
 

 

Short Term Individual Consultants 

********************** 
REQUEST FOR EXPRESSIONS OF INTEREST 

FOR  THREE (3) INDIVIDUAL CONSULTANTS 

 

AFRICAN DEVELOPMENT BANK 

(www.afdb.org) 

 

Headquarters – Abidjan (Cote D’Ivoire) 

Senior Vice President’s Complex 

5 Avenue Joseph Anoma 

01 B.P. 1387, Abidjan 01 

Cote d’Ivoire 

E-mail: t.abimbola@afdb.org 

 

 

Title of the assignment: Initial Scoping, Need Evaluation for Internal Service Level Standard (ISLS) 

for Service Delivery in Support Of the Delegation of Authority Matrix (DAM). 

Brief description of the Assignment: the goal of the assignment is to carry out a need assessment,  

conduct scoping exercise to determine different shared processes, tasks and services delegated and  

carried out within the Bank. It is also to determine measurable service variables that can be evaluated  

as fundamental to improving various performance factors. 

Department issuing the request: SVP Complex 

Place of assignment: Abidjan 

Duration of the assignment: Six (6) months 

Tentative Date of commencement: 15th December, 2016 

Deadline for applications: 7th December, 2016 

Applications to be submitted to: t.abimbola@afdb.org; kindly CC: f.avwontom@afdb.org, 

s.akpiti@afdb.org and requests for clarifications may be sent to: t.abmbola@afdb.org 
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TERMS OF REFERENCE FOR AN INDIVIDUAL CONSULTANTS 

FOR INITIAL SCOPING AND NEED EVALUATION FOR INTERNAL SERVICE LEVEL 

STANDARD IN SUPPORT OF THE DELEGATION OF AUTHORITY MATRIX 

 
 

 1. INTRODUCTION AND BACKGROUND  

1.1. Introduction  

The African Development Bank (the Bank) is a triple ‘A’ rated (AAA) multilateral development 

finance institution with a US$103 billion authorized capital base (December 2014). As the premier 

development organization in Africa, the Bank is committed to the continent’s growth and 

development. Its mission is to contribute to the economic development and social progress of its 

regional member countries, mobilize resources to finance development projects, and promote 

economic integration on the continent. The Bank comprises 54 African member countries and 26 non-

regional member countries. It has established cooperation ties with an extensive network of 

international development partners, and enjoys a very good reputation on the capital markets. The 

President of the African Development Bank (AfDB) is the Chief Executive Officer (CEO) and 

Chairman of the Board of Directors. The President is supported by the Senior Vice President, seven 

(7) Vice-Presidents and other managers of the Institution officially in the Senior Management 

Coordination Committee. The Office of the Senior Vice President is responsible for ensuring that work 

processes are efficiently carried out, coordinated and satisfactorily delivered. 

1.2. Background  

 

As part of the Bank’s continuing efforts to streamline its processes, improve, service delivery and 

business level performance; the Institution is seeking to develop an internal service level standard to 

support the implementation of the delegation of authority matrices (DAM). Internal Service Level 

Standard (ISLS) is an important tools for ensuring that different units within the Bank to whom 

authority has been delegated for specified processes are systematically enabled to deliver such 

activities in a timely manner, resolve challenges efficiently and satisfactorily. ISLS is also an 

important means of monitoring, evaluating and reviewing the level of internal collaboration that is 

vital to ensuring continuous improvement to the delivery and business level performance. In this 

context, ISLS serves as a means of improving collaborative effectiveness in the delivery of services 

between various units within an organization. It can therefore be explained as an agreed standard level 

internally negotiated to ensure a seamless implementation of different processes, and tasks 

systematically. Such standard would enable the Bank to deliver its services efficiently and effectively. 

For this purpose, ISLS is an essential tool for ensuring that all users of different services know what to 

expect, what has to be achieved at an agreed time frame and at what cost. In practical terms, it 

facilitates the specification and predictability of outcome of services, smoothen process and speed up 

operations performed within the Bank. At the Business delivery level, having an ISLS agreement has 

been shown to be advantageous in the process of linking attainable service level to match 

organizational objective, goals and priorities, while ensuring better internal communication among 

staff. 

 

 

 



 

2. NATURE AND GOAL OF THE CURRENT ASSIGNMENT  

 

2.1. Nature of the Project  
The assignment is the initial phase of a broader project for creating service level standard and 

negotiating the necessary agreement for its implementation in the context of the Bank’s Delegation of 

Authority Matrices (DAM). Service Level Standard is a crucial tool for supporting Service Level 

Standard necessary to facilitate the interaction across complexes and between the Regional and 

Country Offices (COs) and the Bank’s Headquarters’ (HQs). The broad objective of this phase in the 

creation of ISLS is to carry out need assessment, scoping the whole project, addressing ‘soft’ issues of 

identifying different processes, services performed by relevant complexes; and to engage with Bank 

staff in developing the ISLS. Furthermore, this stage of the assignment include a qualitative research 

to solicit feedback from all Bank staff and drafting of initial work programme for the ISLS.  

 

2.2 The Goal of the Current Assignment  
The goal of the First Phase of the project assignment is to carry out a need assessment, conducting 

scoping exercise to determine different shared processes, tasks and services delegated and carried out 

within the Bank. It is also to determine measureable service variables that can be evaluated as 

fundamental to improving various performance factors such as: 

(i) Timeliness;  

(ii) Procedural compliance;  

(iii) Availability;  

(iv) Perceived quality;  

(v) Cost efficiency.  

The Consultants will assist the Office of the SVP, through its Front Office, with the initial need 

assessment and scoping of the Service Levels, continuing with the development of Concept Note and 

the actual SLS for the Bank. 

 

2.2. The Core Task of the Assignment  
The core activities in this assignment is the Phase I task which include, identifying specific processes 

and services provided by the various units delegated to perform them as outlined in the DAM. The 

second part of the assignment entails the development of different taxonomy of task carried out by 

different units and the interrelationships between them. Third aspect of the deliverable is an outline of 

work programme for developing a Bank-wide ISLS. The Scoping and conceptual outline is the fourth 

aspect of the assignment to be carried out. 

 

 

3. MAIN TASK: ACTIVITIES AND DELIVERABLES  

 

3.1 Main Activities  
Achieving the objectives of this assignment, entails the completion and submission of an Initial need 

assessment and scoping report for the Bank’s SLS.  

The main activities for the consultants include, but are not limited to:  

(i) Identification of the different service levels within the Bank;  

(ii) Development of taxonomy for delegated activities and the units responsible for providing them;  

(iii) Interviews with different service provide to gauge their perspectives on how best to perform their 

task better and to seek their buying-in;  



(iv) Scoping to identify different services highlighting expectation and needs as well as current service 

relationships;  

(v) Identify any existing standard commitments and other relevant concepts within the Bank;  

(vi) Producing any other document that may be assigned by the Task Manager;  

(vii) Write a full report of the activities, findings and recommendations based on the investigation.  

 

3.2. Deliverables  
The consultants are expected to submit an (i) Inception, (ii) Preliminary drafts and (iii) Final reports. 

The Inception Report shall be submitted within twenty (20) working days of signing the contract. It 

shall include a detailed work plan for the assignment as well as perceived challenges to be addressed 

in order to carry out the work to the satisfaction of the Bank. It shall also include the consultants’ 

expectations and requirements from the Bank to facilitate his/her work.  

 

The Preliminary Drafts shall include an outline of all necessary documentations, analysis, required 

items from the Bank. This is to be presented not later than two (2) months after the inception report. 

The draft Final Report shall be a full report of the need assessment, scoping and work programme for 

the larger project within which the ISLS is situated. This report shall be presented not later than Seven 

(7) weeks after the preliminary draft reports. The Task Team will meet with the consultants to provide 

comments on the Draft Final Report. The Final Report shall be finalized, taking into account the 

Bank’s comments and submitted not later than Three (3) weeks following submission of the 

Preliminary Draft Final Report.  

 

4. PROPOSED METHODOLOGY  
(i) Review of the Bank’s Delegation of Authority Matrices (DAM) to identify specific process, tasks 

and services that are provided across different units within the Bank;  

(ii) Extensive review of the only existing ISLS currently available within the Bank (the CSVP ISLS);  

(iii)Carry out scoping interviews using ‘semi-structured’ qualitative interviews with relevant units 

within the Bank; recording the processes and tracing the interfaces;  

(iv) Write up the findings from the scoping interviews with specific recommendations on way 

forward;  

(v) Produce draft Concept Notes for the ISLS.  

 

5. REPORTING REQUIREMENTS AND THE SCHEDULE FOR DELIVERABLES 

The following reporting standards will be adhered to: 

a) An inception report detailing the methodology and timeline to undertake the assignment, 

followed by monthly progress reports detailing advancement versus initial objectives, as well as 

issues encountered which require remedial action by the Bank for deadlines to be adhered to; 

b) Inception and progress reports will be submitted in PDF by email. Final reports, once cleared by 

the Bank shall be delivered in five (5) CD ROM or USB drives; 

c) The inception report is expected 7 calendar days after mobilization of the team; monthly reports 

are expected no later than the fifth day of each month and ideally before; 

d) Reports will be sent to: 

 Temi ABIMBOLA, Lead Advisor to the Senior VP/Head of TMT t.abimbola@afdb.org 

 Felicia AVWONTOM, Transformation Management Office, f.avwontom@afdb.org; and  

 Sadikou AKPITI, Transformation Management Office, s.akpiti@afdb.org 
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6. ADMINISTRATION AND REPORTING  
The assignment will be implemented under the overall guidance of the SVP who will be responsible 

for approving the work program. The consultants will work directly with the Task Manager (TM), who 

will handle practical arrangements and manage the execution of the assignment under the general 

direction of the Director, Office of the SVP.  

Successful candidate will be based at the Bank’s HQ in Abidjan, the consultants will be required to 

travel and carry out the assignment. The Office of the SVP, in particular, the TM will ensure timely 

access to required information and data; including the arrangement of relevant interviews with 

concerned organizational units within the Bank. The work of the consultants will be facilitated through 

extensive collaboration with colleagues from all the Bank’s Vice presidency complexes and where 

necessary, the FOs (by teleconference).  

 

7. ESTIMATED PERIOD OF CONSULTANCY  

 

7.1 The consultancy will be for a period of Six (6) months for each consultant. 

7.2 The assignment will start on the 15th of December 2016. All the duties and tasks of the 

consultancy are therefore expected to be completed by the 15th of June 2017. Progress on the duties 

and tasks will be monitored throughout with a formal review to take place weekly; and a monthly 

report expected throughout the period of the consultancy. 

 

8. QUALIFICATIONS AND EXPERIENCE REQUIRED  
(i) The candidate profile that we seek is that of a competent social scientist, capable of producing 

high-quality, high-level, short pieces on diverse topics from operational areas of a 

developmental finance institution.  

(ii) The successful candidate must be capable of producing a well-written, world-class document 

that captures what the Bank does, how it organises itself and how all its units relate to each 

other harmoniously. The final document must be error free and fit-for-purpose as it will be 

printed. 

(iii)The candidate must also have experience of carrying out some level of research as part of their 

academic studies. Successive candidate must have at least a Masters’ Degree in developmental 

economics, economics, Business Administration, information technology, or related fields of 

expertise.  

(iv) Preferably, the consultants should have a minimum of 10 years’ working experience, and 

experience of working with the Bank. They must be capable of working independently and to a 

deadline. The consultants is also expected to have the following:  

 Ability to work fast with rigor, analytical depth and communication skills;  

 Excellent writing skills in English and/or in French: good working knowledge of the other 

language;  

 Competence in the use of Microsoft office standard computer software;  

 Ability to design basic qualitative research, implement and report on it.  

 

9. REMUNERATION  
Negotiable but in accordance with the Bank’s policy on Consultancy payment as outlined in 

Presidential Directive No. 02/2012 based on its implementation policy of January 2014. 



The assignment is expected to be completed over a period of Six (6) months between 15th December 

2016 and 15th June 2017.  
 

African Development Bank (www.afdb.org) 

Headquarters – Abidjan (Cote D’Ivoire) 

First Vice Presidency / Chief Operating Officer’s Complex (FVP/COO) 

Avenue Jean-Paul II 

01 B.P. 1387, Abidjan 01 

Cote d’Ivoire 

E-mail: t.abimbola@afdb.org 

 

 

 



 

MODEL CURRICULUM VITAE (CV) 

 

Title of the Assignment:  

Department: 

Surname:        First Name: 

Birth Date:        Nationality: 

Address:       Country: 

Telephone:       E-mail: 

 

Are any of your family members (spouse/partner, father/mother, 

Brother/sister, Son/daughter, etc. employed in the African 

Development Bank?  

Yes  No   

If « Yes », the following 

data must be 

provided 

Name Relationship Organisation Unit Place of Assignment 

    

    

 

Language Level Read Written Spoken 

English  Fair 

 Good 

 Excellent 

 Fair 

 Good 

 Excellent 

 Fair 

 Good 

 Excellent 

French  Fair 

 Good 

 Excellent 

 Fair 

 Good 

 Excellent 

 Fair 

 Good 

 Excellent 

Other (specify)   Fair 

 Good 

 Excellent 

 Fair 

 Good 

 Excellent 

 Fair 

 Good 

 Excellent 

 

Key Qualifications: 

 

Please provide (i) a summary of your experience and training highlighting the most relevant for the 

proposed assignment, and (ii) the responsibilities which you exercised. Utilise one half-page 

maximum. 

 

Education (University Level and above only): 

  

Name of University - City - 

Country  

Period  Diploma Obtained Main Topic / Major 

 

  From To        

     

     

     

     



 

Professional Training: 

 

Name of Training 

Institution- City - 

Country  

Type of Training 

 

Period  Certificates or Diploma 

Obtained 

  From From  

     

     

     

     

 

 

Employment Record: 

 

Begin with your most recent employment. For each job since your Master Degree achievement, please 

indicate: 

- Name of the Employer 

- Type of Activity/Business of the Employer 

- Title / Function 

- Place of Employment 

- Brief Description (three lines maximum) of main accomplishments and responsibilities 

 

Reference: 

 

Please indicate the name and address of three persons with no family relationship with yourself, 

familiar with your character and titles. 

  

I hereby certify that the responses which I provided above are all, to the best of my knowledge, true, 

complete and accurate. I acknowledge that an inaccurate statement or essential omission in a 

personal declaration or another document required by the African Development Bank might 

result in the rejection of my application, termination of my Contract or any other administrative 

sanction by the Bank. The African Development Bank may verify any statements which I made 

in this application. 

 

Date: ____________ 

 

Signature:     

 


