                                                                                                                       
 CONSULTANCY FOR ADMINISTRATIVE ASSISTANCE IN ARRANGING MARINE WORKSHOP AT MALDIVES

Request for Proposal

Consultancy Type:	  Desk based Consultancy

PURPOSE OF THE CONSULTANCY: 

To perform administrative and operational tasks for organizing and arranging the Maldives Workshop scheduled for 16 -17th June, 2013. 

TASKS FOR THE CONSULTANT:

In general organize and maintain documentation for Maldives Workshop ;
Coordination with foreign delegates of 31 Indian Ocean countries with respect to arranging the Workshop
Facilitate Marine experts from Australia in preparing and imparting presentations on Harvest Control Rules, Strategy, International Law, RBM and allocation of Tuna Fisheries
Coordinate and update the developments of the Workshop with the SFI Team and WWF Network 
Maintain confidentiality of records, information and data of the participants attending the workshop.
Communicate vigilantly with the IOTC commissioners attending the workshop and coordinate with Marine Research Center, Maldives for sending invitation letters and documenting them in files; 
Coordinate with all IO country participants, consultants, experts and SFI team for booking flights and ensuring hotel accommodation
Make arrangements for meetings to be held in a hotel in Malde’, Maldives
Keep minutes of meetings of the marine Programme including Skype calls
Make travel and accommodation arrangements for the Marine Team 
SELECTION CRITERIA:
Masters degree preferably in administrative sciences with a minimum 2-3 years of relevant experience 
Proven problem-solving skills and results orientation; 
Excellent English language reading, writing and speaking skills; 
Proficient in Microsoft Office (MS Word, MS PowerPoint MS Excel etc)
Capacity to organize and maintain Senior Executive Offices


DOCUMENTS TO BE INCLUDED WHEN SUBMITTING THE PROPOSAL/PROPOSAL REQUIREMENTS:
Interested individual consultants must submit the following documents/information to demonstrate their qualifications:
Proposal: (i) Explaining why they are the most suitable for the work; (ii) Provide a brief methodology on how they will approach and conduct the work
Team / Individual CV(s)
Organization profile (in case of firm)
Work plan (based on the attached format)
Financial proposal (including fee, travel cost (if any), and other relevant expenses , based on the attached format)


Proposals with the required documents shall be electronically submitted to hrkarachi@wwf.org.pk not later than 14th June, 2013.
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