Ministry of Science, Higher Education and Innovation of the Kyrgyz Republic
Higher Education Quality and Innovation Project
TERMS OF REFERENCE
No. HEQIP-CS-IOC-10
Translator/Office Manager

I. Background

1.1. Higher Education Quality and Innovation Project (hereinafter – HEQIP) is implemented on the basis of the Law of the Kyrgyz Republic № 146 of 24 July 2024 "On ratification of the Financing Agreement between the Kyrgyz Republic and the International Development Association (Higher Education Quality and Innovation Project), signed on 6 March 2024 in Bishkek", for which the Board of Directors of the World Bank on 31 January 2024 approved a loan of 25 million U.S. dollars. The Ministry of Science, Higher Education and Innovation of the Kyrgyz Republic (hereinafter – MSHEI KR) is the implementing agency of HEQIP, implementation period of 5 years. 
1.2. The aim of the HEQIP is to improve the quality of research and strengthen the quality and relevance of higher education programmes to labour market requirements. The project plans to introduce an advanced model of research through targeted HEIs. This is in line with both national and educational development strategies of the government (2018-2040; 2021-2040) to modernise higher education to respond to current socio-economic demands by engaging industry, supporting research through laboratories, start-ups, incubation and research centers in HEIs and promoting an improved quality assurance system for higher education programmes.
1.3. The implementation of the project consists of four components:
Component 1: Strengthen the quality and relevance of research and innovation and teaching programs at selected HEIs. The allocated cost for this component is US$ 19.7 million.  Within this goal, the project plans to (i) establish COEs for collaboration between researchers in prioritized areas of high relevance to the national economy; (ii) re-organize academic programs at selected HEIs. 
Component 2: Build capacity for research and innovation of universities.  The estimated cost of this component is US$ 4 million.  With the goal of fostering research and innovation, this component will establish an Academic Innovation Fund (AIF). The AIF will be designed to provide grants (up to US$ 200,000 in funding over three years) for research and innovation to any public or private HEIs in all disciplines on a competitive basis. For the management of the AIF, a Technical Group and a Secretariat will be created under the MoES. 
Component 3: Strengthen higher education system governance for quality. For the cost of this component an amount of US$ 0.5 million has been planned.  Under this component, the project intends to finance technical assistance, capacity building, and consultation activities for improving the quality assurance and accreditation systems of HEIs. The focus will be on HEIs’ external institutional and program accreditations as well as on their internal self-assessment and quality assurance units. 
Component 4: Support project management, monitoring, and evaluation.  With a calculated US$ 0.8 million cost, this component will be financing the operating costs of project implementation: PCU personnel, equipment, supervision, and incremental operating costs of entities responsible for the implementation.
1.4. The responsible body for implementing the project on the recipient side of the loan is the MSHEI KR. The implementation is overseen through the Project Implementation Unit (PIU). The Deputy Minister acts as the National Project Coordinator, who coordinates, monitors and facilitates project implementation by providing regular updates to the Minister. The key actors integral to project implementation are the relevant units of the MSHEI KR and selected higher education institutions (HEIs).
II. Objective and scope of assignment 

2.1. The objective of the assignment is to provide administrative support to PIU Director and PIU staff to ensure the smooth functioning of the office, which includes providing translation and interpretation services as needed for the implementation of project activities.
2.2. The Translator/Office Manager is expected to perform various administrative functions to support the day-to-day operations of PIU office. The Translator/Office Manager's responsibilities include, but are not limited to, the following activities:
A. Administrative functions
i) Receives incoming and outgoing calls and records telephone messages;
ii) Scans and forwards documents;
iii) Makes copies of materials required within the framework of project activities and systematizes them;
iv) Receives PIU visitors;
v) Interacts with the WB, the owner (responsible) for the building and other project partners in the day-to-day implementation of project activities;
vi) Provides support on administrative matters, organizes meetings and ensures that necessary follow-up actions are taken;
vii) Assists in the preparation of evaluation reports, annual project reports and updating of project files;
viii) Prepares minutes of meetings and appointments on the project;
ix) Assists in coordinating the activities of project consultants across all project components and provides them with logistical support;
x) Prepares and updates records and other documents related to project implementation;
xi) Prepares up-to-date information on the progress of project activities for discussion with World Bank field missions;
xii) Performs other routine tasks such as maintaining adequate supplies of office supplies;
xiii) Organizes transportation for PIU staff in accordance with project activities, as needed;
xiv) Provides logistical support for meetings, trainings and workshops;
xv) Performs other functions and duties as directed by PIU Director.

B. Translation/Interpretation (English-Russian / Russian-English)
i) Provides accurate and high-quality translation of incoming and outgoing documents, correspondence, reports and other documentation related to project implementation, procurement and other materials from capacity building meetings/training workshops;
ii) Edits and provides a summary of translated materials without changing the semantic content, if necessary;
iii) Provides interpretation during meetings/conferences held in English or Russian (consecutive interpretation);
iv) Other functions and duties as directed by PIU Director.

III. [bookmark: _Hlk210658094]Duration of the assignment

[bookmark: _Hlk210658099]3.1. The proposed duration of the assignment is 4 years or until any other date agreed upon between the Cabinet of Ministers of the Kyrgyz Republic and the World Bank. The contract will be for one year (full-time) with the possibility of subsequent extension upon satisfactory performance. A three-month probationary period will be provided for the Translator/Office Manager. At the end of the probationary period, the contract may be terminated if performance is found to be unsatisfactory.
IV. Reporting

4.1. The Translator/Office Manager must report monthly to PIU Director and be under his/her supervision.

V. Client Input

5.1. MSHEI KR will provide all necessary information and documents related to this assignment. PIU will provide a workplace, computer equipment, and other conditions related to the performance of functional duties. 

VI. Qualifications and experience

6.1. The Translator/Office Manager must meet the following qualification criteria:
· Higher education in linguistics, philology, international relations, public administration, business administration or related fields – 20 points;
· At least 3 years of experience as an English translator (experience as an office manager or administrator will be an advantage) – 25 points;
· At least 1 year of hands-on experience in international organizations, projects financed by the World Bank, ADB, and other donors (experience in government structures will be an advantage) – 25 points;
· Computer skills (Windows, MS Office, Internet Explorer) – 15 points;
· Fluency in Kyrgyz and Russian, professional level of English – 15 points.

