Request for Quotation (RFQ) / 3anut uinn (3LI)

Date of RFQ/
Jlata 3amuy: 16.08.2024
RFQ reference No./ PF Girls-2024-08-16
311 Homep:
Title / Position mapping specialist/
Hasga: CreuianicT/ka 3 KapTyBaHHs 10Caj
No. of pagers/ 3
KinbkicTs cTopiHoK:
Reglon/ Online/Onnaiin
Perion
From/ Valeriia Kolomiets, procurement Contact e-mail/ t@divehata.ore
Bin: assistant/Banepist Konowmiers, acuctenTka i3 (please translate): procurement@divehata.org
3aKyIiBelb

Take part in a tender for the procurement of services of a position mapping specialist/
B3stH y4acTh y KOHKYpPCi Ha 3aKyMiBIIIO MOCIYT CHELialicTa/Ku 3 KapTyBaHHs 10caj|

Manner of Submission/
Criocié moxaHHus:

Bids to be submitted by e-mail to:
11{iHOBi mpoOMO3uLLil, HAICHIAIOTHCS EIEKTPOHHOIO IIOLITO0 Ha aJpecy:

procurement(@divchata.org

Content of the application/
Bwmicr 3asBKH:

Responsibilities of the position mapping and linkage matrix specialist:

- Collecting and analysing information on positions.

- Developing the structure of job maps.

- Identify the key components of each job map.

- Creating and documenting job maps.

- Validation and approval of job maps.

- Ensuring that job descriptions comply with legal requirements.

- Advising and supporting the HR department in integrating the new job descriptions into
existing HR processes.Providing recommendations for further use and updating of job
descriptions.

- Reporting on the work performed.

OGoB'sI3KH crieniaicTa/Ki 3 KAPTYBAHHS 110CA/l TA MATPHLI 3B'A3KiB:

36ip Ta aHani3 iHdopmanii mpo nocanu.

Po3zpobka cTpykTypH KapT nocaf.

Bu3HayeHHs KIIOYOBUX KOMIIOHEHTIB KOKHOI KapTH MOCA/IH.
- CTBOpEHHH Ta JOKYMEHTYBaHHA KapT nmocai.

Bauizartis Ta 3aTBep/UKCHHS KapT M0ca.

- 3abe3nedeHHs BiANOBIIHOCTI KapT MOCAJ 3aKOHOABYUM BHMOTaM.

- KoncynbsryBanns Ta ninrpumka HR-Bijniny B iHTerpanii HOBUX KapT Hocaj y icHyrodi
HPOLIeCH yNpaBliHHs nepconanom.Haanus pexoMeHaLiil o0 MofaIboro BAKOPUCTAHHS
Ta OHOBJICHHS KapT HOCaJl.

- 3BiTyBaHHS PO BHKOHAHY POOOTY.

Requirements /
Bumorn:

Please take note of the following requirements and conditions relste to provide of the abovementioned services /
Bynp nacka, 3BepHITh yBary Ha HaCTYIHI BUMOTH Ta YMOBH, [I0B’s[3aHi 3 HAAQHHAM BHILE3raaHUX ITOCIYT:

Requirements for a position mapping and linkage matrix specialist:

- At least 5 years of experience in the HR field (the specialist must have a deep
understanding of the processes and requirements for various positions to create accurate
job maps)

- Experience in writing job maps and developing job descriptions.

- Knowledge of job analysis methodologies (to objectively assess job requirements and
create standardised job maps that meet the needs of the organisation)

- Analytical thinking skills

- Interpersonal communication and interviewing skills (the specialist will be required to
communicate with employees and department heads to gather the necessary information)

- Knowledge of labour laws and regulatory requirements (job descriptions must be in line
with legal requirements, current rules and regulations)

- Experience working in non-profit organisations is desirable (to better understand the
specifics of the organisation, its values and structure, which will allow you to create more
relevant job descriptions)

- Ability to meet deadlines

- High level of organisation and attention to detail

- High level of Ukrainian language skills

Bumoru 10 cneniajgicTa 3 KapTyBaHHs MOCAJ TA MATPHII 3B'A3KiB:

- JlocBin po6otu B HR-cdepi e Menmre 5 pokiB (crenianict Mae mHO0KO PO3yMiTH
MPOLIECH Ta BUMOTH [0 PI3HUX [0CA, 1100 CTBOPUTH TOUHI KapTH 110CAN)

- JlocBin HamMCcaHHS KapT HOCAX 1 PO3POOKH I0CAJOBUX IHCTPYKIIH.

- 3HaHHs METOJOJIOTIH aHai3y noca (106 00'€KTHBHO OLIIHUTH BHMOTH JIO [IOCAJ Ta
CTBOPHTH CTaHJAPTH30BaHi KAPTH MOCA, IO BilNOBiIaI0Th MoTpebaM opraHizarii)

- HaBHYKHM aHATITHYHOTO MUCICHHS

- 3pmarHicTh 10 MXKOCOOHCTICHOT KOMYHIKALIii Ta POBEACHHS IHTEPB'T0 (CreniamicT
TOBHHEH Oy/Ie CITiIKyBaTHCS 3 MPALiBHUKAMHU Ta KepiBHUKAMH Bi/UIiTiB, 11106 3i6paTi
HeoOxiaHy iHdopMmariro)

- 3HaHHS TPYJOBOrO 3aKOHOABCTBA Ta PErYIITOPHUX BUMOT (KapTH I0Ca/] MAIOTh
BiJIIIOBi1aTH 3aKOHOJABYMM BHMOT'aM, aKTyaJbHUM HOPMaM Ta IIPaBUiIaM)

- Baxano 1ocBiz po6oTu B HENPHOYTKOBUX OpraHizamisx (U KPaIoro po3yMiHHs
crietudiky oprauizarii, ii LIHHOCTI Ta CTPYKTYpPH, 11O AO3BOJIUTH CTBOPUTH OiJIbII peneBaHTHI
KapTH T10Ca)

- BMiHHS 1OTpUMyBaTHCS Ie/UTaiiHIB

- Bucoknii piBeHb OpraHizoBaHOCTI Ta yBaru 10 JAeTaiei

- BononiHHs ykpalHCBKOIO MOBOIO Ha BUCOKOMY PiBHI

The term of delivery of services/
TepMiH HaaHHS TTOCIYT:

According to the work performed/3rinno BukoHanux poo6it

The supplier can submit a price offer:/
TTocTagaabHIK MOXE ITOJATH IiHOBY MPOIO3HUIIO:

By total amount/3a 3aranbHoio cymor0

Deadline for the Submission of Quotation/
KiHweBuit TepMiH ITOIaHHS TPOTO3UILiL:

22 August 2024 until 18:00 Kyiv time/22 ceprnst 2024 poky 10 18:00 3a kHiBChKHM
4acoM

All documentations shall be in this language /
Best nokyMeHTalisl TOBUHHA OyTH CKJIa/IeHa MOBOIO:

Ukrainian/YkpaiHCbKoO




Documents provided by the supplier/
JloKyMeHTH, sIKi 0Ja€ MiAPSAHUK:

1. Registration documents (if there is a PE registration) or a letter of readiness to register a PE.
2.CV.

3. Completed Price Proposal (Annex A1) with signature and stamp (if applicable), sent in PDF
format.

4. Certificates and reviews

5. Examples of developed job descriptions

If the above Mandatory Documents are not submitted, the application may be considered
INVALID.

/

1. Peectpauiiini fokymenTH (Ko € peectpais @OIT) a6o THCT-rOTOBHICTh 3apeecTpyBaTh
DOIL

2. Pesrome

3. 3anosHena llinoBa npono3uuis (Jlonatok Al) 3 MiAIHCOM Ta IIEYATKO (SIKIIO €),
Hapicnanuii y PDF ¢opmari.

4. Ceprudikaru Ta BiIryku

5. Ilpuknaay po3po0bieHnx KapT mocan

V pasi HeHajaHHS BuIe3a3HaueHNX OG0B SI3KOBUX JJOKYMEHTIB 3asBKA MOXE BBAKATHCS
HEIMCHOIO.

Period of validity of quotes starting the submission date/
TepMmiH fii mpomno3uii:

30 days/nuis

Payment terms /
YMOBY ILTaTEKYy:

postpayment according to the act of rendered services/micsimiara 3rifHo akTy HaJJlaHUX
nociyr

Evaluation criteria/Kpurepii oninkn:

Criteria for evaluating applications

1. Price - 30%:

The result of the evaluation of this criterion is equal to the following formula: (Price
A/Price B) * weight of the criterion.

Price A = the lowest price of all offers.

Price B = the price offered by the bidder

2. Compliance with the qualification requirements - 70%:
- At least 5 years of experience in the HR field (25%)
25%: More than 5 years of experience.
15%: 3-5 years of experience.
5%: Less than 3 years of experience.
0%: No relevant experience.

- Experience in writing job descriptions and developing job descriptions (15%)
15%: Extensive experience in writing job descriptions and job descriptions for
different levels of positions.
10%: Experience in developing job descriptions for a few positions.
0%: No experience in this area.

- Knowledge of job analysis methodologies (10%)
10%: High level of knowledge of methodologies and their practical application.
5%: Basic knowledge of methodologies.
0%: Lack of knowledge of job analysis methodologies.

- Analytical thinking skills (10%)
10%: High level of analytical thinking.
5%: Basic analytical skills.
0%: Lack of analytical skills.

- Interpersonal communication and interviewing skills (10%)
10%: High level of communication skills, extensive experience in conducting
interviews.
5%: Basic communication skills.
0%: No communication skills.

- Knowledge of labour laws and regulatory requirements (5%)
5%: Basic knowledge of legislation.
0%: Lack of knowledge of legislation.

- Work experience in non-profit organisations (5%)
5%: Work experience in non-profit organisations.
0%: No experience.

Kpurepii oninku 3asiBox

1. Lina - 30%:

Pesynomam oyinku yvozo kpumepiio oopisnioe nacmynuiti popmyni: (Lina A/Lfina B) *eaea
Kpumepir.

Lina A = naiinusicua yina 3 ycix nponosuyi.

Lina B = yina, 3anpononoeana y4acHukom KOHKypcy

2. Binnosinnictb kBatidikaiiniiitnum Bumoram - 70%:
- ocsin po6oru B HR-cdepi He mene 5 pokis (25%)
25%: Ilonao 5 poxie 00ceioy.
15%: 3-5 poku docsioy.
5%: Menwe 3 pokig 00¢8ioy.
0%: Biocymuicmo penesanmnozo 00ceioy.

- JlocBiz HanMCaHHs KapT 110caj i po3poOku nocasoBux iHeTpykuiii (15%)
15%: Llupokuit 00c6i0 HanucanHs Kapm nocad ma iHcmpykyiii Ons pisHux pienie nocao.
10%: Hocsio po3pobru kapm nocad 0is Kinbkox nosuyii.
0%: Biocymuicme 0ocsidy 8 yiii chepi.

- 3HaHHs MeTOOJIOTIH anamisy mocax (10%)
10%: Bucokuil pieens 3nanb Memoodonozii ma ix npakmuiHo20 3acmocy8anis.
5%: Baszoee 3nanms memooonozii.
0%: Biocymuicme 3namns memoodonoziit ananizy nocao.

- Hasuuku ananitnanoro mucnenss (10%)
10%: Bucokuii pieeHb aHanimuuHo20 MUCICHHL.
5%: Baszoei HaguyKu ananizy.
0%: Biocymuicmo ananimuiHux Hagu4ox.

31aTHICTH 10 MiXKOCOOHCTICHOT KoMyHiKamii Ta poBeeHHs inTeps'to (10%)

10%: Bucokuil pieenb KOMYHIKAMUBHUX HABUYOK, BeTUKUL 00CEI0 NPOGEOeHHs. IHMep§ 0.
5%: Bba3zoei komynikamueHi nasuyxu.

0%: Biocymmicme KOMYHIKAMUSHUX HABUYOK.

3HaHHS TPYAOBOIO 3aKOHOJABCTBA Ta PEryISITOPHUX BUMOT (5%)
5%: Baszoee 3nanms 3akono0ascmea.
0%: Biocymuicme 3nans 3akoHo0aecmea.

JlocBin po6otu B HempHOyTKOBHX opraHizaisx (5%)
5%: Jloceio pobomu 6 Henpubymkosux opeaizayisx.
0%: Biocymmuicmo 0ocsioy.

Type of Contract to be Signed/
Tun 1oroBopy skuii 6yae mifnucaHo:

A service contract will be concluded with the winner, which will specify the detailed terms of
cooperation.

/

3 nepemorkiieM Oy/e yKIIaJeHo JOTOBIp PO HAJaHHs MOCIYT, B IKOMY Oy/yTh 3a3HaueHi
JIeTaIbHi yMOBH CITIBIIpALLi.

NGO "Girls" requirements./

Oy/b-sIKUM 1HIIIAM JI0aTKaM, sIKi MicTsTh Aani npo Bumoru 'O "JliBgara'.

Proposals offered shall be reviewed based on completeness and compliance of the quotation with the minimum specifications described above and any other annexes providing details of

3anponoHoBaHi NPONO3MILii PO3MIAAATHMYThCS 3 ypaXyBaHHAM HAsBHOCTI IOBHOTO MAKETY Ta BilNOBIIHOCTI NMPOMO3HILiT MiHiMaJIbHUM XapaKTePUCTHKAM, ONICAHHM BHIIE, a TAKOXK

after it has received the quotation./

"JliBuara" micis OTPUMaHHS MPOMO3HILi.

At any time during the validity of the quotation, no price variation due to escalation, inflation, fluctuation in exchange rates, or any other market factors shall be accepted by NGO "Girls"

V Gyap-skuii 4ac MPOTSTOM il MPOMO3HILii, 3MiHH I[iHK Yepe3 MiABHILEHHS, iHQIIALif0, KOMHBaHHS 0OMIHHOTO Kypcy abo Oyab-siKuit iHIMiA pUHKOBHIA (hakTop He NpuitMaTHMyThCs ['O

NGO "Girls" is not bound to accept any quotation, nor award a contract/Purchase Order, nor be responsible for any costs associated with a Supplier’s preparation and submission of a
quotation, regardless of the outcome or the manner of conducting the selection process./

I'O "liBuara" He 3000B's13y€ThCs MpUMaTH Oy/b-SKY IPOHO3ULII0 a00 yK/IaJaTH KOHTPAKT/3aMOBIICHHS], a TAKOXK HE HECE BIIIOBINAIBHOCTI 3a Oyab-siKi BUTpATH, IIOB'sI3aHI 3
IATOTOBKOIO Ta MOJAaHHAM Mporo3uiii [locradaibHUKOM, HE3aJIEKHO Bijl pe3yisraTy abo MeTo/Iy IPOBEICHHs HPOLECy Bibopy.

NGO "Girls"expects its suppliers to adhere to the Supplier Code of Conduct. /

I'O "JliBuara" ouikye Bix [locrauanbHUKIB foTpUMaHHs Kogekcy NMOBEAIHKN 1Tl IOCTaYalIbHHKIB.

Thank you and we look forward to receiving your quotation. /
JaKyemo ma uexacmo na éawty nponosuuiro.



Sincerely yours, NGO "Girls"/ 3 mosaroto, I'O "/liBuara"



