
 

 

Terms of Reference (ToR) 

for 

Project Implementation Unit (PIU) Staff for the construction of the Gelephu Dry Port 

and the Nganglam Dry Port 

[Project Managers (2 Nos.), Site Supervisors (2 Nos.), and Procurement Officer (1No.)] 

 

 

Background 

 

In our effort to develop infrastructures and logistics for improved trade facilitation, the Department of 

Trade, Ministry of Economic Affairs is mandated to develop two Dry Port facilities at Gelephu and 

Nganglam. The project will be implemented as part of the ongoing Trade Support Facility Program 

supported by the Government of India. The primary objective of the dry port infrastructure is to provide 

cost-effective and efficient handling of cargo services. It is also aimed at providing storage/warehouse 

facilities for general goods and perishable items and customs clearance services for EXIM (export and 

import) trade including other value-added services. The two dry ports are expected to have a well-

equipped facilities and services to facilitate cross-border trade and handle containerized goods  to help 

reduce the cost of transportation and ensure efficient Turn-Around-Time (TAT) for the benefit of the 

consumers and stimulate overall economic growth of the country.  

 

For effective implementation of the project, the Department will be setting up a dedicated Project 

Implementation Unit (PIU) manned by a separate project teams with required qualification, experience 

and skills at Gelephu and Nganglam. The PIU is expected to function under the direct supervision of 

the Export Promotion Division, Department of Trade. 

 

 

1. Procurement Officer (1no.) 

[Position-P4(A)] 

 

The Procurement Officer for the PIU shall be responsible for overall administration for procurement of 

goods and works for both Gelephu and Nganglam Dry Port projects in line with procurement rules and 

guidelines of the RGoB, and in developing procurement performance plans and reports. The officer 

shall maintain inventory of all facilities, items, equipment, machineries, ICT, etc in an appropriate 

format for handing and taking of the facilities to the department after the completion of the project. 

 

 

Role and Responsibilities:  
● Overall direction, coordination, and procurement of goods and works as per the existing 

procurement rules and guidelines of the RGoB.  

● Manage procurement contracts in line with the procurement rules and regulations. 

● Implement procurement strategies to maintain security of supply and get optimum value for 

money.  

● Perform all procurement and contracting activities including pre-qualification, tender 

management, negotiation and preparation of contracts.  

● Negotiate contracts with suppliers to obtain best price and service.  

● Identify cost reduction opportunities to achieve financial goals.  

● Identify areas for improvement to continually drive performance and business results.  

● Conduct business review meetings with key stakeholders to assess risk, review future 

strategies, and identify potential cost down and improvement opportunities.  

● Provide periodic reporting for management on purchase, controls and processes.  

● Perform such other assignments, as required by the management. 

● Shall take inventory of all electrical fitting/items, CCTV installations, equipment/machineries 

and ICT items in coordination with the Project Manager and Electrical Engineer. 

● Facilitate meetings and stakeholder consultations. 



 

 

● Shall be responsible for taking-over and handing-over of all facilities, items, 

electrical/electronic items/parts, machineries, etc from the contractor to the department 

● Shall help the department in smooth handing-taking of the facilities. 

● Maximum care should be taken to manage procurement related works separately for the two 

projects. 

● Shall make available and accountable to RAA requirements both during and beyond the project 

term. 

 

Requirements and Qualification  

 

● Bachelor's Degree in relevant field (Procurement Management/BBA/BBM/B.Com)  

● Minimum 5 years of overall procurement experience with broad financial and operations 

management experience (in corporate, government or private services). 

● Competent in e-government procurement systems.  

● Required knowledge, skills and experience in handling procurement responsibilities. 

● Must be excellent with all procurement rules of the Ministry of Finance. 

● Excellent verbal and written communication skills in English. 

● Strong communication skills in Dzongkha, Nepali, Hindi, etc.  

● Ability to multitask, prioritize, and manage time efficiently.  

● Must be skillful in public management and negotiations. 

● High integrity/ethics, and the ability to meet deadlines. 

● Sound knowledge and experience in supervisory and procurement work. 

● Be able to tell and inform contractors to rectify faults and adopt best work ethics and standards. 

● Maintain civil service code of conduct and never indulge in corrupt practices. 

● Shall report to project manager, project coordinator or Chief of the Division for any issues and 

challenges beyond control and capacity to solve  

● Shall strongly and boldly reject materials and procurement items of substandard quality and 

mismatch of specification. 

● Well versed in etools, preparation of tender documents, facilitate tender meetings and awarding 

of work. 

● Be able to rectify tender documents. 

● Forward looking and right attitude with good track record of professionalism and tram work 

Employment Type 

● On Time-bound Project Based Contract for initial duration of 2 years (Extension subject to 

review of Annual Performance Appraisal)  

Salary & Other Benefits 

● Salary and other benefits shall be fixed with the existing RGoB pay scales and in line with 

the BCSR 2018 along with the contract allowance of 30% of the Basic Pay.  

2. Junior Engineer/Site Supervisor (2 nos.) 

 

[Position-S2 (A)] 

Roles and Responsibilities:  

 Assists the PIU in all engineering services and coordinating engineering projects between 

contractors and the department.  
 Assists in the supervision of engineering works to ensure compliance with Codes and Standards 

and checks finished works for adherence to the organization’s specifications.  



 

 

 Professionally supervise work and guide contractors/engineers and workers to carry out the 

works in professional manners and according to design and material use.  
 Prepares preliminary plans and designs, technical drawings and detailed cost estimates of 

engineering works.  
 Providing a professional understanding of designs, drawings and items related to work.  
 Provide guidance and support to the project manager, supervisor/engineer for the contractor.  
 Rectify problems, issues and identify faults in design and technical matters.  
 Rectify and provide immediate remedial measures.  
 Shall always check the quality of work and material used for construction.  
 Makes entry into measurement books.  
 Verify bills and submissions.  
 Maintain inventory of material at site for the construction.  
 Should maintain inventory of workers at site and in no way number of machineries and workers 

required for construction be compromised.  
 Reject substandard materials for the constructions such as cement, gravels, sand, iron/steel, etc.  
 Make sure that corrupt practices such as relocation of materials and resources to other 

locations/purposes does not take place.  
 Perform any other tasks assigned by PIU and DoT.  
 Shall make available and accountable to RAA requirements even beyond the project term.  

 

 

 

Requirements and Qualification:  

 Class XII with 3 years Diploma Course (Civil Engineering) with minimum of 4 years of 

experience.  
 Should have excellent command over written and spoken English.  
 Should be thorough with the use of Measurement Books and MAS registers, etools, eGP, the 

use of which are tedious and requires diligence and meticulousness. Errors in such records 

can lead to wasteful and overpayments to the contractors.  
 The work of the Junior Engineer/Site Supervisor is mainly a field job and therefore requires 

considerable and constant physical exertion. Constant exposed to extreme weather conditions 

and potentially dangerous situations. Therefore, very good health conditions are required and 

a must.  
 Sound knowledge and experience in supervisory work  
 Very good Personnel Relation.  
 Be able to tell and inform contractors to rectify faults and adopt best work ethics and 

standards.  
 Strong communication skills in Dzongkha, Nepali, Hindi, ect.  
  Maintain civil service code of conduct and never indulge in corrupt practices.  
 Shall report to project manager, project coordinator or Chief of the Division for any issues 

and challenges beyond control and capacity to solve. 
 Shall work for 24/7 hrs.  
 Forward looking and with the right attitude.  

Employment Type:  

 On Time-bound Project Based Contract for initial duration of 2 years (Extension subject to 

review of Annual Performance Appraisal)  



 

 

Salary & Other Benefits 

 Salary and other benefits shall be fixed with the existing RGoB pay scales and in line with the 

BCSR 2018 along with the contract allowance of 30% of the Basic Pay.  
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