TERMS OF REFERENCE FOR INDIVIDUAL CONSULTANT
	TERMS OF REFERENCE  (to be completed by Hiring Office)

	Hiring Office:
	UNFPA Mongolia CO

	Purpose of consultancy:
	To provide English/Mongolian language interpretation/Translation/Editing service to support UNFPA Mongolia CO activities.

	Scope of work:
(Description of services, activities, or outputs)
	UNFPA will select translators and interpreters as its roster for below services. Hereto: 
· Written translation from/to English and Mongolian languages

· Editing of translated documents in English and/or Mongolian languages

· Consecutive interpretation from/to English and Mongolian languages

· Simultaneous interpretation from/to English and Mongolian languages
Interpreters and translators are required to provide its translation and interpretation service in the area of UNFPA’s specific area as follow:
· Gender: Empowerment of women and girls; Gender-Based Violence; Domestic violence
· Health: Sexual and Reproductive Health and Rights; Maternal Health; Family Planning; Adolescent Health; Sexuality Education; HIV/AIDS/STI; COVID-19; 

· Population and Development: Population Dynamics; Youth Development and Participation; Ageing; Persons with Disabilities; Census
· Legal documents related to the areas above
Specific duties of the translators and interpreters are as follow:
For translators for written translation and editing services:

· To translate or edit UNFPA’s project and programme related internal and external documents including reports, bulletins, regulations and guidelines, media news and publications.
· The submitted work should be a final proofread and error free version to enable immediate publication without further proofreading or editing required by UNFPA. Spelling, consistency of terms used and grammar must be 100% accurate. 

· The document to be translated and edited in a manner that no additional editor needs to be hired for finalizing the work.

· A special note on written translation of power point presentations, graphs and graphics must be submitted to UNFPA as completed product ready for use in the same format and program as the original document.

· The translated text has to be delivered in MS Word, PowerPoint or Excel files, as required.
· For the written translation, words of original document will be counted and 1000 words is the base of payment calculation.
For simultaneous and consecutive interpreters: 

· Provide proper, clear and faithful interpretation during various conferences, meetings and trainings of the Country office and its programmes and projects, using standard, clear and accurate language; 

· Check appropriate reference to ensure proper appreciation and use of UNFPA technical terminology; interpreters will be informed in advance and background documents will be shared whenever possible for accurate use of vocabulary, terms and terminologies.

· Provide consecutive interpretation, when required, during audiences, discussions, etc; 

· Consult the UNFPA Terminology database and interact with colleagues; excellent command of source and target UNFPA languages; 

· Knowledge in advance technology related with computer aided translation tools, terminology and workflow system management; computer literacy including the use of office applications; 

· Ability to cope with pressure and work in a multicultural environment; 

· Team spirit, high sense of disciple and professionalism;  

· Do translation as and when required; 

· Perform any other related duties that may be assigned. 

· Ensure confidentiality of the translated or interpreted materials;
· Agreed hourly rate will be followed and actual worked hour will be the basis of payment calculation. 

	Duration and working schedule:
	The duration of the engagement is for 11 months and the service is to be provided on call basis during that period.

	Place where services are to be delivered:
	Ulaanbaatar, Mongolia is the common place to work for simultaneous and consecutive interpretation service. However, if necessary, the interpreter will be asked to join field missions or other travels as required.
Written translation service can be provided remotely since it will not require translators to be in specific place. 

	Delivery dates and how work will be delivered (e.g. electronic, hard copy etc.):
	The services should be done in agreed time period


	Monitoring and progress control, including reporting requirements, periodicity format and deadline:
	UNFPA will perform monitoring and evaluation on delivery of each assignment and provide regular feedbacks and evaluation at the end of the contract on quality and timeliness of products to ensure the performance of selected contractor is at appropriate level.

The contractors shall be evaluated against the following indicators upon delivery of each assignment:

· Acceptance of and Adherence to UN/UNFPA Procedures
· Initiative
· Experience
· Technical Competence
· Performance Efficiency
· Timeliness of Delivery
· Quality of Products
Rating of 1-5 (where 5 is the highest) will be used to assess the service quality level for each indicator. 
If the rating of the quality of products falls below 3 for 2 times within the given period, it can be the base to terminate the contract.

	Supervisory arrangements: 
	The contract shall be managed and monitored by UNFPA Mongolia country office. Each assignment is expected to be supervised by the requesting staff of the country office. 

	Expected travel:
	Some travel may be envisaged depending on the nature of the request. Should there be any travel outside of Ulaanbaatar, UNFPA will cover the travel cost following its travel policy.

	Required expertise, qualifications and competencies, including language requirements:
	Following is the minimum requirements for the translators and interpreters
Minimum requirements for translators and editors:
· Fluency in English and Mongolian language;

· University degree in health, gender, social science and linguistics or other related fields.
· At least 5 years of experience of written translation and editing service;

· Proven experience of translating documents relevant to UNFPA’s specific topics both from/to Mongolian/English.
· Previous good record of service, English language translation and editing, to UNFPA, UN agencies or other international organizations is an advantage
Minimum requirements for simultaneous and consecutive interpreters:
· Fluency in English and Mongolian language;

· University degree in health, gender, social science and linguistics or related field;
· At least 5 years of proven record of experience providing simultaneous and consecutive interpretation services.

· Previous good record of service, English language translation and editing, to UNFPA, UN agencies or other international organizations is an advantage

Competency requirements for all translators and interpreters
· Exemplifying integrity
· Demonstrating commitment to UNFPA and the UN system
· Embracing cultural diversity
· Achieving results
· Being accountable
· Developing and applying professional expertise/business acumen
· Working in teams
· Communicating for impact


	Inputs / services to be provided by UNFPA or implementing partner (e.g support services, office space, equipment), if applicable:
	For written translation and editing service, UNFPA will not offer office space and the selected contractor is expected to have their own space and equipment. UNFPA will provide the documents to be translated or edited before sufficient time agreed. 
For simultaneous and consecutive interpretation service, the selected contractor will work from the venue or place where the meeting is held or service is required. The equipment required will be arranged by the UNFPA Mongolia CO. 

	Other relevant information or special conditions, if any:
	UN/UNFPA reserves the right to withhold up to 30% of the total fee of the assignment in case that deliverables are not submitted on schedule or do not meet the required standard (e.g. work requires substantive editing or incorrect use of technical terms and standard wordings).

UN/UNFPA will process payments upon completion of deliverables and acceptance by respective requesters within 30 calendar days. 

To reduce minimum valued transactions, UN/UNFPA may combine payments of below USD100 in quarterly basis. Payments exceeding this threshold will be made upon the completion of deliverables in accordance with UNFPA terms and conditions.

Except for purposes of this assignment, the information shall not be disclosed to the public nor used in whatever without written permission of UNFPA in line with the national and International Copyright Laws applicable.

	Signature of Requesting Officer in Hiring Office:

Date:




