
 

Terms of Reference 

Title:    Development Consultant (only nationals of Azerbaijan)  

Type of contract:  Individual Contract (Framework Agreement) 

Duration:  1 year, with a possibility of extension  

Location:  Home based, domestic and international travel may be required 

Background  

In 2019, UNDP Azerbaijan is embarking on a number of new initiatives that are critical for further 

strengthening of UNDP presence in the UNDAF/CPD priority areas and expansion into a new policy 

domains aligned with Sustainable Development Goals (SDGs). These initiatives make a core of the 

2019 Integrated Work Plan and include, but are not limited to, the following: 1) advocacy and 

advisory support to mainstreaming of the SDGs into national strategies; 2) launch of UN Joint 

Programme with a focus on People with Disabilities; 3) establishment of a new programme to 

support the government Active Labour Market Policies; 4) expansion of the women empowerment 

and gender equality programme;  5) application for new EU funding windows; 6) launch of a new 

programme with civil society organizations; 7) advisory support to the implementation of the 

Strategic Roadmaps and other development-oriented state programmes.  

Objective 

This ToR is designed for the Development Consultant to UNDP who will support the programme and 

project development and implementation in the UNDAF priority areas outlined above, and provide 

consultancy services on the key aspects of the UNDP Country Programme.  

Scope of the Assignment 

The Development Consultant will be tasked to perform the following duties and responsibilities:  

- Undertake assessments, reviews, data collection and analysis to inform programme and 

project development;  

- Develop concept papers, applications to Calls for Proposals from EU and other donors, 

support design and formulation of UNDP project documents in the CPD priority areas and 

in line with UNDP standards and requirements; 

- Prepare analytical briefs on political, economic and social developments in the country; 

- Provide consultancy support to the preparation and revision of the UNDP programmatic 

documents; 

- Contribute to the preparation of the Terms of Reference for local and international 

experts;  



- Contribute to the preparation of the project publications and other visual aid materials, 

training resources, promotional materials; 

- Perform ad hoc project implementation tasks;  

- Participate in the meetings with the programme team, senior management, national 

partners and international organizations, if and as required; prepare talking points and 

minutes of the meetings; 

- Contribute to knowledge – sharing by acting as a resource person in his/her area(s) of 

expertise; 

- Perform any other consultancy tasks, as may be required. 

-  

Implementation arrangements 

The assignment is commissioned by UNDP Azerbaijan. The Country Office will provide with any 

logistics and administrative support as needed. The consultant will work under the direct supervision 

of the Resident Representative and in collaboration with the entire Programme Team. The 

Programme and project teams will provide assistance in facilitating field trips, organizing meetings, 

providing access to information.  

 

Terms of payment 

The unit price for the assignment is a working day. Payment for the service will be made upon 

submission of a time worksheet. In addition, the Consultant will be entitled to receive DSA and 

reimbursement of the travel fare and other expenses in line with UN rates and UNDP travel policies.  

 

Qualification requirements: 

 Advanced University Degree in any development-related field; 
 Minimum 7 years of experience in programme development, implementation, monitoring 

and reporting; 
 At least 7 years of experience with international development institutions;  
 At least 7 years of experience in policy development, strategic planning, preferably in a cross-

sectoral integrated manner; 
 Excellent knowledge of UN/UNDP programme and operational policies and procedures; 
 Good understanding of the local context and will be an asset; 
 Proven analytical skills; 
 Strong drafting, presentation and reporting skills; 
 Strong computer skills; 
 A good working knowledge of English is a requirement. 

 

Competencies: 



Corporate Competencies: 

 Demonstrates integrity by modeling the UN’s values and ethical standards 
 Promotes the vision, mission, and strategic goals of UNDP 
 Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability 
 Treats all people fairly without favoritism 

 

Functional Competencies: 

Knowledge Management and Learning 

 Promotes knowledge management in UNDP and a learning environment in the office 
through leadership and personal example. 

 Actively works towards continuing personal learning and development in one or more 
Practice Areas, acts on learning plan and applies newly acquired skills 
 

   Innovation and Marketing New Approaches - Developing new approaches 

 Seeks a broad range of perspectives in developing project proposals; 
 Identifies new approaches and promotes their use in other situations; 
 Creates an environment that fosters innovation and innovative thinking; 
 Makes the case for innovative ideas from the team with own supervisor. 

 

Self-management/Emotional Intelligence 
 Stays calm and maintains composure under stress or during a crisis, keeping disruptive 
emotions under control 
 Adapts flexibly to changing situations, overcomes obstacles and recovers quickly from set-
backs 
 Tolerates conditions of stress, uncertainty or ambiguity and continues to maintain a positive 
outlook and to work productively 
 Is realistic about own limits using support mechanisms as needed and maintaining an 
appropriate work-life balance 
 Senses the emotions of others, understanding their perspective, taking an active interest in 
their concerns  
 Fosters a positive outlook and maintains focus during period of stress and heavy work load, 
inspiring and guiding others towards goal achievement 
 Creates a climate of enthusiasm and flexibility, where people feel encouraged to give their 
best 
 Stands up to group pressure, not giving in out of a desire to please or to avoid confrontation 
and conflict 

 

Promoting Organizational Learning and Knowledge Sharing - Developing tools and mechanisms 

 Makes the case for innovative ideas documenting successes and building them into the 
design of new approaches; 

 Identifies new approaches and strategies that promote the use of tools and mechanisms 



 

Job Knowledge/Technical Expertise - In-depth knowledge of the subject-matter 

 Understands more advanced aspects of primary area of specialization as well as the 
fundamental concepts of related disciplines; 

 Keeps abreast of new developments in area of professional discipline and job knowledge 
and seeks to develop him/herself professionally; 

 Demonstrates comprehensive knowledge of information technology and applies it in work 
assignments; 

 Demonstrates comprehensive understanding and knowledge of the current guidelines and 
project management tools and utilizes these regularly in work assignments; 

 Have effective interpersonal and negotiations skills and ability to coordinate 
complex, multi-stakeholder projects and be able to think in a strategic manner on complex 
and difficult projects.  

 Strong drafting, presentation and reporting skills; 
 Excellent written communication skills. 

 

  Client Orientation - Contributing to positive outcomes for the client 

 Anticipates client needs; 
 Works towards creating an enabling environment for a smooth relationship between the 

clients and service provider; 
 Demonstrates understanding of client’s perspective. 

 
 

Evaluation:  

Individual consultants will be evaluated based on the following methodologies: 

 Cumulative evaluation that takes into account both financial offer and the technical expertise 

of the potential candidates 

 

A two-stage procedure will be utilized in evaluating the proposals, with evaluation of the technical 

component being completed prior to any price component being reviewed and compared.  The Price 

Component will be reviewed only for those individuals whose Technical Component meets the 

requirements for the assignment.  If the substantive presentation of a technical proposal achieves 

the minimum of 70 percent, the competitiveness of the offered consultancy expenses will be taken 

into account and the maximum number of points shall be allotted to the lowest fees proposed that 

is compared among those invited individuals which obtain the threshold points in the evaluation of 

the technical proposal. The technical expertise of the potential candidates will be evaluated based 

on the following scoring: 

Individual consultants will be evaluated based on the following methodologies: 



 

Cumulative evaluation that takes into account both financial offer and the technical expertise of 

the potential candidates 

A two-stage procedure will be utilized in evaluating the proposals, with evaluation of the technical 

component being completed prior to any price component being reviewed and compared.  The 

Price Component will be reviewed only for those individuals whose Technical Component meets 

the requirements for the assignment.  The total number of points which individual may obtain for 

both components is 100. 

A total possible value of the technical component is 100 points. 

If the substantive presentation of a technical proposal achieves the m1inimum of 49 points, the 

competitiveness of the offered consultancy expenses will be taken into account in the following 

manner:                 

The total amount of points for the fees component is 30. The maximum number of points shall be 

allotted to the lowest fees proposed that is compared among those invited individuals which 

obtain the threshold points in the evaluation of the technical proposal. All other proposals shall 

receive points in inverse proportion to the lowest fees; e.g.; 

                [30 Points] x [US$ lowest]/ [US$ other] = points for other proposer’s fees  

 Advanced University Degree in any development-related field; (20) 
 Minimum 7 years of experience in programme development, implementation, monitoring 

and reporting; (20) 
 At least 7 years of experience with international development institutions; (20) 
 At least 7 years of experience in policy development, strategic planning, preferably in a cross-

sectoral integrated manner; (20) 
 Excellent knowledge of UN/UNDP programme and operational policies and procedures; 

(20) 
 Good understanding of the local context and will be an asset;  
 Proven analytical skills;  
 Strong drafting, presentation and reporting skills;  
 Strong computer skills;  
 A good working knowledge of English is a requirement.  

 

The minimum threshold for technical part of the offers is 69 point. 

 
DOCUMENTS TO BE INCLUDED WHEN SUBMITTING THE PROPOSALS. 
 
Interested individual consultants must submit the following documents/information to demonstrate 
their qualifications: 



 Offeror's letter to UNDP conforming interest and availability for the Individual Contractor (IC) 
Assignment 

 Duly filled out and signed Personal History Form or CV 

 Brief description of Approach to Work 

 Financial proposal indicating following: 
o Daily Consultancy Fee; 
o Daily subsistence allowance in case travel to regions is required; (UN DSA rate for 

regions. FYI the DSA rate for regions, February 2019 is 96 US$) 
 
The contract will be based on the daily fee to be paid on the actual days worked, however, 
whenever travel to the regions is required and approved by UNDP the cost of travel based on the 
above proposal could be additionally covered by UNDP/projects. 
 


