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MINISTRY OF INTERIOR AND LOCAL GOVERNMENT OF HIRSHABELLE STATE OF SOMALIA

Terms of Reference (ToR) for Developing and Updating Organograms and Job Descriptions for District Departments of FMSs and Jowhar District Administration and Finance
	1. General Information

	Assignment 
	Consultant to Conduct Training on Updating Organograms and Job Descriptions for FMS and Jowhar District Administration and Finance Departments

	Type of Contract: 
	Short-term Consultancy/Individuals 

	Duration of the Assignment: 
	30 working days (including preparation, delivery of training and post-training reports)

	Duty Station: 
	Jowhar, Hirshabelle state of Somalia

	Supervisor: 
	Director General

	2. Background and Context
The ministry of interior, local governments hirshabelle state in collaboration with the United Nations Development Programme (UNDP), is implementing the Dowlad Kaab Program. This initiative seeks to strengthen the capacity of local governance structures in Somalia, enhancing the effectiveness and accountability of public administration and finance systems in the regions.
As part of the program's objectives, the Dowlad Kaab Program aims to improve organizational structures and clarify roles and responsibilities within key government departments at the district level. Specifically, the program focuses on supporting the Federal Member States (FMS) and the Jowhar District Administration and Finance Departments by ensuring that their organizational charts (organograms) and job descriptions (JDs) are current, functional, and aligned with both national governance standards and the operational needs of the local administrations.
The Ministry of Interior, Local Governments Hirshabelle State, is committed to ensuring that district administrations and finance departments have well-structured and efficient frameworks to carry out their responsibilities effectively. This includes updating and standardizing organograms, job descriptions, and the general organizational structure to improve transparency, accountability, and overall service delivery.
The United Nations Development Programme (UNDP), through its support for the Dowlad Kaab Program, is working closely with the Ministry to facilitate technical assistance, capacity-building efforts, and organizational reforms that can enable FMS and district administrations to operate at their highest potential. As part of this initiative, the program aims to enhance the skills of local government staff to update and develop organograms and job descriptions that reflect the dynamic and evolving needs of local governance.
In this context, the Ministry of Interior, Local Governments, and Reconciliation, in collaboration with UNDP, is seeking a consultant to design and conduct training workshops focused on effectively updating and developing organograms and job descriptions for the FMS and Jowhar District Administration and Finance Departments. This training will serve as a critical capacity-building tool to improve governance structures, enhance organizational efficiency, and ensure that staff roles are clearly defined and aligned with the strategic goals of the local government.
The consultancy will contribute to a broader effort to improve public administration and governance by providing district-level government departments with the knowledge and tools necessary to develop functional, responsive, and up-to-date organizational structures.
To enable effective service delivery in line with decentralization reforms, there is a need to review, update, and clarify institutional organograms and respective job descriptions. This consultancy seeks to build capacity within target institutions to conduct these updates, following standard public sector HRM principles.
The Federal Member States (FMSs) of Somalia, particularly the Hirshabelle State have embarked on a process to strengthen local governance structures as part of broader decentralization and state-building efforts. The Ministry of Interior, Local Governments Hirshabelle state with support from UNDP through the Dowlad Kaab Program, seeks to enhance the institutional capacity of district departments, focusing on improved organizational structures and clarity of roles.
Organograms and job descriptions are fundamental tools for effective human resource and organizational management. However, many district departments in Hirshabelle, including Jowhar, lack updated organograms and well-defined job descriptions aligned with local government service delivery mandates.


	3. Objective of the Assignment
The overall objective is to strengthen institutional capacity by:
· Developing and updating organizational structures (organograms) for district departments within FMSs and Jowhar District Administration (with emphasis on the Administration and Finance Department).
· Reviewing, aligning, and developing job descriptions (JDs) for all key positions in accordance with departmental mandates and functional responsibilities.

	4. Specific Tasks and Scope of Work
The consultant will be required to undertake the following tasks:
1. Review existing structures and functions
· Assess current organizational frameworks, reporting lines, and functions within district administrations.
· Review existing job descriptions, mandates, and relevant policy frameworks.
2. Develop/Update Organograms
· Draft revised organograms for district administrations and their departments.
· Ensure structures are aligned with legal mandates, decentralization frameworks, and best practices in local governance.
3. Develop/Update Job Descriptions
· Review and update existing JDs for all staff within Administration and Finance departments.
· Draft new JDs where gaps exist, ensuring clarity in roles, responsibilities, and reporting lines.
· Ensure JDs reflect professional standards and competency-based requirements.
4. Deliverables
· Draft assessment report (summary of current structures and gaps).
· Draft organograms for district departments, including Jowhar Administration and Finance.
· Draft job descriptions for key positions across departments.
· Final validated organograms and job descriptions.

	
5. Expected Deliverables and Timeline
	Deliverable
	Timeline

	Inception Report with work plan & methodology
	3 Days after contract signing

	Draft Assessment Report (institutional review)
	1 week

	Draft Organograms & Job Descriptions
	2 weeks

	Final Organograms & Job Descriptions
	1 week




	6. Duration of the Assignment
The assignment is expected to take 5 weeks from the date of contract signing.
7. Reporting and Supervision
· The consultant will work under the overall guidance of theDirector General Ministry of Interior and Local Government (MoILG) – FMS level, in close collaboration with Jowhar District Administration and the State Ministry of Finance.
8. Qualifications and Experience
The consultant/consultancy firm should have:
· Advanced degrees in Public Administration, Human Resource Management, Organizational Development, or related field.
· Minimum 7 years of relevant experience in organizational development, HR management, and institutional capacity strengthening.
· Proven experience in developing organograms, job descriptions, and HR frameworks, preferably in public sector or local governance contexts.
· Strong facilitation and stakeholder consultation skills.
· Excellent written and spoken English and Somali language proficiency (preferred).

	9. Expected Outputs
· Comprehensive organograms for district departments within FMSs and Jowhar Administration & Finance Department.
· Updated and standardized job descriptions for all key positions.
· Final report including recommendations for effective HR and institutional strengthening.


	7. Payment Schedule
The MOILG Hirshabelle will process payments to the UNDP after it reviews the final reports and deliverables, following the submission and approval of the Inception Report, draft organograms, job descriptions, and final deliverables.


	8. Application Requirements

Interested consultants should submit:
· Updated CV highlighting similar assignments
· Sample of previous training materials on organograms/JDs (if any)
   Proposals must be submitted to the following email address: procurement.moilg@gmail.com and copied to dg@moi.hs.so
· The deadline for submission is (31 August 2025 time 11:59 PM. EAT).
· Late submissions will not be considered
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