Terms of Reference

Reviewing the work load of staff in light of new Strategic Plan 2016-19

Rationale: R-FPAP has developed a new Strategic Plan (SP) which is in line with the SP of International Planned Parenthood Federation (IPPF). Under this document, new strategic indicators have been assigned to R-FPAP. Also, R-FPAP has realigned the organizational structure to fit the new strategic outcomes and objectives. Therefore, a need has been identified for reviewing workload of staff to propose adequate human resource essential for achieving indicators committed with IPPF. Before hiring the additional staff, which obviously will have financial consequences in an already constrained international donor environment. It has been decided that R-FPAP will undergo a workload assessment of existing staff, through a third party. The purpose is to understand the possibilities of realigning workloads and identifying the absolute essential new staff that may be added, or proposing limiting of staff by suggesting task shifting and task sharing to the existing staff positions. 
Purpose: To carry out workload analysis of R-FPAP Head Office Sections/Departments in light of the new SP 2016-19 and suggest changes required with minimum essentially require staff and OR new staff. The work that can be handled by existing staff, with identified surplus and required staff as per new proposed realigned structure.

Process: The consultant hired for this assignment will study the new SP 2016-19 and the current functions of different Sections/ Departments as developed under the old and new SP and realignment documents. 
The consultant will hold individual interviews of CEO, Section/Department heads, meet with Senior Management Team (SMT) members, interviewing midlevel and junior staff in order to assess their actual workload. 

The draft report produced by the consultant will be reviewed by R-FPAP.

The Consultant will incorporate changes suggested by R-FPAP before submitting the finalized report. 
Deliverables: Narrative report stating methodical workload analysis along with proposition of staff in Head Office R-FPAP essential for producing deliverables committed in SP 2016-19. 
Time Period: Two weeks (starting from signing of the Agreement with the Consultant) 

Consultancy fee: PKR. 250,000/- only 
Contact Person from Rahnuma-FPAP: Mr. Asif Karim, Manager Knowledge Management, Rahnuma Family Planning Association of Pakistan, 3-A Temple Road Lahore. Ph: 042-111-22-33-66 Ext. no. 309, available at asifkarim@fpapak.org 

Deadline for the submission of Proposal: 5th November, 2017

Requested Documents: The proposal must be supported with following documents: 

· Cover letter (1 page)

· Updated profile of the individual Consultant or Company highlighting in bold text the relevant experience in carrying out such/ similar kind of assignments (Maximum 5 pages)

· 1 Sample report producing similar kind of deliverable. 

The proposal can be submitted via email or post. Please write ‘Reviewing the Workload of Staff’ in the subject line of email or on envelop.

Note: Rahnuma FPAP will have the right of disqualifying proposals with pages more than above mentioned number.
