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Please, address all Correspondence to the 
Secretary for Transport/ Chief Executive 
Officer  
 
File Ref:  

GOVERNMENT OF SAMOA  

      MINISTRY OF WORKS, TRANSPORT & INFRASTRUCTURE 

 
Pacific Region Preparedness, Adaptation and Resilience - Samoa (PREPARE – Samoa) 

PROCUREMENT ACTIVITY: WS-MWTI-529738-CS-INDV 
 
 

TERMS OF REFERENCE 
 
Position: Senior Procurement Officer 
Location: Apia, Samoa 
Division:                                   Project Management Division (PMD) 
Position Code:   TBC 
Position Rate:   SAT $38,397.00 

 
Background  
The Ministry of Works, Transport and Infrastructure is seeking a qualified and experienced Senior 
Procurement Officer, to join the Project Management Division (PMD) to provide support for the Project Region 
Preparedness, Adaptation and Resilience – Samoa Project (PREPARE).  

The PMD is responsible for, inter-alia, management, coordination and implementation of development 
projects in the transport and infrastructure sector; coordinating sector reporting; training and implementation 
support on Financial Management, Social and Environmental Support, Procurement, Monitoring and 
evaluation in collaboration with the project Executing Agency (MOF) and Implementing Agencies. 

The Senior Procurement Officer, together with the guidance of the Principal Procurement Officer and the 
ACEO will work closely with all project stakeholders and support specialists from development partners. 

 
The Government of Samoa (GoS), through MWTI and the Ministry of Natural Resources and Environment 
(MNRE) is implementing the PREPARE, a World Bank-funded project aimed at improving capacity to prepare 
for and manage the impacts of natural hazards effectively, to strengthen the resilience of select urban areas, 
and in case of an eligible crisis or emergency, respond promptly and effectively to it. The project includes 
five components as set out below.   
  
 

• Component 1 – Hazard Monitoring and Early Warning Systems.  Activities under Component 1 
will invest in global, regional, and country-level decision support systems, instrumentation, and 
capacity and institutional strengthening for multi-hazard early warning systems (MHEWS), 
supporting both climate-related and geophysical hazards. This includes strengthening the “upstream” 
end of effective MHEWS through investments in observations and forecasting, including for the 
Global Basic Observation Network. 
 

• Component 2 – Emergency Preparedness and Response.  Activities under Component 2 will 
enhance national and community-level response capacities to better prepare for, and respond to, 
future disasters.  This will be achieved through supporting the “downstream” end of effective 
MHEWS, particularly infrastructure designed to national climate-resilient building design standards, 
investments in dissemination and communication, and EP&R at the country and community levels.   
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• Component 3 – Resilient Infrastructure.  Activities under Component 3 will invest in national and 
local activities to reduce the exposure and vulnerability of priority assets to climate and natural-
related hazards. This will be achieved through risk-informed town planning, strengthening of critical 
public facilities, including current energy/water efficiency and natural hazard resilience standards, 
physical climate adaptation measures, and institutional strengthening related to infrastructure 
resilience. Key policy areas that will be supported under Component 3 include the development of 

a Sālelologa Township Plan and SMP, updating and development of planning legislation, 

development control policies, urban design standards, land use planning policies guided by climate 
and disaster risk, and other relevant planning support to support the development of secondary 
urban areas as well as Codes of Environmental and Social Practice.   
 

• Component 4 – Project Management.  Activities under Component 4 will support project 
management and implementation support, including: (i) recruitment of consultants to provide support 
on project engineering, environmental and social management, procurement, financial management, 
monitoring and evaluation, and contract management; (ii) monitoring, review, and evaluation of the 
project; and (iii) capacity building and training including for operations and maintenance. Technical 
specialists, such as the Civil Engineering Specialist, would be funded under other components. 
 

• Component 5 - Contingent Emergency Response Component (CERC).  The CERC will provide a 
mechanism: (i) for quick disbursements to meet the immediate liquidity needs of the Recipient 
following an eligible disaster event in order to finance critical imports; or (ii) to finance pilot adaptive 
social protection measures, emergency response, recovery and reconstruction works and associated 
services.  
 

Implementation Arrangements  
The Ministry of Finance (MOF) will serve as the Executing Agency, with the MNRE and MWTI designated as 
the Implementing Agencies.  MNRE would manage Components 1 and 2, while MWTI would oversee 
Component 3. The day-to-day project management functions, including financial management, procurement, 
environmental and social management, and monitoring and evaluation, will be centralized under the Project 
Management Division (PMD) of MWTI with funding support from Component 4. Technical support for project 
implementation will be provided by experts housed within the relevant divisions of MNRE and MWTI, 
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including this Position. MOF, through the Central Technical Services Support Unit (CTSSU), will continue to 
provide coordination and management oversight.  

 

 
Purpose of the Assignment 
The purpose of this assignment is to initiate, facilitate, manage and oversee the procurement processes for 
the approved procurement activities under PREPARE – Samoa. The Senior Procurement Officer will ensure 
efficient, compliant, and transparent procurement process that align with World Bank Procurement 
Regulations and Government of Samoa guidelines. The Officer will work closely with MoF, MWTI, MNRE, 
other members of the PREPARE – Samoa Project Team, CTSSU, the TWG, and the World Bank and will 
support both MNRE and MWTI in procurement related capacity building initiatives. 
 
Objectives of the Assignment 
The Senior Procurement Officer will be responsible for day-to-day procurement operations. The required 
following tasks will be undertaken in close liaison with MWTI, MNRE and other stakeholders.  
 

• Ensuring that all procurement activities, including all planning, execution, and reporting requirements, 
are carried out in accordance with the World Bank Procurement Regulations for IPF Borrowers, the 
Project Operational Manual, Project Procurement Strategy for Development (PPSD), the approved 
Procurement Plan, and Government of Samoa guidelines.  

• Ensuring the prompt preparation of cost estimates and bidding documents, including selection 
criteria, terms of reference/technical specifications for consulting services/non-consulting services, 
goods, and works, in consultation with technical experts from MWTI, MNRE, and other relevant 
divisions. 

• Updating the Procurement Plan in collaboration with CTSSU and implementing agencies, based on 
evolving project needs, progress, and any adjustments required for effective implementation.  

• Preparing and managing the publication of procurement notices, such as General Procurement 
Notices (GPNs), Requests for Expressions of Interest (REOIs), and Specific Procurement Notices 
(SPNs), including advertisement in STEP and the World Bank’s website, in accordance with WB and 
GoS requirements.  

• Providing support for the preparation of bidding documents, Requests for Proposals (RFPs), and 
other procurement-related documents for consulting services, civil works, and goods, ensuring they 
meet WB and GoS standards.  
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• Participating in the evaluation of bids and proposals to maintain transparency, fairness, and 
adherence to established procurement policies and criteria.  

• Coordinating contract negotiations to ensure agreements are technically sound, cost-effective, and 
aligned with project requirements.  

• Submitting procurement documentation to the Tenders Board and WB through the Ministry of Finance 
(MoF) for prior review and obtaining no-objection clearances as required, preparing contract 
documents requiring approvals, including those needing no-objection by the World Bank. 

• Ensuring timely approval of contracts by the Attorney General’s Office (AGO) to avoid delays in 
project implementation.  

• Maintaining all official records relating to procurement and contract implementation documentation 
necessary for procurement review by the World Bank (both for prior and post contracts). 

• Overseeing the implementation of the Procurement Plan, monitoring compliance with WB regulations 
and GoS procedures throughout the procurement lifecycle.  

• Preparing and submitting semi-annual reports on procurement operations, including details on 
progress, achievements, challenges, and recommendations for improvement.  

• Regularly communicating with relevant agencies, stakeholders, and project teams on procurement 
progress, potential issues, and necessary interventions to facilitate smooth operations.  

• Holding periodic coordination meetings with CTSSU to track procurement progress, identify and 
address bottlenecks, and enhance overall efficiency in procurement activities.  

• Supporting capacity building efforts within MWTI-PMD and other divisions by sharing knowledge 
on procurement best practices and contributing to training initiatives. 

• Travel for training that may be required to fulfil the requirements of this role.  

• Other tasks to support PREPARE – Samoa implementation that may reasonably be required from 
time to time. 

 
Reporting Obligations 
The Senior Procurement Officer will report to the ACEO MWTI-PMD under the guidance of the Principal 
Procurement Officer. The role will include day-to-day implementation and coordination with relevant MNRE, 
MWTI and MoF divisions that are responsible for project implementation. 

 
Duration of Assignment 
The Senior Procurement Officer will be contracted for a period of three (3)years, after which the position 
will be absorbed by the Ministry as a permanent government role.  
 
 
 
Qualification, Experience and Skill Requirements 
The Senior Procurement Officer will be expected to possess the following qualifications, experience, and 
skills: 
 
Minimum experience and capability: 

• A graduate degree in procurement, commerce supply chain management, business administration, 
public administration, law, or a related field. 

• At least 3 to 5years of demonstrated experience working in public procurement management. 

• A minimum of 2 years of hands-on experience in project procurement with WB or other comparable 
development partners. 

 
Skills and competencies: 

• Ability to write fluent, sequential, informative, concise and accurate activity reports.  

• Demonstrated experience working in a complex administrative work environment. 

• Excellent written and oral communication skills (English). 

• Competency in Microsoft office suite (Word, Excel, PowerPoint, Access, etc.). 

• Competence in report writing, meeting presentation, and communication skills. 
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• Strong analytical and organizational skills, with the ability to manage multiple tasks, meet deadlines, 
and handle complex procurement processes. 

 
Desirable qualifications, experience, and skills: 

• Previous Experience as a Procurement Officer or in a similar field on other World Bank or Donor 
funded Projects.  

• Experience with the World Bank Systematic Tracking of Exchanges in Procurement (STEP) system. 

• Prior experience of procurement and management of civil works. 
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Status

Job Application Form

Form must be completed by Applicant 

Form 2

Most recent qualification Major Area of Study Institution Attended Date Started Year Graduated

Courses Relevant to Selection Criteria ONLY Institution/Country Dates

Section 1: Position Details

MWTI
 Section

PROJECT MANAGEMENT DIVISION
 Location

TATTE BUILDING LEVEL 4

 Position Code
WIP26001

 Title
Senior Procurement Officer

 Salary Grade
A13

 Salary Rate
$38,397

Section 2: Personal Details

Section 3: Education Details

Section 4: Training History

First Name:

Supervisor Position Code
WI003153

Last Name: Other Names:

Gender: Date of Birth: NPF No:

Marital Status: Physical Address (1): Physical Address (2):

Post Code: Phone No (1): Phone No (2):

e-Mail: Facsimile:

Ministry

Government of Samoa Public Service
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 Employer's Name Date Duration

Based on an analysis of the duties of this position as determined by the Manger responsible, set out below are the criteria 
that will be used in assessing the suitability of each Applicant for the position. Please address each selection criteria on a 
separate sheet and attach to this form.
It is the Applicant's reponsibility to:
1. Indicate aspects of their work experience which indicate their ability to satisfy each Merit Factor in executing the
 duties specified in the Job Description.
2. Complete this information in a true and accurate way (failure to do so will disqualify the Applicant); and

3. Supply supporting documentation should they be called for short-listed interviews.

Note: If you feel the need to supply additional arguments to support your fulfilment of the selection criteria listed 
below then please attach that information to this application form.

Section 5: Employment History
Current / Most recent Position

 Position Title  Number of Staff:

 Main Responsibilities

 Employer's Name Date Duration

Next previous position

 Position Title  Number of Staff:

 Main Responsibilities

 Employer's Name Date Duration

 Next previous position

 Position Title  Number of Staff :

 Main Responsibilities

 Employer's Name Date Duration

 Next previous position

 Position Title  Number of Staff:

 Main Responsibilities

Section 6: Selection Criteria

 1. Skills and Abilities (refer to JD for full details)

Reporting Skills, Communication and Presentation Skills, Building Relationship

 2. Personal Attributes (refer to JD for full details)

Values and Ethics, Integrity, Commitment and personal drive

 MERIT FACTORS :

Government of Samoa Public Service
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 3.1 Experience (refer to JD for full details)
 3.2 Pas Work Performance

At least 3 to 5 years of demonstrated experience eorking in public procurement management.

A minimum of 2 years of hands-on experience in project procurement withy WB or other comparable development partners.

 5. Qualification (refer to JD for full details)

A graduate Degree in procurement, commerce supply chain management, business administration, public administration, law or related 
field

 Main Applications

Section 7: Computer Skills and Competency

Section 8: Knowledge of Languages

Indicate competency level for each Application

Competency Level code: 1= no knowledge; 2= basic knowledge; 3= good knowledge; 4= strong/advanced capabilities

 Other Systems
 Ms Word  Ms Access

 Ms Excel

 Ms Powerpoint  Other (specify)

 E-mail  Other (specify)

For languages other than your mother tongue, enter 
appropriate number from code below to indicate level of your 
language skills

WriteReadSpeakIndicate your mother tongue 
by ticking a box below

CODE
1. Limited conversation, reading of newspapers, routine 
correspondence
2. Engage freely in discussions, read  write more difficult materi

 Samoan

 English

Other (specify)

3. Speak, read and write (nearly) as well as mother tongue.

Section 9: Discipline Records Check

Section 11: Declaration of Close Relations

No YesDo you have a discipline record; any criminal convictions; or any current legal 
proceedings against you? (Please TICK the appropriate box)
IF Yes, Please provide details on a separate piece of paper in a sealed envelope and attach it to this form. This information 
will be kept confidential and only be seen by the Assessment Committee.

Do you have a close relation (family ties) to an inidvidual(s) currently employed anywhere 
in the Ministry to which you are applying? (Please TICK the appropriate box)

No Yes

Section10: Declaration of Referees
Please note that you need to declare addresses and contact numbers of three referees.

Referee Name

1.

2.

 Other (specify)

Designation

3.

Address/Contact Numbers

 Competency level:  Competency level:

Government of Samoa Public Service
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If YES, please provide name(s) of your relation(s) and state nature of relationship

 Signature

I hereby certify that the information given in my application is true and correct. I also acknowledge that if I am appointed 
on the basis of any false information that I provide my appointment will be revoked. I also authorise the Department to 
undertake any necessary checks to confirm the information provided by me.

Section 13: Certification And Authorisation

 Date

Section 12: Community Status
Outside the work environment, do you hold any positions (including matai titles) associated with community services, and 
if so, please list:

Government of Samoa Public Service



Applicant Statistics Form 

This form is specifically for the use of gathering statistics.

Ministry/Office MWTI

Position Title Senior Procurement Officer

Position Details

Position Code WIP26001

Demographics

MaleFemaleGender

Nationality Other Other (please specify)

Current Employment Status

NGOs Not Employed Self Employed Studying Overseas

Employed in 

Private Sector

Employed in 

SOE/Public Bodies

Other 

Public Service/Government 

Ministries/Office

Internal 

(Same Ministry)

Finding out about the vacancy 

PSC Website

Ministry Wesite (please specify)

Local Paper (please specify)

PSC/Ministry Noticeboard (please specify)

Word of mouth/Friends/Family Member

Other (please specify)

Please tick this box to allow us to contact you in the future for feedback/suggestions about our Recruitment and Selection 

process.

– please provide the details of the vacancy you are applying for:

– please tick the appropriate box that describes your current employment status

– please tick the appropriate box:

– please tick the appropriate box to show how you found out about this vacancy?

Confirmation of Receipt

Please complete the section below.  Our Organisation has received your Application Form we will stamped with the date your 

application is received and sent back to you as confirmation of receipt.  Applications sent by email will be acknowledged by email

Position Title: Senior Procurement Officer

Name:

Position Code: WIP26001

Date Received

Email/Postal 

Address
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