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Ministry of Education, Culture and Higher Education 
HR and Administration Technical Advisor 
Terms of Reference (ToR)
	I. General Information	



	1. Job Title
	HR and Administration Technical Advisor – Ministry of Education, Culture and Higher Education and State MOEs.

	2. Department
	 Human Resource Department –Federal Ministry of Education, Culture & Higher Education (MOECHE) and State MOEs

	3. Project title
	Recurrent Cost and Reform Financing Project (RCRF III) 

	4. Reporting Lines
	RCRF Education Coordinator 

	5. Key Contacts:
	Ministry leadership (Director General), Director of Human Resource, Technical Advisors, (MoECHE RCRF Education Coordinator, Federal Member States Ministries of Education (Jubaland, South West, Hirshabelle, Galmudug and Banaadir Regional Administration), National Civil Service Commission, Project Coordinator.




	II. Background Information



The Development Objective of the RCRF II project (“Project”), as restructured in 2018, is to support the Federal Government of Somalia and eligible Federal Member States to strengthen resource management systems, the inter-governmental fiscal framework, and service delivery system in education. 
In conjunction with the Project restructuring, additional financing (AF) has been provided. The restructured project builds on the experience and successes of the parent project, RCRF II, and is designed to address fiscal constraints, sustain the reform effort over the next three years, and increase the emphasis on education service delivery. 

Ministries of Education are the Federal and State level lead agencies of the education sector and its mandated to ensure that citizens at State and federal level has easy access to quality educational services in an affordable, sustainable and safe manner this contributes to the nationwide similar mandate of the Federal Ministry of Education. Without a functioning State MoE level’s sound finance, procurement, HR and project management practices. 

This mandate cannot be achieved. Several capacity assessments on the Federal/State MoEs identified major gaps in those areas that need to be fulfilled. One of the major gaps identified was qualified personal to undertake these duties or to implement national and state level acts, policies and procedures in regard to these areas. 
The RCRF project aims to fill this critical gap by hiring a HR and Administration Technical Advisor for a period of 12 months.

This TOR has been developed as a guidance for the objectives, scope, timing and deliverables of performing the HR and Administration Technical Advisor services for the Ministry of Education.

	III. Position Summary



The Ministry of Education, Culture and Higher Education (MoECHE) is seeking to recruit a Technical Advisor – HR and Administration to support building the capacity of the Ministry. The incumbent will also support the work of the RCRF Project. He/she will work very closely with the Ministries of Education of the Federal Government of Somalia, Jubaland State of Somalia, Galmudug, Hirshabelle and South West States of Somalia. Reporting to the DG and RCRF education coordinator, He/she will provide support in Human Resources Management as well as day-to-day office administration for Ministry. The incumbent will provide expertise in developing the policies and other related tools to ensure optimal performance in relevant units. 

	IV. Key responsibilities



Human Resources
i. Provide support through coaching, mentoring and training opportunities to departmental staff to enable them meet challenging performance objectives.
ii. Developing new HR policies and strategies to address emerging workforce issues.
iii. Managing the process of hiring local staff and consultant; preparing job descriptions and scopes of work, announcing positions, shortlisting candidates, conducting reference checks, preparing employment contracts and consultant agreements, etc. and manage employment contracts and renewals.
iv. Support the development and implementation of a staffing plan.
v. Ensure that all HR forms are accurately completed by newly hired staff.
vi. Prepare employee termination notices and related documentation and conducts exit interviews to determine reasons behind terminations.
vii. Coordinate exit management procedure to ensure a seamless and positive transition for departing employees.
viii. Training department directors of the Ministry HR policies regarding equal employment opportunities, compensation and employment benefits. 
ix. Coordinate management training and advice department directors as necessary in all HR policies and procedures including contracts, benefits, interviewing, hiring, terminations, promotions, performance review, safety, and sexual harassment.  
x. Respond to inquiries regarding policies, procedures, and programs. 
xi. Support MoECHE in the implementation of the biometrics system and its integration with the payroll system in coordination with the National Civil Service Commission;
xii. Analyze gender structure of MOECHE staff at FGS level and teacher’s cadre at FMS level and provide recommendations on increasing female participation in line with "Measures to increase female participation in civil service and Employment Practices" issued by the National Civil Service Commission in February 2021 as part of RCRF II Disbursement Linked Indicator 10.1
xiii. Complete technical deliverables and project implementation tasks as may be assigned from time to time.
xiv. Complete the required onboarding and other training, including online training, that may be prescribed from time to time.

Administration 
i. Develop vehicle management procedures and training to the relevant staff.
ii. training to the departmental Directors how to perform and supervise general office activities, such as greeting visitors, filing, photocopying, faxing, processing outgoing and incoming mail, routing and screening all incoming calls, and distributing messages to appropriate team members.
iii. Develop and implement administrative processes including internal controls Monthly and quarterly administrative reports in line with established policy.
iv. Develop vehicle management policy.
v. The advisor will provide advice and technical assistant to the Federal Ministry of Education, Culture & Higher Education (MOECHE) and State MOEs to ensure the different departments of the MOECHE are in compliance with HR Policies, and Procedures. 
vi. [bookmark: Responsibilities_&_Duties][bookmark: Qualiftcations_and_Experience]Assist with Management of Ministry of Education, Culture and Higher Education and State Moses’s day to day operation and other support required and requested by the Minister, DG, Departmental Directors, and other staff. 


Key Deliverables:

	During the period of the contract, the Expert should submit the deliverables listed below:
	Due date
 (From date of contract signature)

	
A Comprehensive Work Plan
	
Within Week One

	Develop interactive and detailed training modules/ training session plan on capacity building
	
Month 2

	Deliver quarterly training for the Ministries of education both FGS and FMS relevant staff 
	Quarterly – Each three Months 

	Development of Job description and clear job segregations.
	Month 3

	Harmonization of HR Developed Existing documents. 
	Month 4

	Develop Human Resources Policy, Procedures and Manual.
	Month 6

	Human Resources Management information systems. 
	Month 10

	Digitalization of HR records. 
	Month 12

	submit detailed performance reports (Which indicates ongoing and upcoming activities and challenges)  
	
Each Month – Ongoing



	V. Authority



The expert – HR and Administration will report directly to the DG and RCRF Education coordinator –Ministry of Education, Culture and Higher Education.

	VI. Key Qualifications



i. Bachelor’s degree in Human Resources Management, or Business Administration or in a relevant field;
ii. A Master’s degree in HR management or Busines Administration or in a relevant field;
iii. Minimum of five years’ experience working in busy HR and Admin office. 
iv. Experience working in Somalia or similar environment and a good understanding of sound programming principles.;
v. Experience in HR management of donor funded projects and liaise with donors.
vi. experience in HR and operational management of governmental offices;
vii. Knowledge of World Bank, EU, UN, GPE and other donors programmatic and HR regulations;
viii. Experience in managing and mentoring staff and promoting teamwork;
ix. Good interpersonal and cross-cultural skills;
x. Facilitation and training skills including development of training materials and facilitation of participatory program development and capacity building.
xi. Excellent verbal and written English skills, particularly communication and presentation skills for diverse audiences.
xii. Ability to establish and maintain effective partnerships and working relationships with ministries of Education both federal and states, donors and other development partner.
xiii. Computer proficiency (including word processing, spreadsheets).
xiv. Experience in the design and use of HR systems.
xv. Willingness and experience to work independently in politically unstable security situations in security sensitive areas; Knowledge of Somalia, its’ culture and political background.

	VII. Core Values & Critical Key Competencies



Respect, Integrity, Commitment, Diversity, Stress Tolerance, communicating with Impact, Excellence and Building Partnerships.

VIII. Application Procedure: 

Qualified Somali citizens with the required skills and qualifications are invited to submit their detailed Curriculum Vita (CVs), cover letter and academic qualification with 3 reference persons through email; rcrf@moe.gov.so or rcrfrecruitment@mof.gov.so Applications sent after the deadline will not be considered. For more information, you can see through www.moe.gov.so.  
Note: Please make sure that the job title you are applying in the mail subject line is clearly indicated. Only short-listed candidates will be contacted. This position is equal opportunity for all.
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