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TERMS OF REFERENCE FOR CONSULTANTS 

1. A summary of the consulting services required is presented in the table.  
 

Summary of core consulting services 
Item Person-months 

International consultants  

1. Coordination office team leader 44 

2. Economics officer 44 

3. Technical assistance officer 44 

4. Technical assistance officer 44 

5. Short-term technical specialists 65 

Total 241 

National consultants  

1. Communications and secretariat coordinator 44 

2. Operations and finance officer 44 

3. Monitoring and evaluation specialist  
(part-time) 

16 

4. Short-term technical specialists 15 

Total 119 

 
2. Pacific Region Infrastructure Facility (PRIF) coordination office team leader 
(international, 44 person-months). The team leader will be responsible for strategically planning 
and managing the work of the PRIF coordination office. The team leader will also be responsible 
for preparing and delivering an agreed work plan and providing strategic and efficient advice to 
the PRIF management committee, the primary decision making body comprising representatives 
at managerial level from each of the PRIF partners. The team leader will report on progress on 
the implementation of the coordination office work plan, progress and achievements or related 
issues (jointly to the ADB and management committee chair), and (ii) coordination office 
management and administrative matters (to ADB, which will in turn report to funding partners in 
accordance with financing instruments). Wherever required, the ADB technical assistance project 
officer and the management committee chair will liaise with each other to ensure clear directions 
and guidance is provided to the coordination office team leader in response to any issues arising 
from work plan reporting. 
 
3. The team leader will have a tertiary degree in management, engineering, economics, 
public administration, business or other related fields, preferably at postgraduate level, or 
undergraduate degree qualifications with extensive immediately relevant experience may be 
considered in lieu of postgraduate level degree. The team leader will have strong knowledge and 
demonstrated experience on infrastructure issues, public management, development planning, 
and capacity development―ideally developed through working with one of the major bilateral or 
multilateral programs operating in the Pacific region. The team leader will have demonstrated 
leadership skills and at least 15 years of relevant experience, with at least 5 years in program 
management within a development context with demonstrated success. He or she will also have 
excellent communication and interpersonal skills to facilitate strong working relationships within 
PRIF coordination office, PRIF partners, PRIF member countries, regional organizations, and 
other stakeholders in a multicultural environment. The team leader will have excellent analytical 
skills and proven ability to think strategically, identify critical problems and solutions to them, and 
exercise sound judgment as well as a strong ability and experience with reporting on program 
results and outcomes (performance reporting). Pacific experience in is highly desirable. The 
consultant must be willing and able to travel in the Pacific region. 
 

http://www.adb.org/Documents/LinkedDocs/?id=53103-001-TAReport
http://www.adb.org/Documents/LinkedDocs/?id=53103-001-TAReport
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4. The team leader will: 
 

i. Provide strategic leadership and management of the work of the coordination office 
including management of coordination office consultants and managing the coordination 
office budget;  

ii. Prepare, design, update and distribute high quality PRIF communications products, 
including reports, fact sheets, newsletters, press releases, publicity notes, and impact 
stories; 

iii. Report to the ADB technical assistance TA officer, and collaborate with the TA officer to 
ensure the effective and efficient operation of the coordination office; 

iv. Assist the management committee chair to formulate strategic agendas for the 
management committee; 

v. Program work in response to priorities identified by the management committee and 
member countries; 

vi. Build constructive working relationships with representatives of the management 
committee, other key PRIF partner staff and lead sector coordinators, member country 
representatives, and regional organizations, and represent the coordination office at 
selected meetings, conferences and missions (Note: this means representing only the 
coordination office, not the PRIF partners); 

vii. Develop, implement, and report implementation progress of the agreed annual work plan 
for coordination office; 

viii. Oversee the development, monitoring, and reporting against the PRIF Results 
Framework; 

ix. Manage production of, and contribute strategic input to, an annual PRIF report in a format 
to be agreed by the management committee; 

x. Oversee the production of quarterly reports for presentation to the management 
committee;  

xi. Oversee the development and implementation of the PRIF communications strategy and 
action plan (including the PRIF website);  

xii. Oversee coordination among PRIF partners, including maintenance of a project database 
on partner infrastructure activities (planned, current, and completed);  

xiii. Oversee implementation of coordination office’s technical assistance resources, including 
liaison with government counterparts of the member countries and PRIF partners on 
proposals for assistance and ensuring technical assistance work aligns with PRIF priorities.  

xiv. Act as a ‘Focal Point’ for selected sector working groups and allocate the focal point role 
to other team members for the remaining sector working groups; 

xv. Prepare, review and endorse concept papers for submission and presentation to the 
management committee; and 

xvi. Ensure coordination office provides high quality secretariat support to the management 
committee (including production of agenda, briefs, and reports). 

 
5. Economics Officer. (international, 44 person-months). The infrastructure economist will 
be responsible for formulating and managing the implementation of selected technical assistance 
activities focused on (i) budget planning and expenditure management, (ii) infrastructure public 
policy, (iii) opportunities for private sector participation, and (iv) budgeting and financing of asset 
management and maintenance. 
 
6. The infrastructure economist will have a tertiary degree in economics, public finance, 
development, management, public administration, business or other related fields, preferably at 
postgraduate level, or undergraduate degree qualifications with extensive immediately relevant 
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experience may be considered in lieu of postgraduate level degree. The infrastructure economist 
will have at least ten years’ demonstrated experience working on economic infrastructure 
development, financing, implementation and management at various levels: national, regional 
(and sub-regional) and international. The infrastructure economist will have demonstrated 
experience working on budgets, economic policy, and planning, with specific experience on the 
economics of climate change and a working knowledge of PRIF’s infrastructure sectors ( 
(transport, energy, water supply and sanitation, urban development, and ICT). The infrastructure 
economist will have strong communication and interpersonal skills to facilitate strong working 
relationships with PRIF partners and other stakeholders in a multicultural environment, and the 
ability to prepare clear and concise program reports and other written material.  The infrastructure 
economist will have experience commissioning and managing the work of international and 
national technical advisers. Experience in the Pacific and with multilateral organizations, member 
countries governments and the private sector is highly desirable. Experience working with or for 
any of the PRIF partners will be highly regarded. The consultant must be willing and able to travel 
in the Pacific region.  
 
7. The infrastructure economist will: 
 

i. Report to the coordination office team leader;  

ii. Provide advice to PRIF partners and member countries on planning, financing and 
management of infrastructure, including on (a) budget planning and expenditure 
management; (b) policy inputs, (c) opportunities for private sector participation, and (d) 
asset management and maintenance; 

iii. Conduct analysis to identify priorities for assistance or for investment interventions; 

iv. Contribute to economic analysis and reporting against the PRIF Results Framework; 

v. Provide strategic guidance on enhancing economic evaluations; 

vi. Formulate and lead TAs focused on infrastructure financing, aid investment planning, 
support member countries with drafting National Infrastructure Investment Plans in close 
coordination with PRIF partners; 

vii.  Manage and coordinate multiple TA contracts and monitor the respective work programs 
and outputs of individual and teams of consultants; 

viii.  Conduct field missions as approved by the coordination office team leader; 

ix. Build constructive working relationships with the management committee representatives, 
key PRIF partner staff and other Pacific stakeholders; 

x. Prepare technical advice to PRIF partners and member countries on infrastructure issues, 
in consultation with PRIF partner experts; 

xi. Act as a ‘Focal Point’ for sector working groups and support sector working group leads 
as delegated by the coordination office team leader; and 

xii. Contribute to coordination office reports, including the coordination office quarterly reports, 
PRIF annual reports and other reports in accordance with the coordination office work 
plan. 

 
8. Technical assistance officers (international, 2 positions, 44 person-months each). The 
two technical assistance officers will be responsible for formulating and managing the 
implementation of selected technical assistance activities delivered by the coordination office. The 
technical assistance officers will focus on (i) infrastructure and sector planning and planning 
frameworks, (ii) project implementation and coordination support, (iii) infrastructure management 
support, and (iv) applied research in materials, methodologies and infrastructure issue of common 
interest to the PRIF partners and other regional organizations.   
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9. The technical assistance officers will have a tertiary degree in engineering, urban planning, 
project management or other related fields. Postgraduate qualifications are desirable, or 
bachelors’ degree qualifications with extensive immediately relevant experience may be 
considered in lieu of postgraduate level degree. The technical assistance officers will have 
experience in at least one of PRIF’s infrastructure sectors (transport, energy, water supply and 
sanitation, urban development, and ICT), and a minimum of 7 years’ demonstrated experience in 
infrastructure issue in developing countries, preferably in the Pacific. The TA officers will have 
strong communication and interpersonal skills to facilitate strong working relationships with PRIF 
partners and other Pacific stakeholders in a multicultural environment, and the ability to prepare 
clear and concise program reports and other written material. The TA officers will have experience 
commissioning and managing the work of international and national technical advisers. 
Experience in the Pacific and in issues of financing, operations and maintenance, and planning 
and management are highly desirable. The consultant must be willing and able to travel in the 
Pacific region. 
  
10. The TA officers will: 
 

i. Report to the coordination office team leader; 

ii. Manage and coordinate multiple TA contracts and monitor the outputs of individual and 
teams of consultants.; 

iii. Recruit consultants for implementation of technical assistance and research pipeline (the 
TA officer and the operations and finance officer will share consultant recruitment 
responsibilities); 

iv. Formulate and lead technical assistance activities as assigned by the PCO Director, which 
includes (a) sector-specific work such as transport, water and sanitation, energy, urban 
development, information and communications technology, and (b) cross-cutting themes 
such as infrastructure management, climate change and disaster risk, environment and 
social safeguards.  

v. Formulate and lead technical assistance activities as assigned by the coordination office 
team leader;  

vi. Contribute to analysis and reporting against the PRIF Results Framework; 

vii. Prepare policy and technical advice to PRIF partners and member countries on 
infrastructure issues, in consultation with individual specialist consultants and PRIF 
partner experts; 

viii. Prepare and review concept papers for new studies for coordination office team leader 
endorsement and management committee approval; 

ix. Conduct field missions as approved by the coordination office team leader; 

x. Build constructive working relationships with management committee representatives, key 
PRIF partner staff and other Pacific stakeholders;  

xi. Act as a ‘Focal Point’ for sector working groups and support sector working group leads 
as delegated by the coordination office team leader; and 

xii. Contribute to coordination office reports, including the coordination office quarterly reports, 
PRIF annual reports and other reports in accordance with the coordination office work 
plan. 

 

11. Communications and secretariat coordinator (international, 44 person-months). The 
officer is primarily responsible for providing support to the management committee and 
implementation of PRIF’s communications strategy, the production of PRIF publications, delivery 
of coordination office’s secretariat functions and knowledge management. The officer will 
demonstrate (i) high interpersonal and communication skills (both written and oral) in a cross-
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cultural context, (ii) skills in preparing clear and concise papers and other written material, and 
(iii) capacity to plan meetings and other events. 
 
12. The communications and secretariat officer will have a tertiary degree in communications, 
public affairs, advocacy, journalism or relevant related field. The officer will have a minimum of 7 
years’ relevant experience in (i) providing secretariat functions, knowledge management, 
coordination, and outreach activities within a development context with demonstrated success, 
and (ii) managing a full array of communications and public affairs responsibilities, with 
demonstrated understanding of communications tools and approaches. The officer will have a 
proven ability to handle multiple tasks simultaneously, strong research, writing and analytical skills, 
with strong interpersonal skills and demonstrated track record working effectively with 
international and national staff and consultants in a multicultural environment. Experience with 
social media and development communication an advantage, and a working knowledge of 
infrastructure and public management issues is desirable. Experience in working with one of the 
major bilateral or multilateral programs operating in the Pacific region is desirable.  
 
13. The communications and secretariat officer will:  
 

i. Report to the coordination office team leader and coordinate closely with the coordination 
office team, ADB's Pacific Department senior external relations officer and ADB’s PRIF 
TA officer; 

ii. Prepare, design, update and distribute high quality PRIF communications products, 
including reports, fact sheets, newsletters, press releases, publicity notes, and impact 
stories; 

iii. Manage PRIF communications products through the production process, including 
collating information and data, drafting, managing contractors for editing, copyrighting, 
design and printing, facilitating approvals, and publishing, in accordance with ADB's 
Department of External Relations branding guidelines; 

iv. Provide high quality secretariat support to PRIF bodies, including the PRIF management 
committee and sector working groups; 

v. Supervise the development and maintenance of the PRIF website and PRIF’s social 
media platforms and monitor social media metrics; 

vi. Build constructive working relationships with management committee representatives, 
lead sector coordinators, and other key PRIF partner staff; 

vii. Coordinate the preparation of coordination office reporting to PRIF partners, including the 
coordination office annual and quarterly reports and coordination office work plan, with 
inputs from other coordination office consultants;  

viii. Prepare/update, implement and monitor the PRIF communications strategy and action 
plan;  

ix. Develop knowledge management tools and supervise content for the online document 
library, document databases and project databases;  

x. Prepare and update an annual events plan for approval by the coordination office team 
leader;  

xi. Support PRIF participation in external events;  

xii. Support coordination office team members with professional editorial, graphic design, and 
presentation outputs; 

xiii. Contribute to other activities as agreed with the team leader; and 

xiv. Represent and liaise as required with various Pacific infrastructure stakeholders as 
approved by the PRIF team leader. 
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14. Finance and administration officer (national, 44 person-months). The finance and 
administration officer will support the effective operation of the coordination office through 
administrative, financial and consultant recruitment functions. The officer will need to demonstrate 
(i) the ability to successfully undertake administrative, finance, and consultant recruitment 
functions; (ii) the ability to produce accurate and responsive program financial reports; (iii) strong 
written and oral communication skills; (iv) strong interpersonal skills and the ability to develop 
effective working relationships with PRIF partners and other stakeholders; and (v) the ability to 
work effectively with international and national staff and consultants in a multicultural environment.  
 
15. The officer will:  
 

i. Provide the coordination office with operational support, including human resources, 
procurement, internal financial management, and reporting;  

ii. Manage financial administration for the coordination office, including recruiting contractors, 
record-keeping, producing accurate and timely financial reports and managing fund flow 
in accordance with ADB procedures;  

iii. Manage the updating of the PRIF databases―project pipeline, consultant and contract 
tracking, and reports;  

iv. Assist the coordination office team leader and the communications and secretariat 
Coordinator to provide high quality secretariat support to PRIF bodies including the PRIF 
management committee, and sector working groups; 

v. Organize PRIF seminars, events, workshops, and conferences with support from 
coordination office and the Pacific Liaison and Coordination Office;  

vi. Assist the communications and secretariat coordinator with implementing the PRIF 
communications strategy and knowledge management functions, including the collection 
and dissemination of data, documents and information for the PRIF knowledge hub, web 
site updates and regular social media communications;  

vii. Assist with outreach and correspondence with PRIF partners, counterparts of member 
countries, and other stakeholders; 

viii. Assist in managing and monitoring of PRIF activities and deliverables including sub-
consultants’ activities, document review, publication and dissemination of related reports. 
Liaise with suppliers, desktop publishers, printers and couriers;  

ix. Support correspondence with PRIF partners, counterparts of member countries and other 
stakeholders, including monitoring of the general enquires inbox, responding to enquiries, 
maintaining central information resources such as file directories, dropbox, the PRIF 
contacts database and assembly of information for the coordination office’s quarterly 
progress reports;  

x. Coordinate data for coordination office timesheets, financial accounting and data for 
international administration purposes; and  

xi. Provide other assistance to coordination office as directed by the coordination office team 
leader. 

 


