Terms of Reference and Scope of Services

Position: PIU Team member – Administrative assistant
Duration: 4 January 2023 – 30 September 2026
Resources: Full time
1.Background

The accession to the EU and shifting economic and social demand remain the main drivers of educational reforms in the Republic of Serbia. In previous years much was done in regard to education development, particularly in harmonising the education offer with labour market needs and referencing the National Qualification Framework of the Republic of Serbia (NQFS) to the European Qualifications Framework (EQF). 
The new Strategy for Education Development 2030 (SED 2030) with the accompanying Action Plan 2021-2023 was adopted in 2021. Its vision is to secure quality education for every person to achieve their full potential. SED 2030 focuses on youth and children, but many planned activities are also aimed at developing the potential of adults, which places the concept of lifelong learning in its centre.
During the previous period the MoE continued its efforts to harmonise the educational offer with labour market needs. The dual education system has shown to be a model that helps bridge this gap between education and employment by preparing students for the world of work and allowing them to acquire skills, knowledge and abilities in accordance with qualification standards. However, it is necessary to further invest in its development, including the establishment and implementation of a monitoring and evaluation framework to ensure the quality of the National Model of Dual Education, as recognised in the SED 2030 and ERP, improvement of legislation, capacity building on different levels and digitalisation activities.

Another important education sub-system with a direct impact on population qualification structure is adult education. However, numerous adult education providers of different profiles are with various, often insufficient, capacity levels to implement relevant standards and regulations in this area. Improvement of the lifelong learning concept will, inter alia, improve the position of persons with low or without qualifications. The identification of qualifications in deficit and expanding the up- and reskilling possibilities will contribute to lowering the mismatch between labour supply and demand. 

Dual education and non-formal education proven to have an important role in strengthening labour force and ensuring economic growth and employment. However, these systems cannot be directed and managed without a transparent and flexible qualifications system and data that would allow appropriate monitoring and decision-making. Further digitalisation, development of dual education and promotion of the lifelong learning concept through the development of PROAEA network are foreseen to be the significant drivers of change. Thus, the focus in the following period shall be on the diversification of educational offer and quality assurance as well as further development of the NQFS. 
Development and implementation of dual education and NQFS was originally carried out by the Sector for Dual Education within the MoE. By the Decree of the Government of the RS ("Official Gazette of the RS", No. 124/2022), these tasks were entrusted to the Office for Dual Education and the National Qualifications Framework. 

Swiss Agency for Development and Cooperation (SDC) has been actively supporting dual education in Serbia through bilateral and institutional cooperation. The project ”Policy VET: Policy advice for efficient VET reform in Serbia”, financed by the SDC and implemented by CEP, aimed at improving the legislative framework, developing Monitoring and Evaluation Framework (M&E framework) for dual education and improving visibility and bringing dual education concept closer to the wider audience. The new ”Support to dual VET and NQFS system reform in the framework of lifelong learning in Serbia”  project will contribute to the Office’s and MoE’s efforts in creating a relevant and efficient education system by using tailor-made tools on macro, meso and micro intervention levels, i.e. legislative changes, digitalisation, communication-based instruments, capacity building activities and piloting. Through the project, capacities of the Office will be enhanced to achieve its strategic commitments.

2. Introduction
The overall goal of the Support to dual VET and NQFS system reform in the framework of lifelong learning in Serbia is to support the further development of an efficient and transparent system that allows cooperation and exchange between education and employment institutions and enables for every man and woman from all social backgrounds to take different educational pathways. The project has three outcomes:

· Outcome 1: Dual education system improved, ensuring easier transition from education to employment
· Outcome 2: The efficiency and transparency of education system improved through the digitalisation of business processes and procedures

· Outcome 3: The NQFS system improved in the context of lifelong learning  

To ensure efficient project implementation, a project management structure, consisting of steering, management and implementation level shall be established. The Project management structure consists of Project Manager, Project Steering Committee (PSC), Project Focal Points and Project Implementation Unit (PIU). The Project Manager is responsible for overall project implementation, PSC is responsible for project implementation on the steering level, Project Focal Points are responsible for project implementation on the management level, and the PIU is responsible for project implementation on the operational level. The PIU will consist of four persons, externally engaged: Team Leader, Dual Education Associate, Financial manager and Administrative assistant.

3. Objective of the Assignment

The Administrative assistant will provide administrative support to members of the PIU in the implementation of project activities related to Dual education (Outcome 1), digitalisation of business processes and procedures (Outcome 2) and improvement of the NQFS system (Outcome 3). Project Organigram is the guiding document for the project management structure submitted as an Annex to the ProDoc. 
4. Scope of Work and Tasks

The Administrative assistant is responsible for administrative tasks in implementing project activities. The Administrative assistant will:  
· implement project administrative activities with the PIU Team leader, Project Focal Point for dual education, Project Manager and PSC; 
· carry out the administrative work related to the CDIDE meetings, support the CDIDE in coordinating domestic and international projects aimed at developing and improving dual education, in preparing annual reports for the Government, as well as other activities in agreement with the president of the CDIDE;
· prepare application documents for WorldSkills Europe membership; 

· support promotion of project results;
· support the Office in performing all administrative activities in its competence; 
· support PIU to prepare Office draft reports (i.e. reports to be submitted to the SDC, reports to be provide to an auditor) 

· support PIU to prepare draft reports and information for Office and SDC upon request;
· support PIU to prepare and distribute drafts and other relevant materials for PSC meetings;

· perform other activities requested by the PIU Team leader, Project Focal Point for dual education, Project Manager or PSC.

5. Requirements
Qualifications and skills:

· Completed secondary education, gymnasium or school in the field of business administration;

· Understanding of national education policies

· Excellent knowledge of Serbian and English;

· Excellent analytical, writing and reporting skills;

· Excellent IT skills (use of MS Office tools, web browsers, etc.).

Professional experience:

· Experience in business administration;

· Previous experience in project implementation will be considered an advantage.
6. Reporting

As indicated in the Scope of Work section, the Administrative assistant as a PIU Team Member will contribute to and support the drafting of the Office reports to be submitted to the SDC, Office reports to be provided to an auditor, and prepare draft reports for Office and SDC upon request.  
7. Duration of the Assignment 
The person that meets the above-mentioned criteria will be engaged from 4 January 2023 to 30 September 2026. 
