Invitation to Bid PD24-IQ-EHO-0192 Daily worker for HR department 

Dear Sir/Madam,
The Mines Advisory Group (MAG) is an international humanitarian Mine Action organization officially registered in Kurdistan Region and Federal -Iraq that works in removing mines and explosive ordnances. From 1992 until now, MAG has been working in the field of charity and humanitarian work doing clearance and removal of mines and explosive ordnances; and in the process, saving lives and property of people in Federal Iraq and the Kurdistan region. 
Timetable:
	Item
	Date
	Time

	Publication of RFQ
	17/09/2024
	09:00 AM Iraqi Time

	Closing of RFQ submissions
	24/09/2024
	09:00 AM Iraqi Time


PLEASE NOTE: NO BIDS WILL BE ACCEPTED AFTER THE ABOVE CLOSING TIME AND DATE.
Bidders can apply by submitting their offers to bellow email address:
Procurement.IQ@maginternational.org

Terms of Reference (TOR)
Position Title: Daily Worker (Digitization of HR Archives)
Number of Positions: 2 
Duration:  Two Months with possibility of extension 
Location: EHO (Erbil Head office, Ainkawa) & ELC (Erbil Logistics Center, Adala) 
Reporting to: HR Coordinator

1. Background
The HR department requires the digitization of physical archives to improve accessibility, security, and efficiency in managing employee records. This project aims to convert all hard copy documents since 1992 into a digital format and ensure proper categorization and storage in the HR system.

2. Objective
The objective of this TOR is to engage two daily workers for Two months to assist in the digitization process, ensuring that HR records are accurately scanned, named, and saved in the designated digital storage system.
3. Scope of Work
· The daily workers will be responsible for:
· Sorting and organizing HR documents before scanning.
· Scanning documents and ensuring that all files are legible and complete.
· Naming and saving files according to the established naming conventions.
· Ensuring data accuracy by cross-referencing scanned documents with physical copies.
· Maintaining the confidentiality and security of all documents handled.
· Reporting any issues or missing documents to the supervisor.
· Assisting in the proper disposal of hard copies, if required.


4. Qualifications and Skills Required
The selected daily workers should possess the following qualifications and skills:
· Education: Diploma or equivalent. Additional certification in document management or archiving is a plus.
· Experience: Previous experience in digitization, data entry, or administrative roles is preferred.
· Technical Skills: Good computer skills, including the use of scanners and file management software.
· Language: English, Kurdish, and Arabic 
· Attention to Detail: High level of accuracy in handling and naming documents.
· Confidentiality: Ability to handle sensitive information with discretion.
· Organizational Skills: Good organizational and time management skills to handle large volumes of documents.
· Physical Ability: Ability to handle physical documents and operate scanning equipment.


5. Working Hours
The daily workers are expected to work 8 hours per day, 5 days per week, at the designated location from Sunday to Thursday from 08:00 Am to 4:30 PM with half hour lunch break from 12:00 to 12:30 PM
6. Reporting and Supervision
The daily workers will report directly to HR Coordinator and will provide regular updates on the progress of the digitization process. They should scan at least 50 personal files per day. and after finishing personal files they should scan any other remaining documents, including but not limited to, recruitment files, training files, redundancy files and HR administrative files. 


7. Contract Selection and Award Criteria:

Administrative requirements:
RFQ dossier will be checked to ensure that the following have been submitted by the bidder. All bids will be expected to pass the administrative evaluation stage before being considered for technical and financial evaluation. Bids that are deemed administratively non-compliant may be rejected. 
Documents listed below must be submitted with your bid to qualify.
	· RFQ – Should be filled and signed.
	  Mandatory

	· Annex 2 - Supplier Profile and Registration Form, filled and signed. 
	 Mandatory

	· Annex 4 - MAG General Conditions of Contract for the Procurement of Goods.
	Mandatory

	· Copy of Residency card/ID.
	        Mandatory

	· A CV with a cover letter.
	 Mandatory

	· A copy of University or institute graduation certificate.
	 Mandatory
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Technical Criteria and Scoring System: All bidders will be interviewed to assess their background, knowledge of computer usage, scanning proficiency, and English language skills. The scores will be used to evaluate their suitability for the role based on the criteria listed above.
Technical Criteria: 60%
	Criteria
	Weight
	Description
	Scoring Breakdown

	1. Background and Experience
	20%
	- Relevance of previous experience.
- Technical skills related to computer usage and scanning.
	Excellent (18-20 points)
Good (14-17 points)
Average (10-13 points)
Needs Improvement (0-9 points)

	2. Knowledge of Computer Usage
	15%
	- Proficiency in computer applications.
- Problem-solving abilities related to computer issues.
	Excellent (14-15 points)
Good (11-13 points)
Average (8-10 points)
Needs Improvement (0-7 points)

	3. Scanning Proficiency
	15%
	- Experience with scanning equipment.
- Accuracy and efficiency in operating scanning tools.
	Excellent (14-15 points)
Good (11-13 points)
Average (8-10 points)
Needs Improvement (0-7 points)

	4. English Proficiency
	10%
	- Communication skills in English.
- Understanding and interpretation of instructions.
	Excellent (9-10 points)
Good (7-8 points)
Average (5-6 points)
Needs Improvement (0-4 points)




Financial Evaluation 40%:
The best value for money offer, considering administrative, technical and financial evaluation, will be selected. 




8. regulations of Contract
· Workers are expected to perform their duties with diligence, accuracy, and attention to detail.
· Any breach of confidentiality or mishandling of sensitive information will be grounds for termination of the contract.
· Regular performance reviews will be conducted to ensure compliance with the service standards.
· Daily workers must adhere to the organization’s code of conduct, including maintaining professionalism, punctuality, and respectful behavior.
· Any form of misconduct, including theft, falsification of records, or inappropriate behavior, will lead to immediate termination of the contract.
· Workers must adhere to all health and safety protocols while on duty, including proper handling of equipment and personal protective measures as needed.
· Any workplace injuries must be reported immediately to the supervisor.
· Workers are required to maintain the confidentiality of all HR documents and personal data.
· The contract may be terminated by either party with a notice period of one week.
· MAG reserves the right to terminate the contract immediately in cases of gross misconduct or breach of service conditions.

9.Content of RFQ Submission 
Failure to fulfil the below requirements will constitute an irregularity and may result in rejection of the RFQ Selection. All RFQ submitted must comply with the requirements in the tender dossier and comprise:
· RFQ – Should be filled and signed. Mandatory.
· Annex 2 - Supplier Profile and Registration Form, filled and signed. Mandatory.
· Annex 4 - MAG General Conditions of Contract for the Procurement of Goods. Mandatory
· Copy of Residency card/ID Mandatory.
· A CV with a cover letter Mandatory.
· A copy of University or institute certificate Mandatory.



10. Appels 
Bidders believing that they have been harmed by an error or irregularity during the award process may file a complaint by writing to Safeguarding.iq@maginternational.org




