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REQUEST FOR PROPOSALS
FOR
CONSULTANCY SERVICES FOR THE REVIEW OF JOB APPLICATIONS, PREPARATION OF SHORT LISTING REPORT AND FACILITATION OF INTERVIEWS OF CANDIDATES FOR THE POSITION OF ASSISTANT SECRETARY GENERAL IN CHARGE OF PROGRAMS AT THE SECRETARIAT:
September 2022
DEADLINE OF SUBMISSION: 12TH OCTOBER 2022 AT 15.00 HOURS.
RFP Ref: CS/ADMN/PROC/22/09.1/SM
1. Background

The Common Market for Eastern and Southern Africa (COMESA) is a Regional Economic Community comprising of twenty-one (21) Africa States which agreed to promote regional integration through trade and investment for the benefit of all its people. More information can be obtained from the website http://www.comesa.int/.
The Secretariat advertised for an Executive Management position of Assistant Secretary General responsible for Programmes which will fall vacant at the beginning of 2023. The Secretariat has received a number of applications from the COMESA Member States. 
The COMESA Secretariat now wishes to contract an international Human Resource Recruitment Agency/Management Consultancy firm to, among others, conduct the short listing of five (5) best candidates; assist in the preparation of interviews (oral and written); facilitate the interview process; prepare the interview report and present the same to the COMESA Policy Organ meeting scheduled to meet in November 2022. 
2. Terms of Reference for the consultancy services
The contracted Agency/Firm shall perform as per the following Terms of Reference: 

(i) review all the applications received by the Secretariat;

(ii) prepare a Summary of Applications in the format to be provided by the Secretariat;

(iii) evaluate each candidate’s application as per the call for application for the post of Assistant Secretary General (Programmes);
(iv) score each candidate and rank them based on the criteria in the call for application; 
(v) ensure that only one (1) candidate from one (1) Member State is shortlisted. In cases where two (2) or more candidates from one Member State are found to be qualified for the post, the best candidate among the candidates should be short listed; 
(vi) prepare a short-listing report and make recommendations to the Secretary General with comprehensive justifications and rankings for all candidates (shortlisted or not shortlisted); 
(vii) Shortlisting Report should recommend the five (5) best evaluated candidates to be invited for interviews; 

(viii) submit the short-listing report, duly signed, within seven (7) calendar days of signing the contract;
(ix) once the report is approved, prepare both oral and written interview questions and possible responses, and invite the candidates for the interviews accordingly;

(x) administer psychometric tests and written interviews;

(xi) provide Secretarial services to the Selection Panel that will be facilitate the oral interviews; 

(xii) prepare the interview report and have it signed by members of the Selection Panel; and

(xiii) present the interview report and recommendations to the Council of Ministers among others. 
3.
Eligibility of Consultants 

This Request for Proposals is open to reputable international Human Resource Recruitment Agencies/Management Consulting firms which have sufficient experience in recruitment and selection to undertake this high-level recruitment. The Agencies/ Firms should be registered and operational outside the COMESA region but within Africa. 
Any bid from Agencies/firms domiciled in any of the COMESA Member States or outside Africa shall not be considered.
In addition, the Agencies/ Firms should provide signed statements or documentary evidence to certify their eligibility.  Documentary evidence for eligibility shall include: 

(i) certified copies of the bidder’s certificate of business registration, certificate of incorporation, business license or similar document; 

(ii) certified copies of the bidder’s tax registration, tax clearance certificates or similar document; 

(iii) a signed statement that the bidder does not have a conflict of interest in relation to this assignment; 

(iv) a signed statement that the bidder has not been convicted of any criminal offence relating to professional conduct or the making of false statements or misrepresentations as to its qualifications to enter into a procurement contract within a period of three (3) years preceding the commencement of procurement proceedings; 

(v) a signed statement that the bidder is solvent and not in receivership, bankrupt or wound up, and that its affairs are not administered by a court or a judicial officer, or its business activities suspended or the subject of legal proceedings for any of the foregoing; and
(vi) a signed statement that the bidder is not debarred from participating in procurement.
4. Deliverables

At the end of the assignment, the Agency/Firm is expected to have delivered the following:

(i) a final Shortlisting Report, containing a shortlist of not more than five (5) best evaluated candidates for the post who will be invited for interviews; 
(ii) prepare oral and written interviews questions and possible responses and administer psychometric tests; 
(iii) an Interview Report, containing the recommendations of the Selection
panel for the suitable candidate for the post; and
(iv) present the interview Report to the Council of Ministers.
5. 
Accountability and Responsibilities
i. COMESA Secretariat

 The Secretariat will provide the following documents to the Agency/Firm:


(a)
All the applications received from Member States;

(b)
Call for Application for the advertised post;

(c)      COMESA Staff Rules and Regulations; 

(d)      Staff Rules and Regulations (Executive Management);
(e)
The Recruitment and Selection Manual; and 
(f)
Member States in Sanctions Bracket.

ii. The Agency/Firm 
The Agency/Firm shall undertake the assignment with the utmost confidentiality, professionalism and due care. They shall also be required to sign a non-Disclosure agreement.
6.
Commencement and Completion of Work
The assignment is expected to commence within five (5) days from the date of contract signing by both parties.
The assignment will be completed once the Interview Report has been presented to the Council of Ministers. 
The work schedule including reporting will be discussed further and shall be agreed upon after signing of the contract.
7.
Pricing
The all-inclusive pricing should be quoted in United States Dollars and shall remain fixed and non-negotiable during the duration of the contract. 
8.
Criteria for Evaluation of Agencies/Firms
Bidders are invited to provide the best Technical and Financial proposals.  The evaluation shall be based on the following criteria:
(i) the overall responsiveness and quality of the proposal;

(ii) clear demonstration of an understanding of the work to be performed;

(iii) ability of the Agency/Firm to perform the required services;

(iv) the experience and reputation of the Agency/Firm as represented in the response and the quality of the references; and
(v) cost of services.

Fees and expenses will be a particularly important factor when all other evaluation criteria are relatively equal. This is only applicable to Agencies/ Firms that will proceed to the next stage after the technical evaluation.
The Technical proposal will be assigned a weight of 80% and the financial proposal will be weighted at 20% using the Cost Quality Based Selection (CQBS) method.

	
	Evaluation Criteria
	Percentage Points                     

	1
	Agencies/Firms understanding of Client’s requirements
	20

	2
	Approach and methodology
	25

	3
	Specific Experience of the Agencies/Firms in carrying out similar assignments 
	30

	4
	Qualifications and Experience of proposed team 
Team Leader                                15marks
Support Experts                            10marks
	25

	
	Total
	100


9.
Experience of the Firm/Agency
The Firm/Agency should have the following experience: 

i. a minimum of ten (10) years’ experience in Human Resources consultancy/recruitment services and must have facilitated similar high-level recruitments at regional or continental level. Evidence of at least two copies of such contracts should be submitted;
ii. demonstrable experience of having facilitated similar high-level recruitments; and
iii. demonstrated capacity with respect to adequacy of personnel.

10.
Qualification and experience of the Team 
The proposed team should consist of a Team leader and a minimum of two (2) senior support experts with the following qualifications: 
i. the Team Leader should have at least a master’s degree in Human Resources Management, Organizational Development, Industrial Psychology or a related social science field, with a minimum of fifteen (15) years directly related experience. A Phd in the relevant disciplines will be an added advantage;
ii. the Support Experts should have at least a master’s degree in Human Resources Management, Bachelor of Commerce or Business Administration with a specialization in Human Resource Management or a related social science field, with a minimum of seven (7) years in Human Resources or related consultancy work; 
iii. proof of having undertaken similar assignments is critical; 
iv. submission of Curriculum Vitae (CVs) of the Team Leader and the senior support experts should clearly indicate similar assignment undertaken; and
v. written confirmation that Team Leader and the Support Experts have understood the Terms of Reference for the assignment. 
11.
Submission of Applications
The bidder shall submit both technical and financial proposals online by email, in a pdf format to the following email: recruitasgp@comesa.int copy to: DBanda2@comesa.int. Physical deliveries shall not be accepted. Bids should be addressed to the following: 
THE CHAIRMAN – PURCHASE COMMITTEE
COMESA SECRETARIAT

BEN BELLA ROAD

P.O BOX 30051

LUSAKA, ZAMBIA

Tel: 260 211 229725 - 32
Attention: Mr. Dumisani M. Banda
NOTE: Proposals from Firms/Agencies shall be considered unsuitable and shall be rejected at the technical stage if they do not respond to important aspects of the Terms of reference and/or fail to achieve a minimum technical score of 70%.  
Only proposals that obtain a minimum technical score of 70% shall be considered for the Financial Evaluation. 

The selection method to be used is the Cost Quality Based Selection (CQBS) using the 80/20 rule. 
12.
Closing date of the tender
Tenders must be submitted to the COMESA Secretariat by email on or before 12th October 2022 at 15:00 hours LUSAKA TIME.

13.
Award of Contracts
COMESA reserves the right to wholly or partially reject or award the contract to any bidder and has no obligation to award this contract to the lowest priced proposal.
14.
Queries/Clarification and request for additional information 
Queries related to this tender shall be submitted in writing to the Director of Human Resource and Administration on DBanda2@comesa.int within ten (10) days prior to the closure of this request for proposal. The responses to the queries/clarification will be made within eight (8) days before the deadline for submission. 

15.
Validity of the bid 
The bid shall remain valid for a period of three (3) months from the deadline for submission. 
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