        TERMS OF REFERENCE AND SCOPE OF ACTIVITIES 
Administrative Support Assistant  
FOR
SERBIA SCALING UP RESIDENTIAL CLEAN ENERGY (SURCE) PROJECT


Background 
The Government of the Republic of Serbia (GoS) has secured financing from the International Bank for Reconstruction and Development (IBRD), which is part of the World Bank Group, to implement the Serbia ‘Scaling Up Residential Clean Energy’ (SURCE) Project, hereinafter the “Project”. The development objective of the Project is to increase the uptake of energy efficiency (EE), sustainable heating, and rooftop solar photovoltaics (RSPV) by households in participating local self-government units (LSGUs) in Serbia. An important associated objective is to reduce greenhouse gas (GHG) emissions and improve air quality thanks to achieved energy savings and reduced use of solid fuels for heating. These objectives will be achieved by two project components: 
Component 1: Financing Energy Efficiency, Sustainable Heating, and Rooftop Solar Investments in Residential Buildings, with a key focus on single-family houses (SFHs).
Component 2: Technical Assistance and Implementation Support, with the overall aim of supporting the development of scalable financing mechanisms and removing market barriers, with three subcomponents: (a) enhancing local market capacity, improving enabling environment, and strengthening public awareness; (b) technical studies informing program design and implementation; and (c) project implementation support.

Components 1 and 2 will be implemented simultaneously; together they represent USD 50 million with Component 1 being allocated the major share of loan proceeds. Investments will be financed under Component 1 and scaled up relying on the analytical insights, institutional structures, and financing mechanisms developed under Component 2. The Ministry of Mining and Energy (MoME) might provide additional funds from the government budget to expand the scope of the investments. 

The project will scale up a revised version of an existing government program, piloted in 2021, financing residential EE investments through a combination of public grants and leveraged private-sector financing. The investments under Component 1 will be financed through: (a) partial grants financed through the Project, offered by the MoME and channeled through participating local self-governing units (LSGUs); (b) partial grants offered by the LSGUs directly, in parallel with the IBRD financing channeled through the Project; and (c) household contributions, financed either from savings or borrowings (Figure 1).
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Figure 1. Structure of the Project, with the LSGU playing a pivotal role and the citizen required to pay a share of the investment
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Notes: MoME: Ministry of Mining and Energy; SFH: single-family house; LSGU: Local self-government unit.
Source: World Bank staff.

The Project became effective in December 2022 and will be implemented over a 5-year period until November 2027. The overall responsibility for implementation of the Project rests with the Government of Serbia, with the MoME acting as implementing entity. The MoME will establish a Project Implementation Unit (PIU) to carry out the day-to-day activities of Project implementation. The PIU will coordinate closely with the MoME as well as the World Bank energy team responsible for the Project implementation on IBRD side. SURCE implementation will be also facilitated by the Administration for Energy Efficiency Financing and Promotion (hereinafter Energy Efficiency Administration, EEA) which has a coordinating role for clean energy and energy efficiency programs across government.
The Ministry of Finance (MoF) will provide SURCE Loan Agreement oversight and serve as the financial guarantor for all IFI-funded projects. The Central Fiduciary Unit (CFU), housed within the Ministry of Finance, will assist the SURCE PIU in the implementation of the financial management arrangements of the Project including planning and budgeting, accounting, financial reporting, flow of funds (including disbursement), internal controls, and external auditing, ensuring that these activities are carried out in line with the World Bank procedures.
The MoME intends to engage a consultant to take on the assignment of a Administrative Support Assistant in the PIU (hereunder the Consultant).  A part of the proceeds of the IBRD loan will be used for financing the proposed consultancy assignment. These Terms of Reference define the scope of activities and responsibilities of the Consultant. 
Objective of the assignment
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.

Scope of Work
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.
Reporting 
The Consultant will report to the Head of the PIU under the MoME and will coordinate closely with the other Experts of PIU and maintain regular communication with the project team. 
Assignment duration 
The Consultant shall provide part-time service up to 10 days per month for the life of the Project, i.e. until November 30, 2027, with a probationary period of six (6) months. The Consultant shall deliver all the needed support at the daily rate that will be dependent on the qualifications, as well as approved project budget. The Consultant shall not be involved in another assignment that represents a conflict of interest to the prevailing assignment
Qualification Requirements
The nominee for the position should possess the following qualifications:     
· 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.
Evaluation criteria
The candidates will be evaluated applying the following evaluation criteria: 
1. General experience					( 40 Points)
1. Specific Experience relevant to the Assignment	( 60 Points)
Expected Outputs
· Improved standardized data practices
· Better quality and timeliness of LSGU data
·  Functional PMT support
· Delivered trainings and support for 148 LSGUs
· Developed guidance materials
· Continuous operational support to PIU and LSGUs
Input by the MoME
The MoME will provide the Consultant with complete office infrastructure, the required equipment, and access to any documentation and information necessary for the performance of his / her tasks. 
Procurement Regulation
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) 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 World Bank’s Procurement Regulations. The type of contract will be time-based contract.   
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