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Terms of Reference (ToR) 

Enhancing SIGI’s Financial and Organizational Sustainability- Phase2 

 

Duration: Three Months (December 20, 2021- February 20, 2022) 

1. Background Information 

Since November 2020, Solidarity is Global Institute (SIGI) has been working on enhancing and increasing 

the financial and organizational sustainability of the organization. Between November and December 2020, 

an in-depth sustainability assessment was conducted on the financial, institutional and operational levels. 

The assessment was conducted by external consultant, and was funded by the Regional Development and 

Protection Program (RDPP). A sustainability assessment report was developed, and focused on the 

following main areas of SIGI: 

• The legal environment where SIGI operates (Jordan). 

• Organizational capacity and governance management 

• Financial viability and capacity for fundraising and developing income-generating projects. 

• Service delivery and capacity to targeting beneficiaries. 

• National and international advocacy and alliance building. 

• Public image and media coverage at national, regional and international levels 

 

Each of the above areas was assessed comprehensively based on a participatory methodology that included 

review of SIGI’s internal management documents and reports, analytical qualitative research based on 

comprehensive filed work that was based on in-depth interviews with SIGI’s management level, and 4 

Focus Group Discussions (FGDs) consisted of different stakeholders, partners, beneficiaries and staff of the 

organization. 

The assessment came out with a number of findings and recommendations for improvements which were 

categorized on two main levels: 1) financial and fundraising, 2) institutional and operational. Based on the 

sustainability findings and recommendations, two action plans were developed in order to facilitate SIGI’s 

sustainability at medium and long terms. Each Action Plan has a specific timeframe, specific objectives, 

outputs, actions sub-activities, indicators, and a proposed budget for each specific objective. 

SIGI’s management team and Board of Directors approved the sustainability assessment report and the 

sustainability action plans that were developed as a result of the assessment. They agreed on priorities to be 

implemented during the year 2021, such priorities are important at the short term and working on them will 

contribute to the strengthening SIGI at the long-term.    Therefore, this TOR aims to enhance SIGI’s 

financial and organizational sustainability with a specific focus on the following capacity areas: 

• SIGI’s Monitoring, Evaluation and Learning system 
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• Assessment and modification of SIGI’s current Strategy Plan. 

• SIGI’s organizational governance and accountability 

• SIGI’s program management. 

• SIGI’s branding policy and visibility tools 

• SIGI’s fundraising strategy and annual fundraising appeals 

The proposed action will be implemented over 3 months (December 20, 2021- February 20, 2022)and will 

be part of a longer process that will be continued over 2022 and 2023. 

Objectives: 

The overall objective of this proposed action is to enhance SIGI’s financial and organizational 

sustainability, with particular focus on SIGI’s program management and the enhancement of internal 

polices and regulations for good governance. 

Specific objectives: 

1. To Develop SIGI’s monitoring, evaluation and learning system. 

2. To strengthen SIGI’s organizational governance and accountability. 

3. To review and update SIGI’s program management policies and regulations to enhance program 

management and implementation as per international standards. 

4. To develop SIGI’s branding policy and its new visibility tools. 

5. To develop SIGI’s financial policies, procedures and system to meet international standards 

6. To strengthen SIGI’s financial sustainability through the development of a comprehensive 

fundraising strategy and annual fundraising appeals. 

 

2. Duties and Responsibilities: 

The Consultant will be expected to carry out and deliver on the following tasks: 

Task #1: 

Develop SIGI’s monitoring, evaluation and learning system. 

 

 Objective 

Main objective of this position is to help SIGIto strengthen its monitoring and evaluation systems and 

practices and generate evidence-based feedback for program planning and policy formulation. 

The Service Provider will be contracted to develop a comprehensive monitoring and evaluation (M&E) 

framework and implementation plan to be used for assessing and understanding the progress of the project 

outputs and outcomes. It will also establish baselines. 

 

 Scope of Work 
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Under the immediate supervision of the Policy, Monitoring and Evaluation, Coordination, the M&E 

Specialist will perform the following tasks: 

1. Assist SIGI to Develop Its Monitoring and Evaluation Framework and Plan 

a. Assist to develop sector-specific SIGI monitoring and evaluation framework in 

consultation within SIGI Divisions and other stakeholders 

b. Based on the framework develop a simple and user category-wise monitoring format and 

its guidelines to be used in the monitoring process. 

c. Assist SIGI to implement the M&E framework, guidelines, and other tools 

d. Assist SIGI to develop program wise process, output, outcome, and impact level 

indicators for SIGI progress monitoring; 

e. Assist SIGI to prepare annual monitoring and evaluation plan inconsistent with M&E 

Framework. 

 

2. Develop Recording and Reporting Forms and Formats for SIGI 

a. Assist SIGI to develop/modify recording and reporting templates and formats of SIGI 

that meet reporting requirements of SIGI to management and development partners. 

b. Help SIGI for testing, modifying, and finalizing the recording and reporting forms and 

formats 

c. Help SIGI to use the recording and reporting forms and formats 

 

3. Capacity Building of SIGI Staff on Monitoring and Evaluation 

 

a. Conduct M&E need identification survey among SIGI staff (including that of district 

level) and identify M&E capacity gaps 

b. Develop appropriate training package in consultation with M&E Division, 

c. Organize capacity-building training for SIGI staff to minimize M&E capacity gaps 

among SIGI staff. 

 

4. Prepare Monthly, Trimester, and Annual Reports of SIGI 

a. Assist SIGI to compile periodic progress data 

b. Assist SIGI Policy and M&E Section to compile monthly, trimester, and annual progress 

reports as required. 

c. Provide on-the-job training and assist SIGI M&E staff to prepare/write periodic progress 

reports 

d. Work out for possible M&E reporting formats in order to incorporate the probable needs of the 

levels. 

 

5. Field Monitoring and Monitoring Report Writing 

a. Organize on the job monitoring field visit on reconstruction sites to SIGI M&E staff, and 

support them on the use of monitoring techniques 

b. Guide SIGI M&E staff to prepare field monitoring reports and help them to disseminate 

feedbacks 

 

a. Review project documents including the log frame, annual targets and indicators, theory of change 

and existing monitoring tools. 

b. Develop a comprehensive monitoring and evaluation framework and road map for implementation 

for the project: 
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• The framework should outline performance indicators (output and outcomes) with clear 

definitions, milestones, data collections strategies, and frequency of collection. It should include 

methodologies for measuring these and who is responsible for collection. It should also clearly demonstrate 

how the impacts outlined will be measured and evidence for the evaluations will be generated. Systematic 

disaggregation of data including by sex, disability, geographical location and income status will be 

important throughout. Views from intended beneficiaries should be sought and fed into the evaluation 

• The framework should take into consideration national M&E systems, draw on existing data 

available and ensure new data collection proposed is complementary to existing systems and data is made 

available to national stakeholders as far as possible. 

c. Set and measure the baseline. 

d. Develop the evaluation strategy that draws on SIGI evaluation criteria related to relevance, 

effectiveness, efficiency, impact and sustainability, coverage and coherence and the program’s Theory of 

Change. Evaluation methods to test and explore impacts should be specified. The Evaluation should gather 

robust evidence about how, where and why (or why not) the program was effective and achieved results. 

Knowledge, Attitude and Practice (KAP) changes will be important to capture. The evaluation strategy 

should correspond to the project’s operation context, learning and operational needs, as well as donor 

requirements. It should also specify how evaluative data will be captured. 

 

 

e. Deliverables 

a. SIGI M&E Framework 

b. SIGI M&E Plan 

c. SIGI M&E formats 

d. Field monitoring reports 

e. Training completion reports 

f. Monthly report of works performed 

g. End of assignment report 

 

 

 

4. Impact of Results 

The key results will have an impact on effective monitoring and evaluation of the projects and programs for 

planning and policy feedback. This will help to design and implement evidence-based; 

The key results have an impact on the overall effectiveness and success of the SIGIs interventions and 

activities in achieving the country’s development 

Specific objective 3: To strengthen SIGI’s organizational governance and accountability (some activities 

are being implemented during this phase while the remaining activities will be implemented in the next 

phase 

Task#2: 
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Review all of SIGI’s internal policies and regulations 

 Review and development of the organizational organigram based on the new strategy and 

determine main Units. 

 Review of staff contracts and job description for each position 

 Development of internal policy that defines the role and tasks of Planning Committee 

 Establishing a clear policy on default in job duties and applying this policy on employees who are 

not performing their duties well 

Task # 3: 

To review and update SIGI’s program management policies and regulations to enhance program 

management and implementation as per international standards. 

 The consultant will be tasked to review all of SIGI’s program management and regulations. 

 Review and development of relevant program management policies (Arabic and English). This 

will include: Development of policies and procedures for the implementation of programs and 

annual action plans, development of Risk Management Policy, and revise and update project 

management procedures 

 Conduct skills assessment for project management staff. 

 Consultant to develop training curriculum based on the assessment conducted above 

 Assessment of staff needs on monitoring and evaluation 

 Develop training curriculum. 

 Organize 5-day course (3-hour per day) for SIGI staff to improve the use of gender equality and 

rights-based approaches terminology in the organization. 

 Conduct internal assessment that will target each staff at SIGI to evaluate skills for archiving. 

 Organize in-house training for staff on how to do electronic and computerized archiving, filing, 

saving files, etc.  

 

Task # 4: 

To develop SIGI’s branding policy and its new visibility tools. 

 Develop a new banding and visibility policy for SIGI based on the newly developed strategy 

 consultant to work on the policy draft and submit it for approval from SIGI’s board of directors 

 Development of SIGI’s new profile based on the revised strategy plan 

 Produce new visibility tools (brochure, development of a new website in both English and Arabic. 

Web designer will be hired to develop the new website. 

Task # 5: 

 To strengthen SIGI’s financial sustainability through the development of a comprehensive 

fundraising strategy and annual fundraising appeals. 

 Develop ToR and Contract consultant(s) to develop the fundraising strategy based on SIGI’s 

strategy plan, and to develop the annual appeal fundraising based 

 consultant will organize strategic meeting between with SIGI’s CEO, Fundraising, HR and 

Finance Departments and will conduct donors and partners’ analysis to identify funding priorities 

for SIGI 

 Development of the fundraising strategy 

 Consultants to conduct participatory meeting with SIGI’s fundraising, programs and financial 

departments to develop discuss priorities for fundraising. 



 6  
 
 

 Consultation meetings with donors to be organized to discuss new partnerships and new funding 

opportunities 

 

5. Competencies 

 

 Consultant  Competencies 

a. Demonstrates commitment and dedication towards SIGI's mission, vision, and values. 

b. Proven organizational and interpersonal skills, and ability to work in a team environment 

c. Ability to work under pressure and according to tight deadlines 

d. Essential computer skills in particular competency in the use of Windows MS Office programs 

(Word, Excel, PowerPoint, etc.) 

 

 Operational Effectiveness 

a. Results-driven and initiative-taking behavior 

b. Ability to plan and organize work and establish priorities 

c. Remains calm and in control even under pressure, and consistently approaches work with energy 

and a positive and constructive attitude 

d. Informed, sound, and transparent decision-making skills 

e. Thoroughly and methodically collects, verifies, and records data, demonstrating attention to detail 

and identifying and correcting errors of his/her own initiative 

 

• Orientation and Communication 

a. Good interpersonal and networking skills 

b. Ability to establish and maintain effective working relations with colleagues and seniors 

c. Supports and encourages open communication in the team and facilitates teamwork 

d. Ability to work under minimum supervision 

e. Ability to work with multiple stakeholders from a wide range of disciplines and fields, from both 

SIGI center and districts, Central Level and District Level Project Implementation Units and having diverse 

and competing views and interests 

 Professional competencies 

a. Professionalism: Ability to conduct data analysis using various methods. Ability to apply 

judgment in the context of assignments given, plan own work and manage conflicting priorities. 

Shows persistence when faced with difficult problems or challenges; remains calm in stressful 

situations. Takes responsibility for incorporating gender perspectives and ensuring the equal 

participation of women and men in all areas of work. 
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b. Communication: Speaks and writes clearly and effectively; exhibits interest in having 

two-way communication; demonstrates openness in sharing information and keeping people 

informed. 

c. Teamwork: Works collaboratively with colleagues to achieve organizational goals; shares 

credit for team accomplishments and accepts joint responsibility for team shortcomings and 

overall responsibilities. 

d. Planning and Organizing: Develops clear goals that are consistent with agreed strategies; 

identifies priority activities and assignments; adjusts priorities as required; allocates appropriate 

amount of time and resources for completing work; foresees risks and allows for contingencies 

when planning; monitors and adjusts plans and actions as necessary; uses time efficiently. 

e. Accountability: Takes ownership of all responsibilities and honors commitments; delivers 

outputs for which one has responsibility within the prescribed time, cost, and quality standards; 

operates in compliance with organizational regulations and rules; support subordinates, provides 

oversight, and takes responsibility for delegated assignments; takes personal responsibility for 

his/her own shortcomings and those of the work unit, where applicable. 

 Managerial Competencies 

a. Leadership: establishes and maintains relationships with a broad range of people to 

understand needs and gain support; anticipates and resolves conflicts by pursuing mutually 

agreeable solutions. 

 Qualifications 

a. Education and experience 

 Degree in social science preferably in development planning, economics, or management; 

 Academic degree in Engineering would be an added advantage; 

 Sound knowledge on the development planning process and development plans; 

 Knowledge and experience At least ten (15) years of experience. 

 Excellent writing and analytical skill in drafting concept notes and reports; 

 Understanding and knowledge of basic computer applications such as MS Words, Excel, 

and database management; and 

 Experience working within the Development agencies. 

b. Language requirements 

 Proficiency in spoken and written both Arabic and English language 

If you meet these requirements and wish to take up mission, submit in your email your CV along with previous 

work samples, work methodology plan, and technical & financial offer by maximum December 15th 2021 on 

this email: info@sigi-jordan.org and do not forget to include in the subject the name of this mission. 

mailto:info@sigi-jordan.org

