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TERMS OF REFERENCE (ToR)
FOR A NON KEY EXPERT
Position:                              Capacity Building Trainer within the Joint Technical Secretariat (hereinafter “the JTS”) for IPA Cross-border Programme Bosnia and Herzegovina and Montenegro (hereinafter referred to as “the programme”) 2014 - 2020

Location:                           JTS Headquarters, Sarajevo, 111BIH
Project:                              Technical   Assistance   for   the   Cross-border   Cooperation   Programme   Bosnia   and

Herzegovina – Montenegro 2015 / 371-529 (hereinafter “TA CBC BIH-MNE”)

Expected duration:            45 (forty five) days in the three years period (subject to performance and project needs)

A           PROJECT OVERALL OBJECTIVE
In accordance with the Commission Implementing Decision C(2014) 9421 adopting a Support Measure for Technical Assistance for cross-border cooperation programmes between IPA II beneficiaries under the instrument for pre- accession assistance (IPA II) for the year 2014 (dated 10 December 2014), the first technical assistance allocation under the Programme will be made available via direct award of a service contract concluded between the Delegation of European Union to Bosnia and Herzegovina and the Directorate for European Integration of Bosnia and Herzegovina. This service contract and all subsequent ones are aimed to provide support to the work of the Operating Structures (OSs) in both participating countries and of the Joint Monitoring Committee (JMC) in ensuring efficient set- up, implementation, monitoring and evaluation of the Programme. This will be achieved through the establishment and operation of a JTS whose main office is located in Sarajevo and its antenna in Nikšić. The JTS is in charge of the day-to-day management of the Programme and obliged to report to the OSs and JMC.

In line with the Terms of Reference for technical assistance under the Programme for the 2014-2016 allocations, the Capacity Building Trainer shall discharge his/her duties for 15 working days during the 2016 and shall be responsible for the following:


Planning, advising, and coordinating activities related to trainings for the project needs, for both programme participating countries.


Taking a lead in organisation and facilitation of activities listed under three main tasks, ensuring a timely delivery of outputs and  its suitable quality (see section B below) including the preparation of event reports

and supporting documents for all indicated activities;


Maintaining  smooth  and  regular  communication  with  all parties concerned as  necessary  (i.e.  potential applicants, beneficiaries, the OSs and the Contracting Authority).

    Providing support to Head of JTS in all capacity building related concerns;

Formally, the Capacity Building Trainer will be reporting to a Head of the JTS as well as to the Project Manager
appointed by the Directorate of European Integration of BiH, through event reports and timesheets.

The position includes travelling, mainly throughout the programme area for the following reasons:

a)  Ensuring  the  delivery  of  specified  programme  and  project  training(s)  that  will  be  implemented  under  the

Programme;

It is expected that Capacity Building Trainer will provide high level advice on the programme and project capacity building activities that will be implemented for the programme/project duration.

B           RESPONSIBILITIES AND TASKS OF THE NON-KEY EXPERT
The main task of the non-key expert will be to design and deliver four (4) Capacity building trainings for potential applicants (three (3) in Bosnia and Herzegovina and one (1) in Montenegro) and two (2) Implementation seminars for project beneficiaries (one per each Call for Proposal).

Given that the programme area covers significant number of municipalities in both participating countries a certain amount of travel can be expected.

a.)  Capacity building trainings for potential applicants
The purpose of the training is to prepare potential beneficiaries to gain knowledge on the approach and logic in the preparation of project proposals based on EC procedures, application and evaluation process. These trainings will be organized before the launching of the two calls for proposals. The trainings will be based on the Project Cycle Management (PCM) technique and need to include topics such as: analysis of stakeholders, development of problem tree, goal tree, logical framework, filling in the project application form, establishment of project internal planning and monitoring systems, preparation of the budget, or similar.

The main objectives of the training are that the potential grant beneficiaries:

-
Have a general understanding on the Cross-border Programme implementation: what is Call for Proposals (CfP) and the role of the Guidelines for Applicants (GfA) in the CfP.

-     Understand what is required from the applicants in the Application Package.

-     Understand what is important in preparing for the application process and what CBC partnership is.

-     Understand the principles of the logical framework approach (LFA) and the linkages between the different levels in the

LFA.

-     Understand what role external factors in the LFA have.

-     Understand what role indicators in the LFA have and are aware how to formulate them.

-     Understand the principles of the activity based budgeting.

-     Understand how to fill in the Application form.

b.)  Implementation seminars for project beneficiaries
According to the Project Organization and Methodology the seminars for project beneficiaries will be organized after each call for proposals, dealing with all aspects of project implementation and management. Implementation seminars will be

organized jointly for the beneficiaries from the two partner countries, after the signing of grant contracts with the project beneficiaries.

The purpose of the seminars is to strengthen the capacities of the grant beneficiaries in terms of proper implementation of their project proposals in line with the EU procedures. Special focus will be put on the topics such as project planning and management, internal monitoring, reporting as well as EU procurement eligibility and publicity and visibility rules.

In line with the timing of the calls for proposals, during the implementation of this contract, two implementation seminars will be organized (one per each CfP - one in BiH and one in Montenegro).

Tasks of the non-key expert Capacity building trainer (45 Working Days in Total = 15 days per year)
The consultancy will consist of the following TASKs:

TASK 1 - Develop a training curricula for the Capacity building trainings for potential applicants as a one-day PCM training;

and assist in development of training curricula for the Implementation seminars for project beneficiaries;

TASK 2 - Preparing work plan and delivering trainings, and

TASK 3 - Reporting.

TASK 1
Develop a training curriculum for the target audience as one-day Capacity Building training.
The non-key expert will develop a PCM training curricula (ensuring clear link with Guidelines for Applicants (GfA) in the

CfP and with EU application standards and procedures) that must include the following objectives:

•    To introduce Project Cycle Management (PCM): phases, logic and principles of the methodology

•    To introduce the Logical Framework Approach (LFA) matrix as a key tool for project design;

•    To apply in practice the LFA in project preparation;

•    To introduce key elements related to defining problems and needs, goals and objectives, results, and activities;

•    To introduce project proposal (description of action) writing and the project budget;

•    To address the key aspects of administrative and financial management.

Prepared training module needs to be developed taking into consideration targeted beneficiary group consisted of JTS

staff and potential applicants.

Assist the Head of JTS in development of training curricula for the Implementation seminars for project beneficiaries

The purpose of the seminars is to strengthen the capacities of the grant beneficiaries in terms of proper implementation of their project proposals in line with the EU procedures. Special focus will be put on the topics such as project planning and management, internal monitoring with focus on achievement of indicators, reporting as well as EU procurement eligibility and publicity and visibility rules.

TASK 2
Preparing work plan and delivering trainings

The Capacity Building Trainer will prepare a work plan for delivery of 4 one - day Capacity building trainings for potential applicants (three (3) in Bosnia and Herzegovina and one (1) in Montenegro) and 2 one -day Implementation seminars for

project beneficiaries (one per each Call for Proposal). The Capacity Building Trainer will prepare and compile training pack for participants, including all relevant supporting materials (agenda, presentations, handouts, group exercises, exercises for individual work, reference materials, evaluation forms, etc.). The training programme and relevant materials need to be approved by the Head of JTS.

Following the training delivery, the Capacity Building Trainer will conduct a training evaluation (covering contents, trainers and methods applied) and present it to Head of JTS.

TASK 3
Reporting:

Upon the completion of each training delivery, the Capacity Building Trainer will prepare a narrative report that will include, but will not be limited to: training goals and results achieved, number of trainees, analysis of pre and after training knowledge, lessons learned and recommendations, training performance evaluation, FAQs sheet, etc. The narrative report should be submitted to the Head of JTS in English. The final version of the narrative report must take into account all comments made by the Head of JTS.

Professional requirements
The JTS Capacity Building Trainer must fulfil the following conditions and have the following qualifications and experience:

Qualifications and skills
-    University degree,

-    Fluency  in  both  written  and  spoken  English  and  the  official  languages  in  Bosnia  and  Herzegovina  and

Montenegro,

-    Good communication and presentation skills,

-    Computer literacy,

-    Driving license.

General professional experience
-    At least 8 years of professional experience following the University degree.

Specific professional experience
-
At least 5 years of relevant professional experience in the programmes / projects management, preferably funded by the EU or other donors;

-    Experience as trainer in project management;

-    Knowledge of PRAG procedures;

-    Knowledge of EU tools (PADOR and PROSPECT) will be considered as an advantage;

-
Knowledge and experience of PCM and logical framework approach to project design and implementation including delivery of relevant trainings (valid trainer certificate in the field of PCM will be considered as an asset);

-
Knowledge about IPA CBC Programmes in the Western Balkan countries and related calls for proposals would be considered an asset.

� Through this Call, a pool of awareness raising experts will be created to cover project needs throughout project implementation. If need occur, the pool will be up-dated accordingly through the same procedure.








