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TERMS OF REFERENCE
Expert for Strengthening Internal Governance and Providing Mentoring and Backstopping Advice to NAMA



Table of Contents

1. Background	2
2. Objective of the Assignment	3
3. Scope of Work	3
4. Deliverables	4
5. Location	4
6. Duration and Timeline	5
7. Required Qualifications	5
8. Reporting and Supervision	5
9. Budget and Payment Schedule	6
10. Modification of Terms	6




Contracting Authority: 	Network of Associations of Local Authorities of South-East Europe
Donor: 			Swiss Development Cooperation
[bookmark: _Toc187930069][bookmark: _Toc220871400]1. Background
NALAS is a network of associations of local authorities of South-East Europe. The Network brings together 14 Local Government Associations (LGAs) which represent roughly 9000 local authorities, directly elected by more than 80 million citizens of this region. The NALAS Secretariat, based in Skopje, is responsible for the overall coordination and the implementation of the activities. NALAS was created in 2001 following the first Forum of Cities and Regions of South-East Europe (Skopje, November 2000), organized by the Congress of Local and Regional Authorities of the Council of Europe. The Network was established under the auspices of the Stability Pact for South-Eastern Europe (Working Table 1) and the Council of Europe. During the first years, NALAS functioned as an informal organization with regular meetings, seminars and training programmes. In July 2005 NALAS became an officially registered association with its seat in Strasbourg. The NALAS Secretariat was established in March 2007. 
[bookmark: _Hlk188284051]NALAS promotes the process of decentralization in partnership with its member LGAs and in cooperation with central governments and international organizations, considering local self-government as a key issue in the current process of transition affecting the various countries in South-East Europe. NALAS initiates and carries out regional initiatives for its members and helps LGAs to become viable representatives of local authorities vis-à-vis their central government.  
With the support of the Swiss Development Cooperation (SDC), NALAS is providing strategic, institutional, and operational support to the National Association of Municipalities of Albania (NAMA). This initiative is part of a broader effort to strengthen NAMA’s capacity to effectively represent the collective interests of all Albanian municipalities and to play a more active and influential role in national and international policy processes.
[bookmark: _Hlk220872067]NAMA has entered a critical phase focused on institutional strengthening, internal governance, and the delivery of high-quality services to its members. To support consolidation of sustainability, NALAS will engage an experienced regional/international expert to support the strengthening of NAMA’s internal governance and to provide mentoring and backstopping advice to NAMA in the implementation of NAMA’s institutional sub-grant.
The assignment builds on good practices from NALAS member associations and Swiss and European standards, with a strong emphasis on neutrality, professionalism, and institutional credibility.

[bookmark: _Toc187930070][bookmark: _Toc220871401]2. Objective of the Assignment

[bookmark: _Hlk220872106]The overall objective of the assignment is to strengthen NAMA’s internal governance and organizational capacity, while mentoring and backstopping NAMA in the effective and compliant implementation of its institutional sub-grant and selected priority activities.
[bookmark: _Hlk220872127]Specifically, the assignment aims to:
· Support the development and operationalization of robust internal governance, organizational structures, and procedures and strengthen professional administration and staffing profiles and practices to operationalize NAMA’s Strategic Plan 2026-2030. 
· Mentor NAMA’s leadership and staff in planning, implementing, and monitoring activities funded through the institutional sub-grant and NAMA’s Strategic Plan 2026-2030.
· Ensure alignment of NAMA’s operations with good regional and international practices and SDC requirements.
[bookmark: _Toc187930071][bookmark: _Toc220871402]3. Scope of Work
[bookmark: _Hlk188284134]Under the supervision of NALAS, the expert will carry out the following tasks:
[bookmark: _Toc187930072]3.1 Strengthening Internal Governance and Organizational Systems
· Support the refinement of NAMA’s organizational structure (organigram), staff profiles and job descriptions, and staff recruitment plan.
· Assist in the design and formalisation of internal work processes, decision-making procedures, and coordination mechanisms or operational work plans in line with NAMA’s Strategic Plan. 
· Promote the establishment of a professional secretariat capable of delivering services to members in a neutral and inclusive manner.
3.2 Support to Governance Bodies
· Facilitate or contribute to at least one workshop with NAMA’s Board, leadership, and staff to review and validate governance and operational documents.
· Provide advisory support to NAMA’s governance bodies during the review and approval of internal rules and procedures.
3.3 Mentoring and Backstopping of Institutional Sub-Grant Implementation
· Mentor NAMA staff and leadership in planning, implementing, and monitoring activities financed through the institutional sub-grant.
· Provide hands-on backstopping in areas such as activity planning, organization of capacity-building events, and preparation of policy outputs or reports for the governing board.
· Support NAMA in translating its strategic plan into annual work plans and realistic, implementable actions.
3.4 Coordination and Knowledge Transfer
· Work closely with NALAS to ensure coherence with overall project objectives, reporting requirements, and risk management.
· Transfer knowledge and practical tools to NAMA staff to strengthen long-term institutional capacity beyond the assignment.
[bookmark: _Toc220871403]4. Deliverables
[bookmark: _Hlk220872238]The expert is expected to contribute to the following deliverables:
1. Review and recommendations on NAMA’s organizational structure and internal governance framework.
2. Draft or refined procedures and guidance notes or operational plans for the implementation of the NAMA strategic plan (as agreed with NALAS and NAMA).
3. Design and facilitation (or technical input) for at least one governance/organizational workshop.
4. Mentoring notes and practical guidance supporting the implementation of the institutional sub-grant.
5. Short progress reports summarizing support provided, challenges identified, and recommendations.
All deliverables will be submitted to NALAS for review and validation.
[bookmark: _Toc187930073][bookmark: _Toc220871404]5. Location
The assignment will be carried out through a combination of remote work and in-country missions to Albania, as required (at least two field missions / monitoring visits in Albania). Travel and accommodation arrangements will be agreed in advance with NALAS.  
[bookmark: _Toc220871405]6. Duration and Timeline
The assignment is expected to be implemented flexibly over February – September 2026. The exact timeline and distribution of working days will be agreed with NALAS based on project needs and milestones. The expert is responsible for organizing his/her time in order to ensure the timely and high-quality delivery of the agreed outputs. The contract remains output-based and the expert shall ensure sufficient availability throughout the implementation period to deliver the agreed results.

[bookmark: _Toc187930075][bookmark: _Toc220871406]7. Required Qualifications
[bookmark: _Hlk188284277]The expert must meet the following minimum qualifications:
[bookmark: _Toc187930076][bookmark: _Toc220871407]Qualifications and skills:
· Advanced university degree in public administration, governance, political science, law, economics, or a related field. 
· Excellent analytical, facilitation, and advisory skills.
· Fluency in English (oral and written)
General Work Experience
· At least 15 years of proven relevant work experience.
Specific Work Experience
· At least 10 years of relevant experience in institutional development, governance reform, or capacity building of institutions and organizations.
· Demonstrated experience in designing institutional strengthening and development processes and procedures, including internal governance and organizational structures. 
· Proven experience in advising, counseling, mentoring, and backstopping for the strengthening of institutions or organizations.
· Strong understanding of consensus-based governance, and institutional development.
· Familiarity with the functioning of local government associations is highly desirable.
· Familiarity with South-East Europe and local government and local government associations is a strong asset.
8. Reporting and Supervision
The expert will work under the supervision of the NALAS Project Manager. All activities, deliverables, and missions will be coordinated with NALAS and implemented in close cooperation with NAMA. NALAS retains overall responsibility for quality assurance, monitoring, and reporting to SDC.
[bookmark: _Toc187930077][bookmark: _Toc220871408]9. Budget and Payment Schedule
The assignment will be implemented under a global price contract. Payment is linked to the satisfactory delivery of agreed outputs and deliverables, rather than to the number of working days.
	Deliverables
	EUR

	D1. Inception Note + D2. Governance and Organizational Review Report (May 2026)
	30% of the contract value

	D3. Governance/Organizational Workshop + D4. Mentoring and Backstopping Notes (June 2026)
	30% of the contract value 

	D5. Final Progress Report (September 2026)
	40% of the contract value

	Total
	100% of the contract value


Budget allocations may be amended with the approval of NALAS, as per the needs of the project.
[bookmark: _Toc220871409]10. Modification of Terms
NALAS reserves the right to modify the terms of the ToR at any time at its sole discretion to respond to evolving project needs or contextual developments. 
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