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Reference No. 16037
Procurement Notice
Assignment Name: Personnel development and improvement of the organisational culture
Section 1. Introductory Information

1.1 Background information on the Regional School of Public Administration (ReSPA)
	The Regional School of Public Administration (ReSPA) is the inter-governmental organization for enhancing regional cooperation, promoting shared learning and supporting the development of public administration in the Western Balkans. ReSPA Members are Albania, Bosnia and Herzegovina, Macedonia, Montenegro and Serbia, while Kosovo*
 is a beneficiary. ReSPA’s purpose is to help governments in the region develop better public administration, public services and overall governance systems for their citizens and businesses, and prepare them for membership in the European Union (EU). Since its inception, ReSPA has contributed to the development of human resources and administrative capacities through training programmes and innovative cooperation mechanisms such as the exchange of good practices, peer reviews and development of know-how. 

The European Commission (EC) provides directly managed funds for support of ReSPA activities (research, training and networking programmes) in line with the EU accession process. The new EC grant supports the main objective of ReSPA work in 2016-2017: Improving regional cooperation in the field of PAR and EU integration and strengthening administrative capacities in the beneficiaries. This objective will be achieved through the following three pillars of ReSPA Programme of Work for 2016-2017: 

(1) European Integration Pillar: Increased capacity of public administration in the ReSPA Members necessary for successful conducting of the European Integration process; 

(2) Public Administration Reform Pillar: Facilitated and enhanced cooperation and exchange of experience in Public Administration Reform and European Integration activities in ReSPA Members; 

(3) Governance for Growth Pillar: Ensured effective coordination of the implementation of the Governance for Growth pillar of the SEE 2020 Strategy.

ReSPA is implementing its activities through the Secretariat which is consisting of 15 staff members from the Western Balkan region. The Secretariat is located in Danilovgrad, Montenegro. 


1.1 ReSPA now seeks to engage an expert to conduct assessment of the senior management potential within each Ministry in Albania, to design the systems and procedures which would create a ‘continuous improvement’ culture in each Ministry.  

1.2 Objective and purpose of the assignment are: 
Support Department of Public Administration of Albania (DoPA) to improve motivation and productivity level of the employees in line Ministries in Albania and the Office of the Prime Minister.

Developing a tailor-made scheme to create and sustain a ‘continuous improvement’ culture which maximises the contribution of every individual in line ministries in Albania and the Office of Prime Minister. 

The assignment will be performed by one expert. The tasks of the expert are in more details defined by the Terms of Reference. 

1.3 Tentative timeframe: the assignment is expected to be performed during the period November 2017 – January 2017. 
1.4 Budget: The contracted expert will be remunerated on the basis of a daily fee. The concrete fee for the selected trainer will be determined based on the applicant’s experience in accordance with the applicable ReSPA rules and within the budgeted maximum for this assignment. 
Level of effort for the performance of assignment is up to 28 expert days including one day of preparation of the report on the assignment. 
In addition to the expert’s fee, ReSPA will organise or cover the international round travel for the expert to and from Tirana. The expert will be provided with per diems during the mission in Tirana, Albania. ReSPA shall apply per diem’s scale defined for EU external actions and per diem shall cover: accommodation, meals, local travel within the place of mission and sundry expenses.
Section 2. Preparation of CVs and supporting documentation
2.1 Language of application: The CVs and supporting documentation shall be prepared in English.

2.2 The CVs should provide information on the qualifications and competencies of the applicant, her/his general track record and previous specific experience in similar assignments, as required by the Terms of Reference. The applicant should particularly state in the CVs:

· Professional experience in preparation of psychometric questionnaires to ‘organisation development’ and ‘organisation re–structuring’ assignments in governmental organisations;  
· Professional experience in managerial positions pertaining to organisational development – in particular, including ‘personal development’ and ‘organisational culture’ aspects of organisational development;

· Length of professional experience in performance enhancement – preferably including experience of performance enhancement assignments in Albania;

· Familiarity within the context of Albania’s institutional organizations.

2.3 The required qualifications, experience and skills: as per Terms of Reference 

Section 3. Submission of CVs and supporting documentation
3.1 The applicants are required to submit the applications. Any applicant should meet the requirements as defined by the Terms of Reference. 

3.2 The applicants are invited to submit the following documentation:

· Personal CV including past experience in similar activities and particularly issues referred to under point 2.2 of this Procurement Notice.
· At least three contacts for references (name and position of referee, email address and phone number) which may be contacted by ReSPA. (NOTE: There is no need to submit reference letters; ReSPA will directly contact the referees, if considered necessary)
3.3 The required documentation should be submitted in electronic format by e-mail and with the reference number – 16037 stated in title to the following address: procurement@respaweb.eu by 9 November 2017 before 16H00. Late submissions will not be considered for evaluation.
Public servants of ReSPA Members and Kosovo* are not eligible to apply.

Section 4. Evaluation of offers
4.1 The offer will be evaluated against the required qualifications, experience, skills and competencies as defined in the Terms of Reference. 
4.2 The applicant securing the highest final ranking will be invited to submit a financial proposal (the financial proposal shall specify a total sum amount in EURO for expert’s daily fee) and negotiate the contract. If negotiations are successful, the selected candidate will be awarded the contract. Should the negotiations fail; the next ranked candidate will be invited to negotiations.  

Section 5. Final Considerations

5.1 The payment will be done in two installments, following the submission and approval of the deliverables, as defined in the Terms of Reference.
5.2 The following documents are attached to this Procurement Notice:

· Terms of Reference 
5.3 ReSPA reserves the right to cancel this procurement procedure at any moment without any compensation to the applicants. 

The cost of preparing a proposal and of negotiating a contract, including any related travel, cannot be reimbursed by ReSPA under any circumstances nor ReSPA can be held liable for it, regardless the outcome of the procurement procedure.

5.4 Should you need any further clarifications with respect to this procurement notice, please contact: Ms. Ranka Bartula-Musikic, Programme Manager via email: r.bartula@respaweb.eu
Any request for clarification must be sent by standard electronic communication to the above email address. 

Terms of Reference
Expert for personnel development and improvement of the organisational culture 
Background

The Regional School of Public Administration (ReSPA) is the inter-governmental organization for enhancing regional cooperation, promoting shared learning and supporting the development of public administration in the Western Balkans. ReSPA Members are Albania, Bosnia and Herzegovina, Macedonia, Montenegro and Serbia, while Kosovo*
 is a beneficiary and observer. ReSPA’s purpose is to help governments in the region develop better public administration, public services and overall governance systems for their citizens and businesses, and prepare them for membership in the European Union (EU). Since its inception, ReSPA has contributed to the development of human resources and administrative capacities through training programmes and innovative cooperation mechanisms such as the exchange of good practices, peer reviews and development of know-how. 

European Commission (EC) provides directly managed funds for support of ReSPA activities (research, training and networking programmes) in line with the EU accession process. So far, two EC Grant Contracts (GCs) have been implemented by ReSPA, during the period 2010-2015. The new EC grant will support the main objective of ReSPA work in 2016-2017: Improving regional cooperation in the field of PAR and EU integration and strengthening administrative capacities in the beneficiaries. 

This objective will be achieved through the following three pillars of ReSPA Programme of Work for 2016-2017: 

(1) European Integration Pillar: Increased capacity of public administration in the ReSPA Members necessary for successful conducting of the European Integration process; 

(2)  Public Administration Reform Pillar: Facilitated and enhanced cooperation and exchange of experience in Public Administration Reform and European Integration activities in ReSPA Members; 

(3) Governance for Growth Pillar: Ensured effective coordination of the implementation of the Governance for Growth pillar of the SEE 2020 Strategy.

Following consultations and expressed interest of ReSPA Members and Kosovo*, it has been decided that ReSPA should implement the specific scheme for its stakeholders: the In-country support for limited needs. This Mechanism addresses specific needs of ReSPA Members, supporting public administration reforms in the areas covered by the ReSPA Programme of Work. 

This Terms of Reference (ToR) refers to the request submitted to ReSPA by the Department of Public Administration of Albania (DoPA) requiring the expert assistance in psychometric assessment of the senior managers within each Ministry and providing DoPA and Albanian School of Public Administration (ASPA) with added capacities and experience in applying various modern tool and methodologies that might be used in the future and incorporated as a part of the recruitment, induction development and performance management processes for civil servants of all levels, as well as capacity building of each Ministry. 

Description of Assignment
Following the general parliamentary elections of June 25th, 2017, the new Albanian government was established and formalized. Thus, in accordance to the priorities for the next four years, a new governmental structure for the Prime Minister’s Office and line ministries has been established. 
It is well-known that the ideal time for leaders to significantly enhance employee motivation and develop the most appropriate organisation culture is when a revised or new structure is introduced. Therefore, such an approach at this given time, when there is a new structure of the Office of the Prime Minister, 11 line ministries and two state ministries, is an ideal time to measure and plan to enhance the motivation of all employees, and to develop the appropriate organisation culture, especially in view of the opinions and suggestions of the entire staff in each institution. 

This project would allow key employees in the central administration institutions, for the first time, to have access to a professional assessment of their natural talents and motivations and, also, to provide them with a personalised description of their ‘work styles’ and how they can adapt this style to maximise their contribution to their role, their team and the organization. 

The idea behind the new organizational scheme of the central government, is improving the organization of the administration and its development in such a way that every state institution ensures and provides high quality services for its citizens and businesses. The existing civil servants will be allocated within these new structures, in accordance to their field of expertise vis-à-vis the position requirements. It is essential to the successful implementation of any new structure that the ‘key players’ and ideally all employees are wholly committed to its introduction. 

In view of this, it is important to have active involvement of all civil servants/employees as an indispensable part of this project in a way that directly contributes to its results.  The opinions and viewpoints of the civil servants shall serve as a concrete bases from which to build upon.

The first part of the assignment will include the explanation of the new organizational structures and its novelties, in a simple language, to all employees. For its complete success, all employees will be proactively involved in ‘the processes. This part of the assignment will be conducted in close and continuous cooperation with the Office of the Prime Minister and DoPA. 
The next stage of the project will include a ‘data gathering’ exercise, using face–to–face interviews, and employee feedback techniques (group discussions-workshops) to produce recommendations for each Ministry and the PMO. The specific aims of these recommendations are to:

· Take into consideration the opinions and viewpoints of the employees in each line ministry and the Office of the Prime Minister in order to develop the organizational behaviour in each Ministry/the PMO and to create and sustain a ‘continuous improvement culture’. 

· Enhance the motivation of all employees and significantly enhance the productivity of each organisational entity by also addressing the issues raised during the group discussions/ workshops.

· Maximise the contributions of senior personnel/other employees to their roles/their departments/their Ministry and the PMO.

· Successfully address the existing organisational problems identified in the ‘data gathering’ exercise. 

· Produce an implementation plan to successfully guide in the implementation of these recommendations.

This project also foresees an assessment of the senior management potential within each Ministry, with suggested ‘self–development’ opportunities for ‘key players'. Such an experience will be of further use in terms of providing DoPA and ASPA with added capacities and experience in applying various modern tool and methodologies that may ideally be used in the future and incorporated as part of the recruitment, induction development and ‘performance management’ processes for civil servants of all levels, as well as capacity building of each ministries. 

This project will proactively involve all Ministers, all senior personnel of each Ministry and the PMO, and as many other employees in these organisational entities as possible.  

Therefore, DoPA requires an expert for the assignment stated below.  

Tasks and Responsibilities
The expert should conduct the following tasks:

1. Development of the action plan 

· Joint meeting between the experts and representatives of the Albanian government in order to detail the steps of this Project. Drafting and approving an action-plan, including concrete actions, responsibilities and important deadlines.  

· Drafting and agreeing upon an action-plan for each Ministry, describing the necessary actions to be undertaken, with timescales. 

· Produce and approve the action-plans for each Ministry.

2. Preparatory work
· Joint meetings with all employees of each line ministry and explaining the new organizational structures and the project programme and processes.

· Preliminary work on the data collection exercise (including numbers of employees in each department, the ‘key players’ in each line ministry and the PMO, etc.), the feedback and interview schedules, the communication schedules, etc.

· Preparatory work on drafting the informative letters, to be sent by each Minister to all employees in each Ministry, inviting them to complete the psychometric motivation questionnaire.

3. Implementation – questionnaires and workshops

· Agreement and distribution of the letters to all Top-Level Management Officials (approximately 60 Top-Level Managers) inviting them to complete both the personality and motivation questionnaires, and explaining the project programme.  

· Agreement and distribution of the letters to all Civil Servants in the line ministries and the PMO [excluding TLM Officials], inviting them to complete the motivation questionnaire, and explaining the project programme (approximately over 1500 civil servants).
· Analyse the results of the motivation questionnaires. 

· Organize participatory workshops/meetings with the employees of line ministries/PMO.
· Carry out the individual feedback of their personality questionnaires and job interviews with the senior personnel who completed the questionnaire (over 60 Top-Level Managers).

· Design the systems and procedures to create a ‘continuous improvement’ culture in each Ministry based on the analysis of the results of the motivation questionnaires, the information from the job interviews and employee feedback from the workshops/meetings. Prepare presentations and associated documentation of the recommended systems and procedures.
· Produce an implementation plan to assist the Ministers and senior personnel in each Ministry to successfully introduce the recommendations. 

· Provide ad hoc advice and guidance to successfully implement the agreed recommendations.

4. Reporting

· Consolidate the pre-approved evaluation form(s) and outcomes in order to meet the requirements of ReSPA. The production of an implementation plan, with accompanying workbook, which will guide the personnel of each Ministry and the PMO in the implementation of vital recommendations.
· Preparation of the report on the conducted assignment as per ReSPA format.
The end-result will be a tailor-made scheme to create and sustain a ‘continuous improvement’ culture which maximises the contribution of every individual through a behavioural organization approach in each Ministry.  
Necessary Qualifications

The Expert shall possess the following qualifications:

Qualifications and skills:

· University degree, (M.Sc. would be an advantage), Social Sciences, Economy, Business Administration, Development studies, Public Administration, or related field; 
· Qualified by the British Psychological Society and/or the American Psychological Association or any other related professional qualifications by an accredited institution, to administer and evaluate professional psychometric questionnaires.
· Fluency in both written and spoken English language.
General professional experience:
· Extensive professional experience in the application of psychometric questionnaires to ‘organisation development’ and ‘organisation re–structuring’ assignments in governmental organisations;  
· Extensive professional experience in managerial positions pertaining to organisational development – in particular, including ‘personal development’ and ‘organisational culture’ aspects of organisational development;

Specific professional experience:

· At least 15 years of professional experience in performance enhancement – preferably including experience of performance enhancement assignments in Albania;

· Familiarity within the context of Albania’s institutional organizations.

Timing and Location

The assignment foresees work from home and on the site. The assignment will be performed during November 2017- January 2018. 

All of the activities foreseen to be implemented by the expert will be done with the close and continuous assistance of DoPA staff. The Expert shall cooperate with DoPA as well as ReSPA in regard to the assignment. The Expert shall take into consideration comments and suggestions received. 
The final products will be subject of approval from both DoPA and ReSPA before the payment of honoraria is executed.
Remunerations
The assignment foresees up to 28 working days including one day for preparation of the report on the conducted assignment. 

The payment will be done in 2 instalments. The first installment will be paid on completion of the motivation questionnaires result analysis, while the second instalment will be paid on completion of the assignment and the approval of the outputs by both DoPA and ReSPA.

Note: ReSPA will organize and cover or reimburse the cost for the international travel (economy class) for the Expert, with prior approval of travel proposal by ReSPA, as well as provide Per Diems related to this assignment as planned to be realized.

Reporting and Final Documentation

The expert will be requested to deliver the following documents before the payment is conducted:

Outputs

The production of an implementation plan with accompanying workbook which will guide the personnel of each Ministry and the PMO in the implementation of vital recommendations.

Documents required for payment
•
Invoice (original and signed);

•
Timesheet (original and signed); 

· Report on the conducted assignment;

· Outputs required by the assignment;
· Boarding passes.

� ( This designation is without prejudice to positions on status, and is in line with UNSCR 1244 and ICJ Advisory opinion on the Kosovo Declaration of independence
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