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Terms of Reference (ToRs)  
Procurement Specialist 

For 
Punjab Family Planning Program 

 
1. Background 

The Punjab Family Planning Program, funded by the World Bank, is dedicated to addressing criƟcal gaps in 
family planning services in Punjab, Pakistan. ObjecƟves of the project are; 

 Improve family health with beƩer access to quality family planning, reducing maternal risks, and 
enhancing child well-being. 

 Expand safe family planning access, prioriƟzing rural and marginalized communiƟes for economic 
development. 

 Overcome barriers for family planning uptake, addressing social, religious, and familial opposiƟon. 
 Boost demand through varied communicaƟon channels for effecƟve family planning services. 
 Ensure sustained contracepƟve use, tackling supply chain issues and reducing unintended 

pregnancies. 
 Strengthen rural service providers for client-centered family planning services. 
 Support program efficacy with evidence-based research and innovaƟon. 

2. ObjecƟves 

The primary objecƟve of this posiƟon will be to ensure Ɵmely and quality procurements under the project. 
The consultant will ensure compliance with legally provided procurement regulaƟons of World Bank. Lead 
assignments involving moderate to high levels of risk with many variables, requiring constant review of 
deliverables and process, and mulƟ-discipline including those outside of own field of experƟse in-line with 
the Project Design. 

3. Scope of Work 

1. Support Department / Project in undertaking all procurement related funcƟons under the Project; 
2. Ensure compliance with: (i) World Bank’s Procurement RegulaƟons for IPF Borrowers for Goods, 

Works, Non-ConsulƟng and ConsulƟng Services, dated July 1, 2016 (FiŌh EdiƟon – September 
2023); 

3. Lead the use of SystemaƟc Tracking of Exchanges in Procurement (STEP) to plan, record and track 
all procurement transacƟons and make sure the step roadmap is updated on real-Ɵme basis; 

4. Receive and review Purchase Request (PR), in accordance with the project's Procurement Plan, 
from various wings and field offices and facilitate the preparaƟon of terms of references (TORs), 
specificaƟons, selecƟon criteria, scope of work etc. by the respecƟve end- users; 

5. Assist technical teams of Department / Project with development of generic and policy compliant 
TORs and specificaƟons; as relevant. 

6. Conforming to Bank’s Procurement RegulaƟons, prepare and issue various documents required at 
different stages of procurement cycle e.g. EOIs, RFBs, RFPs, RFQs, bidding documents, evaluaƟon 
reports, minutes of negoƟaƟons, contract award, contracts, and various internal processing 
documents required to facilitate decision making. 

7. Maximize efficiency of procurement cycle by providing strategic expert advice and implemenƟng 
necessary controls ensuring transparency cost effecƟveness and soundness of all procurements 
carried out under the project. 



8. Support project in organizing bid evaluaƟon meeƟngs by: (i) arranging venue and the Ɵming of bid 
opening, evaluaƟons with evaluaƟon panel members, (ii) preparing necessary bid evaluaƟon 
packages (bid documents, proposals, evaluaƟon sheets etc.) and distribuƟng them to evaluaƟon 
panel members, (iii) aƩending bid evaluaƟon meeƟngs as a note taker and keeping the minutes of 
the meeƟngs, and (iv) providing other necessary technical supports to facilitate the procurements. 

9. Address all maƩers associated with procurement of goods/works/services e.g. taxaƟon, duƟes 
clearance with support of relevant Department / Project specialist. 

10. Seek familiarity with and ensure strict adherence to World Bank’s AnƟ-CorrupƟon Guidelines, July 
1, 2016 and develop appropriate procedures, controls, checks, rules, etc. prevenƟng frauds, 
pilferage etc. in the procurement process. 

11. Assist various audit/ex-post review ouƞits in performance of their tasks by ensuring that 
procurement documents are efficiently filed and provide complete track of procurement cycle. 

12. Ensure compliance with various fiduciary controls, etc. as stated in the Project OperaƟons Manual 
in the procurement process and propose improvement’s; if any; 

13. Monitor the progress of procurement acƟviƟes by periodically updaƟng Procurement Plans and 
maintaining an updated Contract Roster; 

14. Act as key liaison person in coordinaƟng capacity building iniƟaƟves; 
15. Design/ update and facilitate the management of the overall procurement management record 

and filing system; 
16. Liaise and coordinate with the World Bank and its supervision missions; 
17. Lead assignments involving moderate to high levels of risk with many variables, requiring constant 

review of deliverables and process, and mulƟ-discipline including those outside of own field of 
experƟse in-line with the Project Design; 

18. Ensure adherence of the ongoing contract agreements/supply orders with all the defined 
condiƟonaliƟes and processing of the payments aŌer taking compliance report on deliverables 
from technical experts; 

19. Respond adequately and Ɵmely to audit queries; 
20. Perform closing acƟviƟes as needed; 
21. Manage the process of procurement complaint resoluƟon and make sure the Procurement 

RegulaƟons is followed and the complaints are well addresses and closed in STEP system. 
22. Assess and idenƟfy potenƟal risks (insƟtuƟonal, poliƟcal, procedural, etc.) that may negaƟvely 

affect the ability of the agency to carry out the procurement process. 
23. Perform any other task required for the successful implementaƟon of the PFPP, as assigned by the 

competent authority. 
 
4. QualificaƟon 

 
1. At least, Master’s degree in procurement / MBA logisƟc & supply chain or (sixteen (16) years of 

educaƟon) in Economics/Engineering/Business AdministraƟon or other relevant discipline from 
accredited University.  

2. Management/ Project Management addiƟonal qualificaƟon shall be accorded more weightage.  
3. Candidate having procurement related cerƟficaƟons like Member Chartered InsƟtute of 

Procurement & Supply (MCIPS) from CIPS, UK, CerƟfied Professional in Supply Management 
(CPSM) from ISM, USA, or CerƟfied Supply Chain Professional (CSCP) from APICS/ASCM, or 



equivalent cerƟficaƟon shall be preferred.  
 

5. Experience 
 

1. At least, eight (08) years of documentary verifiable experience, aŌer acquiring sƟpulated 
qualificaƟons, in procurement of Goods, Works, & ConsulƟng services.   

2. Hands on experience in conducƟng technical evaluaƟon of bids, contract award and management 
for government and donor funded projects. 

3. Knowledge and implementaƟon experience of MDBs or various internaƟonal/ 
naƟonal/subnaƟonal public procurement rules shall be accorded due weightage. 

 
6. SelecƟon Process 

The appointment will be made in accordance with the “World Bank Procurement RegulaƟons for 
Investment Project Financing Goods, Works, Non-ConsulƟng and ConsulƟng Services” dated July 1, 2016 
(revised in FiŌh EdiƟon – September 2023). 
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