REQUEST FOR EXPRESSIONS OF INTEREST

(CONSULTING SERVICES – INDIVIDUAL CONSULTANTS) 

Republic of Serbia

Serbia Scaling Up Residential Clean Energy (SURCE) Project 

Project ID No. P176770
Assignment Title: Administrative Support Assistant (part-time)
Reference No.: SER-SURCE-IC-CS-26-32
Office location: Ministry of Mining and Energy, Belgrade
Expected duration: 17 months
The Ministry of Mining and Energy has received financing from the International Bank for Reconstruction and Development (IBRD) (“World Bank”) for implementation of Serbia Scaling Up Residential Clean Energy (SURCE) Project and intends to apply part of the proceeds for consulting services. 

The project development objective is to increase the uptake of energy efficiency, sustainable heating, and rooftop solar photovoltaics (PV) by households. SURCE project will be implemented in close cooperation with local self-government units (LSGUs) in Serbia. The Project will provide Financing of Energy Efficiency, Sustainable Heating, and Rooftop Solar Investments in Residential Buildings (Component 1) for which Technical Assistance and Implementation Support will be provided (Component 2). 

The assignment includes a competitive salary and part-time engagement in an international setup.

The objective of this assignment is to provide targeted administrative and operational support to the PIU and LSGUs in order to address capacity constraints and implementation bottlenecks arising from ongoing parallel public calls, increasing workload, growing data reporting requirements, and staff turnover. The assignment will support LSGUs in improving efficiency and consistency of implementation through standardization of data processes, strengthening MS Office usage (Excel, Word), and supporting PMT rollout.

The Consultant will be responsible for guiding and supporting LSGUs by carrying out the following activities: 
· Identification and assessment of operational bottlenecks in 148 LSGUs.

· Development of standardized procedures for data collection, aggregation and reporting.

· Support in structuring and validating data.

· Monitoring quality and timeliness of submitted data.

· Support to Project Management Tool (PMT) rollout, testing and user guidance.

· Delivery of trainings, workshops and on-the-job support.

· Strengthening use of MS Excel and Word.

· Continuous clarification of procedures.

· Actively participating in the implementation process of the PMT (Project Management Tool), including testing, creating user manuals, and providing training for end-users .

· Any other duties as assigned by the Head of the PIU or the IT Expert.

The Consultant shall have the following qualifications and experience: 
· High school diploma (Secondary education).

· Good knowledge of written and spoken Serbian and English.

· Knowledge of computer, office software and web-based applications use.

· Proficiency in the MS Office package, especially MS Excel and MS Word applications (certificate/s to be provided).

· Good communication skills, both in spoken and written communication.

· Experience in preparing video, written, and spoken instructions for work, 

· Experience in preparing professional presentations.
The detailed Terms of Reference for the above referenced consulting services is posted on the official website of the Ministry of Mining and Energy at https://www.mre.gov.rs/tekst/2207/konkursi.php .
The Ministry of Mining and Energy and the Central Fiduciary Unit of the Ministry of Finance now invite eligible individual consultants to indicate their interest in providing the above services. Interested consultants must provide Cover Letter and CV representing description of qualifications, experience in similar assignments and availability of required skills (scanned diplomas to be sent with CV). Only shortlisted consultants will be invited for an interview. 
The evaluation criteria for the assignment are as follows:

· Specific Experience relevant to the Assignment                   
(60 Points)

· General experience




 
(40 Points)

The attention of interested Consultants is drawn to paragraph 3.14, 3.16 and 3.17 of the World Bank’s Procurement Regulations for Investment Project Financing (IPF) Borrowers, Procurement in Investment Project Financing Goods, Works, Non-Consulting, and Consulting Services (updated November 2020) (“the Regulations”) setting forth the World Bank’s policy on conflict of interest.  

A Consultant will be selected in accordance with the Open Competitive Selection of Individual Consultants as set out in the Regulations. The type of contract will be time-based contract.
Interested consultants may obtain further information at the address below during office hours.
Expressions of interest in English language must be delivered to the e-mail addresses below by June 8, 2026, 12:00 noon, local time.
When submitting Expressions of Interest please indicate assignment title and reference number for which you are applying.
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