 Ministry of Education of the Kyrgyz Republic
Project "The Joint IsDB/ISFD/GPE Smart-ED Project for Improving Access to and Quality of Inclusive Learning Opportunities for all Children in the Kyrgyz Republic"
TERMS OF REFERENCE
№ SMART-ED-PMU-IC-2025-10
Translator/ Office Manager

I. General information

The Government of the Kyrgyz Republic, with financial support from the Islamic Development Bank (“IsDB”), the Islamic Solidarity Fund for Development (“ISFD”), and the Global Partnership for Education (“GPE”), is implementing a joint project called SmartED. The project aims to expand access to and improve the quality of education in targeted rural and underserved areas of the country, in line with national education priorities and the sustainable development agenda.

To ensure the effective and timely implementation of the project, a Project Implementation Unit (PIU) is being established under the Ministry of Education of the Kyrgyz Republic. As part of its activities, the PIU will provide operational administrative and organizational support for the project. To successfully carry out these tasks, the PIU invites a qualified Translator/ Office Manager to provide linguistic support, coordinate internal document flow, organize meetings, and interact with subordinate organizations of the Ministry and project partners in Russian and English in accordance with established procedures and the requirements of international organizations.

II. Objective of the assignment

The objective of the assignment is to provide administrative support to the PIU in order to ensure the normal functioning of the office, which involves providing services for the performance of administrative tasks of the PIU, including personnel management documentation, written and oral translation as necessary for the implementation of project activities.
III. Scope of services

The duties of a Translator/Office Manager include, but are not limited to, the following activities:
A. Administrative functions: 
i) Receives incoming and outgoing calls and records telephone messages;
ii) Scans and forwards documents;
iii) Makes copies of materials required for project activities and organizes them;
iv) Receives visitors to the PIU;
v) Performs clerical duties related to PIU staff recruitment and document storage; 
vi) Interacts with the IsDB, the Ministry of Education, and other project partners in the day-to-day implementation of project activities;
vii) Provides administrative support, organizes meetings, and ensures that necessary follow-up actions are taken;
viii) Assists in the preparation of evaluation reports, annual project reports, and the updating of project files;
ix) Prepares minutes of project meetings and consultations;
x) Assists in coordinating the activities of project consultants across all project components and provides them with logistical support;
xi) Prepares and updates records and other documents related to project implementation;
xii) Prepares up-to-date information on the progress of project activities for discussion with IsDB field missions;
xiii) Performs other regular tasks, such as maintaining adequate supplies of office supplies;
xiv) Arranges transportation for PIU staff in accordance with project activities, as necessary;
xv) Provides logistical support for meetings, trainings, and seminars;
xvi) Performs other functions and duties as directed by the PIU Director.
B. Written/Oral translations (English-Russian / Russian-English):
i) Provides accurate and high-quality translation of incoming and outgoing documents, correspondence, reports, and other documentation related to project implementation, procurement, and other materials for meetings/training seminars on capacity building;
ii) Edits and provides summaries of translated materials without changing the meaning, if necessary;
iii) Provides interpretation during meetings/conferences conducted in English or Russian (consecutive interpretation);
iv) Other functions and responsibilities as assigned by the PIU Director.

IV. [bookmark: _Hlk210658094]Expected results

· Systematized and up-to-date archive of project documentation in Russian and English, including correspondence, meeting minutes, and reporting materials;
· High-quality written translation of project documents (reports, presentations, official letters) from/into Russian and English within the specified time frame;
· Effective organization of working meetings, conferences, and missions, including agenda preparation, linguistic support, and timely provision of materials to participants;
· Smooth administrative support for office operations, including management of office equipment, procurement of office supplies, and maintenance of document flow;
· Timely processing of incoming and outgoing correspondence, including necessary translation and registration;
· Preparation and distribution of information materials and mini-reports on project activities for internal and external stakeholders.

V. Qualifications and experience

· Higher education in linguistics, philology, international relations, public administration, business administration, or related fields – 20 points;
· At least 3 years of experience working as an English translator (experience working as an office manager or administrator is an advantage) – 25 points;
· At least 1 year of experience working in international organizations, projects funded by the IsDB, WB, ADB, or other donors (experience working in government structures is an advantage) – 25 points;
· Computer skills (Windows, MS Office, Internet Explorer) – 15 points;
· Fluency in Kyrgyz and Russian, good knowledge of English – 15 points.

VI. Contract term and accountability

The contract is initially for 12 months with the possibility of extension depending on performance and project needs. The position is full-time, reporting directly to the PIU Director. The place of work is Bishkek, with possible business trips to project sites. The Translator/Office Manager will be subject to a three-month probationary period. At the end of the probationary period, the contract may be terminated if their work is deemed unsatisfactory.
VII. Employer contribution
ME KR will provide all necessary information and documents related to this task. PIU will provide a workplace, computer equipment, and other conditions related to the performance of functional duties.



