information as needed by the Government and the Executing Agency.
· Execute other tasks and special assignments as required to enable transparent, efficient and timely implementation of procurement activities and project deliverables including responding to audit queries and responding to requests from the Contractor General’s Department.

    Training/Capacity Building
· Provide guidance and support to the procurement assistants in preparing and executing the CEU procurement activities.
· Ensure project staff receive appropriate training and capacity building in procurement procedures and systems. 

5. KEY OUTPUTS/DELIVERABLES 
· Preparing and updating the Procurement Plan annually or as needed.
· Revision of the Project Operational Manual (Procurement Section)
· Revision of the PPSD at least annually
· Preparation of general and specific procurement notices
· Preparation of Bidding Documents
· Preparation of Evaluation Reports
· Conduct Pre-Bid Meetings, Site Visits and Pre-Proposal Conferences
· Procurement Progress report
· Preparation of minutes of negotiations meetings
· Providing procurement advice and recommendations.

6. [bookmark: _Hlk4073688]QUALIFICATION AND EXPERIENCE
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Academic Qualifications
· A minimum of a bachelor’s degree in business administration, Business Management, Public Administration, Procurement, Project Management, Economics, Law or related field is required. 
· A master’s degree or higher in Business Administration, Business Management, Public Administration, Procurement, Project Management, Economics, Law or related fields would be an asset.
· A professional certification in Procurement, Contract Management, or Supply Chain Management (e.g., CIPS, CPP, CPSCM, or equivalent) from an accredited institution is considered an asset.
General Experience
· A minimum of three (3) years of professional experience, at any level, in business management, business administration, or other related fields, gained within the public or private sector. 
Specific Experience 
· [bookmark: _Hlk4073706]A minimum of two (2) years of professional experience in procurement within the public or private sector, with demonstrated responsibilities covering the full procurement cycle.
· A minimum of one (1) year experience managing procurement processes for internationally funded projects, such as those financed by the World Bank, IDB, CDB, or other similar funding agencies.
· Working experience using World Bank’s Systematic Tracking of Exchanges in Procurement (STEP) or similar e-procurement platforms will be considered an advantage.

7. REPORTING RESPONSIBILITY
The Procurement Specialist will report directly to the Director of the Central Executing Unit.  

8. SALARY RANGE
Range of BZD 55,000 to 65,000 per annum based on academic and professional experiences, along with gratuity and allowances. 

9. DURATION
The contract will be for an initial period of 24 months and may be renewed based on the satisfactory performance of the incumbent’s duties and responsibilities.        

10. CRITERIA FOR SELECTION
[bookmark: _Hlk193881423]The selection for this contractual position will be in accordance with the Individual Selection method set out in the World Bank Procurement Regulations for Investment Project Financing Borrowers (July 2016, revised February 2025), the procurement policies and best practices of the Government of Belize, and the Policy for the Selection Process Regarding the Hiring of Staff for the Central Executing Unit (effective April 1, 2025). The individual consultant will be selected based on qualifications and experience, determined through the evaluation of CVs (weighted at 70%), followed by professional reference checks for shortlisted candidates. Only those receiving favorable references will be invited to participate in a structured interview (weighted at 30%) to assess their level of knowledge and competence.

11. APPLICATION PROCEDURES:
[bookmark: _Hlk205843217]Application packages should be submitted in English before or on September 15th, 2025, by 10:00 am (Local Belize Time). Late submissions will not be accepted.

Please note that the required application template should be used and can be obtained online at https://procurement.gov.bz/opportunities/. 

Applications will be accepted either via email (as one PDF file) sent to procurement@ceu.mof.gov.bz , or as two (2) hard copies delivered to the address below, clearly indicating “Procurement Specialist - Blue Cities” - Name of Consultant on the envelope or in the subject line of the email.

ATTN : Nayomi Torres
Procurement Specialist 
Central Executing Unit
Ministry of Finance
Sir Edney Cain Building, 2nd Floor, 
Belmopan City, Belize, Central America 
Email: procurement@ceu.mof.gov.bz
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