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TERMS OF REFERENCE
(INDIVIDUAL CONSULTANT)
PROCUREMENT ASSISTANT

Institution: Airports of Mauritius Co. Ltd. (AML)

Country: Republic of Mauritius

Project: Rodrigues Airport Project

Project ID: P180266

Loan/Grant: IBRD Loan No. 95910-MU / EU Grant No. TF C4650-MR
Duty Station: Airports of Mauritius Co. Ltd. (AML)

1. BACKGROUND

The Government of Mauritius has received financing from the International Bank for
Reconstruction and Development (IBRD) and a grant from the European Union toward
the financing of the Rodrigues Airport Project. The Project is implemented by Airports of
Mauritius Co. Ltd. (AML), in close coordination with Airport of Rodrigues Ltd. (ARL), the
Rodrigues Regional Assembly (RRA), the Ministry of Finance, and relevant aviation,
environmental, tourism, water, agriculture and fisheries institutions.

The Rodrigues Airport Project aims to improve air transport access and enhance the
climate resilience and productivity of Rodrigues Island. Located approximately 560
kilometres east of Mauritius, Rodrigues depends heavily on air connectivity for social and
economic integration, tourism development, access to essential services, movement of
people and goods, and emergency response. The existing Plaine Corail Airport is
constrained by a short runway, limiting the type and range of aircraft that can serve the
island and restricting opportunities for direct regional and international connectivity.

The Project is a comprehensive infrastructure and sustainable development initiative with
a total financing envelope of approximately US$200 million, including a US$184 million
IBRD loan and a European Union grant of approximately €15.69 million. The primary
investment is the construction of a new 2,100-metre runway and associated facilities at
Plaine Corail Airport, suitable for Airbus A321 Neo-type aircraft or similar. The Project also
supports aviation sector reforms, sustainable tourism, water management, food security,
fisheries, agriculture, climate resilience, and project implementation capacity.

To support procurement functions under the Project, the Project Implementation Unit
requires a Procurement Assistant to assist the Procurement Specialist and Senior
Procurement Specialist in carrying out procurement activities in accordance with the

Official Use Only



World Bank Procurement Regulations, applicable Government of Mauritius requirements,
and the Project’s agreed procurement arrangements.

2. PROJECT DESCRIPTION

The Rodrigues Airport Project seeks to improve air transport access, enhance operational
safety, and strengthen climate resilience and productivity on Rodrigues Island. The
Project Development Objective is to improve air transport access and enhance the
climate resilience and productivity of the island of Rodrigues. With the assistance of the
Rodrigues Regional Assembly, the Project also supports the Sustainable Integrated
Development Plan for Rodrigues by strengthening the local food system, supporting
improved water management, and promoting the sustainable development of the tourism
sector.

The Project includes five components:

Component 1 — Infrastructure Development. This component finances the
construction of a new runway and associated airport infrastructure at Plaine Corail Airport.
The works include a new 2,100-metre runway, safety areas, taxiways, apron expansion,
aircraft parking stands for Code C aircraft, airfield ground lighting and control systems,
floodlighting, ground power units, navigational aids, stormwater drainage, access roads,
perimeter and service roads, fencing, landscaping, power and water supply systems,
sewerage treatment facilities, a new control tower, rescue and firefighting facilities, a boat
house, ramp and jetty, meteorological building, quarantine building, and related facilities.

Component 2 — Technical Assistance for Project Implementation and Sector
Reforms. This component supports aviation sector development and project
implementation, including consultancy services, studies, equipment, training,
implementation support, environmental and social management, and institutional
capacity building for AML, ARL, and relevant Government institutions.

Component 3 — Support Rodrigues’ Sustainable Integrated Development with a
Particular Focus on Access to Water and Food Security. This component supports
strengthening of the local food system, agriculture and fisheries, improved water
management, and sustainable territorial development on Rodrigues Island.

Component 4 — Supporting the Sustainable Development of the Tourism Sector in
Rodrigues. This component supports tourism promotion and investment attraction, skills
development, support to micro-, small- and medium-sized enterprises, and sustainable
tourism infrastructure, including site improvements, trails, signage, and other activities
linked to Rodrigues’ positioning as a sustainable island destination.

Component 5 — Contingent Emergency Response. This component facilitates access
to rapid financing by allowing the reallocation of uncommitted project funds in the event
of an eligible crisis or emergency.
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AML is the executing agency responsible for overall project implementation. The Project
Implementation Unit is being established to manage technical, procurement, financial
management, monitoring and evaluation, environmental and social, and contract
management responsibilities. Given the scale and complexity of the procurement
portfolio, including major civil works, consultancy services, goods, non-consulting
services, and capacity-building activities, additional procurement support is required to
ensure timely, compliant and well-documented procurement processing.

3. OBJECTIVE AND SCOPE OF WORK

The Procurement Assistant is to support all activities and procedures related to the
procurement of goods, works, consulting services and non-consulting services under the
specified threshold and act as an understudy to the Procurement Specialists and Sr.
Procurement Specialist, providing support in procurement operations, ensuring
compliance with policies and timely delivery of procurement activities. The Assistant will
progressively assume more responsibility under supervision to support the project’s
procurement needs.

4. KEY RESPONSIBILITIES

The Procurement Assistant will handle procurement activities under supervision, of the
Procurement Specialist.

The Assistant will support and assist the Sr. Procurement Specialist with procurement
activities and procedures as described in the Project Operations Manual (POM) and the
World Bank Procurement Regulations.

5. RESPONSIBILITIES / ACTIVITIES
Procurement Support

e Assist in the preparation and publication of procurement notices, bidding
documents, evaluation reports, and contract documentation under supervision.

e Support coordination and communication with bidders, consultants, and suppliers,
including maintaining correspondence and clarifications.

e Prepare and update the Project’s Annual Procurement Plan using STEP.

o Assist with organizing bid opening sessions, evaluation meetings, and negotiation
documentation.

e Prepare the minutes of the Evaluation Committee meetings.

e Maintain updated procurement records, databases, and filing systems according
to project and donor requirements.

e Assist in updating the STEP system with procurement activities and contract
management information.

e Support preparation and tracking of contract awards, notifications, and contract
signing processes.
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e Assist in monitoring contract implementation and delivery schedules in
coordination with contract managers and project staff.

o Ensure timely receipt of the Goods and consultant’s monthly status reports;

o Establish a central procurement filing system, and ensure all related documents
are included in the respective files and recorded in STEP.

e Upload all the post review process in the STEP immediately after the stage has
occurred.

o Help prepare regular procurement status reports and inputs for progress reports
to project management and donors.

e Assist in monitoring the World Bank’s response time on issuing “No Objections” at
different levels of the procurement process and follow-up accordingly;

e Help in coordinating the response to the queries and communicate the results of
the evaluation process to the bidders;

e Assist in establishing a Project procurement filing system and ensure that all
related documents are included in the respective files;

e Assist in preparing the final contracts and ensure timely distribution of all relevant
procurement and contract documents.

o Establish a register of qualified suppliers and consultants and periodically update
per project advertisements and consultant request.

e Provide guidance to the Evaluation Committee in terms of evaluation report.
preparation to meet WB requirements in terms of contents.

Administrative Support

e Maintain and organize procurement documentation and ensure records are
complete and audit ready.

e Provide logistical support for procurement-related meetings, workshops, and
trainings.

e Support project staff and PIU Tender Committees in procurement-related capacity-
building activities and training coordination.

Compliance and Coordination

e Help ensure procurement activities comply with World Bank, Airports of Mauritius
Co. Ltd and Government of Mauritius policies and regulations.

« Liaise with internal and external stakeholders to facilitate procurement processes
and resolve operational bottlenecks.

e Assist in responding to audit queries and information requests from oversight
bodies.
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6. KEY OUTPUTS / DELIVERABLES

o Timely and accurate procurement documentation and filing.

o Updated procurement activity logs and STEP entries.

e Support procurement progress reports and quarterly updates.

o Assistance in organizing pre-bid meetings, bid openings, and evaluation
processes.

o Coordination support for contract award and contract management activities.

o Administrative and logistical support for procurement capacity building sessions.

7. KEY PERFORMANCE INDICATORS (KPIs)

To measure the Procurement Assistant’s effectiveness and contribution, the following
KPIs will be monitored:

KPI Target / Description

Timely update of STEP 100% of procurement activities updated within 3
system business days after each milestone

Procurement documentation Less than 2% errors or omissions in procurement

accuracy documents submitted for review
Procurement notice | 100% of notices published on time as per procurement
publication plan

o : : I
Support for bid evaluation 1(.)0./0 of bid eva'luatl_on support activities completed
within scheduled timelines
, 95% of contract award inputs completed within 5
Contract award processing . rr

business days of notification
Respond to bidder and stakeholder queries within 2

Responsiveness to queries :
business days

Training participation Atteqd all scheduled procurement capacity-building
sessions
Zero instances of non-compliance with World Bank

Compliance adherence
procurement rules
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8. QUALIFICATIONS AND EXPERIENCE
Academic Qualifications

o Abachelor’s degree (or higher) in Business Administration, Public Administration,
Procurement, Project Management, Supply chain Management, Engineering,
Economics, Law, or a related field would be considered an asset.

e Adiploma or certificate in Procurement or Contract Management is an asset.

General Experience

o At least five(5) years (at a similar or higher level) preferably in Procurement or in
business management, project management, Contract Management or related
areas.

Specific Experience

o Atleast 2 (two) years of experience in procurement as a Procurement Assistant.

o Familiarity with World Bank or other international financial institution procurement
policies and procedures is preferred.

o Experience with e-procurement systems, such as the World Bank’s STEP platform,
will be an advantage.

e Good organizational and communication skills; ability to manage multiple tasks
and maintain accurate records.

e Fluency in English is a requirement, and good level in French language is
desirable.

e Work experience in similar projects financed by international multilateral
institutions in a similar position, will be a definite advantage.

e Experience in the procurement for building/civil projects, including bid documents,
opening and evaluating bidders' proposals, negotiating and managing contracts;

8. REPORTING RESPONSIBILITY

The Procurement Assistant shall report directly to the Procurement Specialist. He/She will
work closely and be supervised by the Procurement Specialist, Project Manager, or their
duly appointed designate, and shall work in close coordination with the Senior
Procurement Specialist, and other project staff within AML and the Project Implementation
Unit.

10. SALARY RANGE

To be determined in accordance with the Project’s approved staffing plan, applicable local
market conditions, qualifications and experience, and the relevant procedures of the
implementing agency.
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11. DURATION

The contract will be for an initial period of 24 months with the possibility of renewal based
on satisfactory performance and project continuation. Annual performance assessment
will be conducted for this position to review the performance level of the Procurement
Assistant. The contract can be renewed subject to satisfactory performance and
availability of funds.

12. PROBATIONARY PERIOD

The Procurement Assistant role includes a probationary period of six (6) months during
which performance and fit will be evaluated. Successful completion will lead to
confirmation of employment and continued engagement for the contract duration.

13 Form of submission of applications:

Applications along with CVs accompanied by other supporting documents (letter of
motivation, certificates of qualifications and minimum of 3 references) should be sent to
the following e-mail address: recruitment@aml.aero

14. Local Taxes

For information concerning any local taxes payable, the contact details for the Mauritius
Revenue Authority (MRA) are as follows:

Telephone: +230 207 6000
Fax: +230 207 6053

E-mail: headoffice@mra.mu
Website : http://www.mra.mu
15.  Work Permit

For information on any work permit that may be required, contact details for the Economic
Development Board (EDB) and the Passport & Immigration Office (P1O) respectively are
as follows:

a. Economic Development Board
Telephone: +230 203 3813
Fax: +230 210 8560

E-mail: op@edbmauritius.org
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Website links : https://edbmauritius.org/work-live and
https://residency.mu/work/professional-employed-in-mauritius-by-a-multinational-or-a-
local-company/

b. Passport & Immigration Office
Telephone: +230 260 2073

Fax: +230 210 9322

E-mail: piomain@govmu.org

Website: https://passport.govmu.org/passport/
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