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	STATEMENT OF WORK FOR CONSULTANCY SUPPORT

	
	Operations and Support Programme Office (OS-B)

	
	Consultant - Technical Expert Engineering, Base Services and Admin Support

	
	CLT No. CO26031
	

	Expertise level
	III
	|
	Duration [footnoteRef:1] [1:  Shall not normally exceed a period of 3 consecutive months and shall under no circumstance exceed 12 consecutive months.] 

	12 Months
	|
	Duty Location
	SACEUR AOR and NAC approved missions locations and/or NATO countries[footnoteRef:2] [2:  Precise duty location will be specified in the contract.] 


	
	
	
	
	



BACKGROUND
Operations and Support Programme Office (OS) provides Logistic Support to the NATO Coalition Forces to deliver a standing capability to meet Integrated Logistics Support Services requirements during deployments, operations and training exercises. This support includes the provision of camp site supervision and contract monitoring when projects are under development and/or implementation.

SUMMARY
The Consultant will be assigned to the OS Programme, in particular the OS-B Branch (OS-BE Project Execution Section), to perform and execute mainly Engineering, some Base Services, and Administrative Support to the different Programme sites in accordance with the customer tasking within the Area of Operations (AO). 
Main area of activities shall be onsite military camp Engineering Operation and Maintenance support, and other ad ’hoc activities as necessary. The candidate shall be deployed on site 75% of the calendar year.
More precisely, he/she is responsible for carrying out the following tasks and functions: 
MAIN DELIVERABLES/SCOPE OF WORK
· Assist customer in defining and writing Statement of Requirement.
· Prepare, write, and review Statements of Work (SOW) which fully define the materiel or services requested.
· Coordinate with Procurement Team the related Requests for Proposals (RFPs) and local/International bidding process.
· Participate and coordinate the RFP technical evaluation and selection process.
· Monitor contractors’ onsite SOW execution and performance.
· Ensure that technical contractual conditions are fulfilled and propose corrective actions as required. 
· Participate in the development and implementation of a Quality Assurance surveillance plan. 
· Perform daily contractor surveillance, and quality control. 
· Evaluate contractor monthly performance data.
· Issue Non-Conformity Report when applicable, and monitor contractor CAPA (Corrective and Preventive Actions) completion.
· Regularly report activities to the hierarchy.
· Preparing regular correspondence, presentations, reports, and statistics.
· Attend and chair meetings when required.
· Monitor and manage the typical military camps Engineering Technical Operation and Maintenance (O&M) following contracts:
-Power Production O&M.
-Water Purification System and Distribution Network O&M.
-Waste Water Treatment Plant and Collection Network O&M.
-Waste and Hazardous Material Collection and Disposal.
-Road and Grounds Maintenance.
-Building Facility and Infrastructure Maintenance.
-Airfield, Helipad, and Runway Maintenance.
-Rental of Asset, such as containers, portable Heaters and Coolers.
-Minor New Work, Minor Construction and Refurbishment Project.
· Review and submit reports and analyses in support of existing or proposed projects. 
· Provide specialist expertise in support of NATO and national in-theatre operations.
· Assisting the development and implementation of Quality Assurance (QA) and Risk Management (RM) activities and online tools. 

ADDITIONAL SUPPORT REQUIRED
· Base Services Requirement - Monitoring contractor performance to ensure technical conditions associated with the delivery of Base Services (BS) are fulfilled. 
· Those BS typically are, but not limited to: Soldiers Billeting and Accommodation, Cleaning of offices, Morale and Welfare Gym O&M, camp Property Accounting management, Laundry services, Vector control, and Vehicle Rental services.
· Administrative Support Requirement - to the NSPA Office’s activities.
· Performing clerical work such as, but not limited to maintaining filing systems, managing document registration, performing proofreading and ensuring the correctness and format of outgoing correspondence.
· Preparing, drafting, verifying and disseminating the agendas, documents, presentations, and decision sheets.
· Coordinating with the relevant offices NSPA personnel travel / transportation / deployment in-processing / visas / leave / travel.
· Gathering cost data for the compilation of budgetary forecasts in regards to the NSPA Office, activities, and services.
· Executing other related tasks as required in peacetime and any other appropriate tasks assigned in times of crisis or war. 

ESSENTIAL QUALIFICATIONS AND EXPERIENCE
· Bachelor and/or Master in an Engineering University degree.
· Experienced in mechanical, or electrical, or civil engineering or maintenance disciplines or facility management.
· Proficiency in technical report writing.
· Experience in the administration of contracts and in project management.
· Experience in Risk Management.
· Experience in Quality Control and Quality Assurance.
· Awareness of ISO 9001 principles.
· Experience working in deployed location and in austere conditions.

DESIRABLE QUALIFICATIONS AND EXPERIENCE
· ISO 9001 Internal auditor qualification.
· Experience in technical management of NATO projects and/or similar experience.
· Good knowledge of information systems at end-user level with good experience in using Microsoft software packages (Word, Excel, Power Point), Microsoft Project, and AutoCAD.
· Ability to express himself/herself, orally and in writing proficiently.

LANGUAGE QUALIFICATIONS
· NATO's two official languages are English and French.  The work of this consultancy post is mainly conducted in English; therefore, fluency in that language is essential and a beginner knowledge of French is desirable.
PERSONAL CHARACTERISTICS
· All personnel working for NSPA are expected to conduct themselves in accordance with the current NATO Code of Conduct agreed by the North Atlantic Council (NAC), and thus display the core values of integrity, impartiality, loyalty, accountability, and professionalism.
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