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I.

General Information:

1. About the National Competitiveness Observatory:
1.1 What is the NCO
The National Competitiveness Observatory (NCO) is a Task Force responsible for observing both
the drives and impediments of economic prosperity in Syria, and analyzing them to make practical
recommendations for the use of public and private entities. It serves as a public-private platform for
discussion & decision-making aiming at improving the competitive status of the economy & social welfare
in general.
The NCO is dedicated to build a coherent support scheme to Syria’s competitiveness roadmap,
through instigating cooperation and coordination amongst private/public institutions and enterprises, as
well as individuals. The NCO also aspires to strengthen links between local institutions; and build new
ones with competitiveness teams, committees and councils around the world.
1.2 Background
The National Competitiveness Observatory started in 2007 for a pilot phase as an initiative of the
United Nations Development Programme (UNDP). Positioned under the umbrella of the UNDP’s
“Enhancing Competitiveness Programme”, and supervised by the State Planning Commission, the NCO
managed to put Syria in the rankings of the Global Competitiveness Report, and other annual reports
published by the World Economic Forum (WEF).
The NCO followed suit by launching the first National Competitiveness Report which is an analysis
of Syria’s competitiveness performance, and a tool to pinpoint areas for sectoral development.
The NCO was officially founded in 2009 by recommendation of its Board formed by Prime
Ministerial Decision 1654 for the year 2007. The Syrian Enterprise & Business Centre (SEBC) was
unanimously selected in the first meeting of the Board to host the NCO as of 2009.
1.3 Why SEBC?
With a heavy mandate involving among other tasks: surveys, production of reports, sectoral
analytical studies, capacity building and promotion of competitiveness across Syria, the NCO needs a ready
platform that can potentially maximize and sustain the NCO on operational, financial and administrative
levels. The unique formula of physically hosting the NCO within the premises of the SEBC ensures the
following advantages:
Printed copies of this document are considered for reference only. It is the responsibility of employees to ensure that they are
using the correct revisions of this document by checking the document revision status with that held on database.

Page 3 of 52

Manual of Administration
1. Minimum Budget Requirements: the NCO requires a sizeable group of high caliber professionals
who are able to successfully respond to the tasks involved. This involves as a prerequisite an annual
budget in excess of 1 million dollars in Syrian standards.
Placed in SEBC the NCO takes full advantage of an implementation agency for international
partner programmes, with particular expertise in policy formulation, institutional development,
exports, sectoral studies, access to information through the EEN network, etc.
2. Full Administrative Support: the NCO administrative issues are part and parcel of SEBC’s
overall administration, which also saves personnel and cut budget down, plus making full use of
SEBC’s international administrative standards.
3. Flexible Financial Structure: the salary requirements of the NCO technical team cannot be duly
met by a hugely restrictive government structure, hereby the importance of SEBC as a proper
platform to ensure these requirements are legally met.
4. Networking Support: the NCO requires strong database of companies to work within its mandate
to plan, prepare and implement surveys on behalf of WEF, the World Bank and other organisations
as authorized by the Prime Ministry and the Ministry of Economy and Trade. SEBC, a private
foundation trusted by the business community, provides the NCO with over 20,000 companies to
work with across Syria.
2. Vision and Mission
2.1 Vision: Enhancing the competitiveness of the Syrian economy
2.2 Mission: Changing the mindset for competitiveness and suggesting policies and
recommendations to improve the business and investment climate in Syria
3. NCO Team:
The National Competitiveness Observatory Team is divided into 5 sub-teams who are jointly working
together to achieve a common goal, starting with the NCO Management Board, liaison officers, advisory
team, technical team and a support team. (see Annex 1 for the Organizational Chart)
3.1 The National Competitiveness Observatory Management Board consists of several important public
and private entities as follows: Planning and International Cooperation Commission, Ministry of
Finance, Ministry of Economy and Trade, Ministry of Industry, Ministry of Higher Education, Syrian
Investment Agency, Central Bureau of Statistics, Federation of Syrian Chambers of Commerce,
Industry and Tourism, Syrian Enterprise and Business Centre and a representative from the Foreign
Ministry.
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3.2 Liaison Officers links the National Competitiveness Observatory with the NCO Chairman
3.3 Advisory Team consists of consultants specialized in Institutional Development and Policy
Formulation, Sustainable Development, and Trade and Business Promotion.
3.4 Technical Team consists of a Team leader, a Lead Researcher, and 2 Junior Researchers.
3.5 Support Team consists of an Administration Officer, a Press & Media Officer, and an IT Officer.
4. Objectives:
The objectives of the National Competitiveness Observatory are as follows:
4.1. Positioning Syria in the Annual Global Competitiveness Reports:
4.1.1. Administer the WEF Executive Opinion Survey and other surveys on the Syrian economy
4.1.2. Update and monitor the accuracy of the Syrian Competitiveness Indicators on global indices
(Hard data)
4.2. Publishing Studies and Reports:
4.2.1. Conduct studies analyzing the competitiveness of sector-specific and institutional cases in
Syria
4.2.2. Publish the Competitiveness Report regularly
4.2.3. Publish reports highlighting Syria’s indicators
4.2.4. Assist students on their research papers and studies
4.3. Capacity Building:
4.3.1. Conduct training, seminars, conferences and workshops on competitiveness across Syria
4.4. Branding, Networking and Public Relations:
4.4.1. Increase the awareness of the Syrian business community, academia, government and civil
society on the concept of competitiveness, competitiveness indices, measurement practices
and recent trends of competitiveness worldwide
4.4.2. Publish fact sheets regularly
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4.4.3. Communicating with public institutions, NGOs, Chambers, Business councils, Academic
institutions and other entities.
5. NCO Budget:
The National Competitiveness Observatory’s financial year corresponds to the calendar year, thus, it
starts on first of January and ends on 1st of December each year. The NCO prepares the annual budget, by
the middle of the year to be allocated for the year after, according to the NCO work plan. After the approval
of the SEBC-CEO and NCO Chairman, the budget is sent to the Prime Ministry for endorsement. (see
Annex 2)

II.

Work policies:

1. Working Hours and Days
1.1. Normal Working days
1.1.1. The working week in Syria starts on Sunday and ends on Thursday
1.1.2. Working hours are set to 40 hours per week. NCO Team and STEs performing extra working
hours are not entitled for compensation.
1.2. Working at Weekends
1.2.1. STEs and NCO Team are not allowed to work during weekends. Only under exceptional
circumstances, where weekend work is needed, a prior written approval of the SEBC-CEO
and NCO Team Leader must be requested in order to be eligible.
1.2.2. NCO Team members should submit a timesheet to the SEBC-CEO on a monthly basis.
1.3. Syrian official holidays:
1.3.1. A list of Syrian official holidays is made available at start of each year and attached to each
ToR as annex (see Annex 3). In case of new official holidays or changes on the Islamic
Holidays which depend on the moon phases, a notification letter will be sent to employees
for their reference.
2. Leave:
2.1. Employees are entitled to 15 annual days of leave, in addition to 7 days sick leave per year.
2.2. A request for an annual leave approval should be submitted at least three days in advance.
2.3. The Team Leader should immediately be notified in case of an expert's or any NCO Team absence
due to sickness or emergency situations.
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3. Travel:
3.1. The cost of the plane travel is reimbursed on the basis of the real price and the flights must be of
economy class.
3.2. All boarding passes and supporting documents should be kept and presented jointly with related
invoices.
3.3. Journeys from the airport or public transport station closest to the place of permanent residence of
the expert to the final place of assignment are regarded as international travel. The sections of the
journey before and after the international journey, including that between the town of arrival and
its airport are covered by the per diem.
3.4. For STEs, travel should be indicated in the ToR.
4. Per Diems:
4.1. Per diems cover: accommodation, meals, transport costs at the place of the assignment (intra-city
trips), local travel within the place of mission and sundry expenses. However, it does not cover
visa costs, exit cost, air flight tickets or medical insurance.
4.2. Any STE or NCO team member is entitled to per diems if the assignment is performed away from
his place of residence. For an expert not entitled to per diem (e.g. when he/she is resident, when
there is no overnight), the food, the transport cost within the place of mission as well as all
miscellaneous expenses are considered as covered by the fee. If the assignment requires him/her
to remain on the spot for one or more weekends, the expert is entitled to per diems for the days of
the weekend.
4.3. Overnight is considered a full per diem, whereas, for a day mission as half per diem.
4.4. Per diems inside Syria: The NCO Team and STEs are entitled to 2500 S.P for each day mission
without overnight stay and to 2500 S.P plus reimbursement of the hotel bill OR 5,000 S.P in total
if he/she stays overnight.
4.5. Per diems outside Syria: Per diems for missions approved in the NCO estimates will be paid
according to the rates described in Annex 4. Experts are responsible to obtain their entry visa.
Costs for visa are eligible and travel insurance should be paid to the local experts if necessary.
Airport transfer is included in the per-diem.
4.6. Employees traveling abroad:
NCO covers the following expenses: visa including tax if any, travel insurance, transportation costs
from and to the airport or to the destination point, and either a full or a half Per Diem with a paid hotel
reservation to be decided by the Team Leader.
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4.7. STEs coming to Syria:
NCO covers the following expenses: Air travel Ticket, Per Diem, and transportation costs from and
to the airport or to the destination point.
5. Recruitment of Local Staff:
All local staff will be recruited through a transparent, well-advertised and well documented selection
procedure in accordance with the job description, and Syrian labour law. This will be undertaken by the
Team Leader or members of the team, depending on the specific requirements, together with SEBC-CEO.
The salary scale and their review should be decided by the Team Leader. The following Steps describe the
recruitment process:
 Vacancy needed
 Preparation of a job description
 Advertising of Job Opportunity: on the NCO website, 2 newspaper (for one time), Adv. Deadline:
min. 15 max. 1 month
 Short-listing: Each CV (see Annex 5 for CV format) is given to 3 of the NCO team members for
evaluation, each member accepts or not accepts a CV, if two members accepted a CV, then it is
considered as shortlisted, if not, then it is rejected. Afterwards, accepted/non accepted candidates
are informed via email.
 Personal and written tests: Short-listed candidates are informed to join a meeting on a specified
date, each candidate goes through a written and personal test.
 Evaluation and selection: the most suitable candidate is selected based on his results.
 Job Offer
6. Expenditure Process:
The following forms should be submitted to the NCO team prior to any activity.
6.1. Allocating money:
6.1.1. Purchase/Service Request: this form is used for any purchase/service request with amount
exceeding 5,000 SYP. (see Annex 6)
6.1.2. Activity Authorization: An activity authorization form must be submitted prior to any
event/activity. (see Annex 7)
6.1.3. Travel Authorization: STEs and NCO Team should submit a travel authorization form prior
to traveling including all eligible expected expenses. (see Annex 8)
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6.2. Clearing the Expenses: The Expense Claim form is to be submitted after the activity has taken
place, based on real expenses, along with an invoice or proof for each item mentioned in the
expense claim form. (see Annex 9)
6.3. STEs should submit the timesheet, the approval of report and the invoices attached to the expense
claim to the NCO for compensation.
6.4. 80% of approved total expenses can be paid in advance, when needed.
6.5. Expenditure approval: the NCO Team and STEs should make sure that any of the expenses forms
mentioned above must be signed by the three following parties:
 A representative from the technical team
 Administration
 SEBC-CEO
Therefore, filling out and submitting the above mentioned forms several days before the
event/activity take place is mandatory.

III.

Short Term Experts:

1. Selection Process:
The most common procedures for approving ToR and CVs for Short Term Experts’ (STE)
assignments are as follows: A ToR is prepared and finalized by the NCO team, Once approved by the
SEBC-CEO, at least 3 candidates’ CVs will be chosen from the consultant database to be evaluated by the
Team leader and endorsed by the SEBC-CEO (see Annex 10 for the ToR). Then, the NCO Team checks
the availability of the three chosen candidates, and if they accept the contractual procedures including the
financial package, then the most suitable candidate will be evaluated by the Team leader based on the
specifications mentioned in the ToR (see Annex 11). (i.e. Education qualifications, work experience and
skills set). Afterwards, the chosen candidate will sign the contract, and finally start the assignment.
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2. Reporting:
STEs are needed to provide technical support and core experience to the NCO team. Several written
reports (see Annex 12), based on the length of assignment, should be prepared during the STEs mission,
including but not limited to the following:
2.1. The Inception Report: At the start of assignment, (mainly during the first three days of the
assignment) the STE should prepare an Inception Report, which basically, shows a detailed
timetable for the implementation of the Contract. It specifies in detail the tasks of the assignment
and the various work activities.
2.2. The Final Report:
After each STE mission, the expert will hand in a final report to the NCO team. The following
content should be part of STEs’ final reports:
2.2.1. Studies:
a. ToR for the assignment
b. The study itself. If annexes are very long, they can be put on a CD
c. CD containing softcopy of the study, incl. annexes
2.2.2. Training courses, study tours, capacity building, coaching, etc:
a. A (brief) description of which activities were carried out by the STE (preparation, travel,
coordination meetings, actual training, etc).
b. The STE’s impression of the activity: self-assessment of the quality of the training/study
tour, the participants’ appreciation of the training/study tour, the absorption capacity of the
participants (were these the right people chosen for this training/study tours?), etc.
c. Filled out evaluation matrix with the participants’ impression of training/study tour
d. Copies of PowerPoint presentations, etc which might have been used during trainings
e. If possible, a follow-up evaluation of the extent to which the participants have applied and
benefited from the training/study tour in their day-to-day work after the training. Such an
evaluation could also be carried out by the NCO team.
2.2.3. Preparation of events, development of marketing or visibility material, website development,
development of supply specifications, etc:
a. A brief description of which activities were carried out by the expert (preparation, travel,
meetings, desk work, etc).
b. Copies of any reports, brochures, websites, specifications, etc developed during the mission
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The STE submits the final report to the NCO team, who then reads the report thoroughly and checks
if the submitted paper achieved the objective of the assignment, and sends it to the SEBC-CEO for
approval. (see Annex 13)
Note: If a STE mission does not correspond to any of the above categories, the content of reporting
should be agreed upon with the Team Leader.
2.3. Other reports include:
2.3.1. Progress Reports: These reports are usually prepared on a weekly or monthly basis, for
assignments that tend to be long in duration, in order to show the progress made on an
assignment and over a certain period of time.
2.3.2. Whereas, Interim Reports are usually prepared for assignments that tend to be short in
duration and depending on the purpose of assignment, (i.e. Business plan, operational..etc).
an Interim Report is usually submitted once or twice max during the mission, just to inform
the Team Leader on the progress that have been made.
3. Timesheet:
Timesheets are recording the days worked by the STE. The amounts invoiced by SEBC/NCO must
correspond to these timesheets. These timesheets must record the number of days worked according to the
ToR. Time spent traveling exclusively and necessarily for the purpose of the Contract, by the most direct
route, may be included in the numbers of days or hours, as appropriate, recorded in these timesheets. The
timesheets need to be completed and be totally correct (name, period, clear description, calculation of
worked days, signatures etc). When timesheets are not accurate, SEBC/NCO will not pay the STEs’
invoice. (See Annex 14 for timesheet).

IV.

Internal Control Standards

1. Ethics & Integrity:
NCO team is fully aware of rules governing their conduct and prevention and reporting of fraud and
irregularities.
2. Mission, role and tasks:
SEBC-CEO communicates to all staff on an up-to-date and written basis:
 The mission statement of the Observatory.
 The role at their department (job description).
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 Their tasks assignment (individual objectives) and expected results.
3. Staff competence (recruitment, training):
NCO will strive on a permanent basis for the adequacy between staff competence and their tasks.
For doing so, appropriate publication of recruitment needs and objective interviews will be ensured. NCO
will facilitate appropriate training within unit’s limits.
4. Staff performance:
NCO will ensure the assessment of the performance of its staff, at least annually.
5. Delegation:
Responsibilities and authority limits will be clearly defined and communicated in writing.
Delegation, if necessary, will be appropriate to the pertaining rules and the importance of decisions.
6. Objective setting:
NCO sets and communicates to its staff the objectives related to its activities as well as the expected
results. For doing so, it is useful that these objectives are specific (detailed and precise), measurable and
verifiable, appropriate, realistic and time-dependent (with given deadlines).
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Annex 1

NCO Organizational Chart

Organization Structure

National Competitiveness Observatory

NCO Chairman

Liaison Officer

Management Board

NCO Team

NCO/SEBC

Support Team

Technical Team

Advisory Team

Administration Officer

Team Leader

Institutional
Development and Policy
Formulation Consultant

Communication
Officer

Lead Researcher

Sustainable
Development
Consultant

IT Officer

Junior Researcher

Trade and Business
Development
Consultant

Junior Researcher

Printed copies of this document are considered for reference only. It is the responsibility of employees to ensure that they are
using the correct revisions of this document by checking the document revision status with that held on database.

Page 15 of 52

Manual of Administration
Annex 2

NCO Budget1
Activity
Code
1
1.1
1.1
1.1
1
1.1
1.1
1.1
1
1.1
1.1
1.1
1.3
3
3.1
3.1
5
5.1
5.1
6
6.1
6.1

Activity

Unit

Value
SYP

Total
SYP

Experts
International Expert (per day)
Local Expert - more than 5 years of work experience (per
day)
Local Expert - less than 5 years of work experience (per
day)
Total 1
Field Research
Conducting Surveys (# per year)
Monthly Running Costs (# per year)
Local & Regional Meetings (# per year)
Total 1
Information Request
Printings & Publication (# per year)
Translation of Reports (# per year)
Subscription Fees (# per year)
Website Registration, design and Management
Total 3
Training and Capacity Building
Trainings and workshops (# per year)
Interpretation and Translation services (# per year)
Total 4
Public Relations
Conferences (# per year)
Ads & Press Releases (# per year)
Total 5
Travel Expenses
Transportation within Damascus
Transportation within Syria
Total 6
Total

1

The Finance, Administration and Procurement Manager is entitled to do the necessary revision among budget lines of any
annual budget without exceeding the approved total amount of it.
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Annex 3

Syrian Official Holidays
Occasion

Days

Prophet’s Birthday*

1

Revolution Day

1

Mother's Day

1

National Day

1

Easter Catholic & Orthodox

1

Labor Day

1

Martyr's Day

1

Europe Day

1

Al Fitr Eid*

3

October War

1

Al Adha Eid*

4

Hijra New Year*

1

All of the above mentioned holidays are Non-working days
* Holidays subject to confirmation, depending on lunar sighting
Week-ends (Friday and Saturday) Non Working Days
International Travel days: For STEs only; Travel to and from Syria is considered Working Days and
may take place during week-ends and holidays
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Annex 4

Per Diems Outside Syria

The per diem rates are always subject to change: check website address:
http://ec.europa.eu/europeaid/work/procedures/implementation/per_diems/index_en.htm
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Annex 5

Curriculum VITAE
1.

Family name:

2.

First name:

3.

Date of birth:

4.

Nationality:

5.

Civil status:

6.

Education:

Institution
Date:
Degree(s) or Diploma(s) obtained:

7.

Language skills: (Mark 1 to 5 for competence where 5 is highest)

Language

Reading

Speaking

Writing

Arabic
English
Other

8.

Membership of professional bodies:

9.

Other skills (e.g. Computer literacy etc.)

10. Present position:

11. Key qualifications:

12. Professional Experience Record (latest to be first):

Date
Location
Company
Position
Description
Printed copies of this document are considered for reference only. It is the responsibility of employees to ensure that they are
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Date
Location
Company
Position
Description

Date
Location
Company
Position
Description
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Annex 6

SEBC
Purchase / Service Request Form
Applicant:
Name:

Request Date:

Item / Service Description:

Details:
Quantity:
Estimated Costs:
Currency:

Comments:
Signature of Applicant:

Expected Service Date

Technical Approval

Name
Comment
Signature :

Administration Approval :

Activity Code (indicative):
Costs:
Currency:

Signature:
CEO's Approval :
Comment:
Signature:
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Annex 7

SEBC
Activity Authorization Form / Page 1
Applicant Name:
To:
Activity Code:
(indicative)
Date of Activity:

From:

To:

Place of Activity:
Objective of
activity:

Activities:

Date of Application:

Signature of Applicant:
Technical approval:

Attached :
Breakdown of expenses

Programme

Activity Code
(Indicative)
CEO's Approval :

_______________________

Note : Please submit a report to your supervisor after the travel is concluded
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SEBC
Activity Authorization Form /Page 2 (Budget)
Applicant:
Activity Code (indicative):
Place of activity:
From:

Date:

Time:

To:

Date:

Time:

SYP/Euro rate:

No.

Item

1
2
3
4
5
6
7
8
9
10
11
12
13
14

Qty

Unit
rate
Euro
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Total

Administration Approval :

Total Price
Euro

Unit rate SYP Total Price SYP

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

Date:
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Annex 8

SEBC
Travel Authorization Form / Page 1
Applicant Name:
To:
Accompanied by:

Activity Code:
(indicative)
Date of Travel:

from

Place of travel:
Objective of
travel:

Activities:

Date of Application:

Signature of Applicant:

Attached :
Breakdown of
Expenses

Technical approval:

Programme

Activity Code
(indicative)

CEO's Approval :

_______________________
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SEBC
Travel Authorization Form / Page 2 (Budget)
Name and Position :
Activity code (indicative):
Place of travel:
Departure:

Date:

(mean of transportation)

Time:

Return:

Date:

(mean of transportation)

Time:

SYP/Euro rate:

No.

Item

1

Qty

Unit rate
Euro

0.00

2

0.00

Total

Administration Approval :

Total Price
EURO

Unit rate
SYP

0.00

0.00

0.00

0.00

0.00

Total Price
SYP

0.00

0.00

0.00

Date :
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Annex 9

SEBC
EXPENSE CLAIM FORM
DATE

NAME :
CLAIM DETAILS :
Date

SYP

Ps

TOTAL:
TEN
THOUS
THOUS
SIGNATURE
OF CLAIMANT:
CHECKED BY:

HUN

TENS

Advance no.
RECIPIENT
SIGNATURE (for payment):
ACTIVITY CODE :

Administration officer

(indicative)

CHECK LIST
1. Has claimant signed?
2. Does value in words & figures agree?
3. Are you authorized by technical and financial
Authorities for the above expenses?
4. Is there sufficient explanation &
supporting documentation?

UNIT

APPROVALS

Technical Approval: _______________________

5. Value check boxes on right must be completed

Administration Approval: __________________

I authorize payment and recovery detailed above

CEO's Approval: _________________________

ALTERATIONS TO TOTAL VALUE, PAYEE OR SIGNATURES WILL INVALIDATE THIS VOUCHER
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SEBC/NCO
TERM OF REFERENCE
TERMS OF REFERENCE FOR SHORT-TERM ASSIGNMENT
Title of assignment
ToR No.
1. Background

The Syrian Enterprise & Business Centre (SEBC) is in large measure a European
styled Syrian operated and managed business institution with roots stretching back
to the first EU programme implemented in Syria after the Barcelona Declaration,
namely the Syrian-European Business Centre (1996-2006). SEBC is the leading
organization supporting the Syrian economy by serving as an implementation
agency for projects aimed at developing the private sector and the evolution of
Syria into a market economy.
The National Competitiveness Observatory (NCO) is a Task Force responsible for
observing both the drives and impediments of economic prosperity in Syria, and
analyzing them to make practical recommendations for the use of public and
private entities. It serves as a public-private platform for discussion & decisionmaking aiming at improving the competitive status of the economy & social
welfare in general. The NCO is dedicated to build a coherent support scheme to
Syria’s competitiveness roadmap, through instigating cooperation and
coordination amongst private/public institutions and enterprises, as well as
individuals. The NCO also aspires to strengthen links between local institutions;
and build new ones with competitiveness teams, committees and councils around
the world.

2. Description of the assignment
2.1 Global objective
2.2 Specific objectives
2.3 Requested services
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2.4 Required outputs
3.1 Expert(s) working days
Expert 2 (working
days)

TOTALS

Expert 1 (working days)

Expert 3 (working days)

…………..

International STE

…..

International
STE

…..

International STE

…..

…………..

International home
based STE

…..

International
home based STE

…..

International
home based STE

…..

…………..

Senior Local STE

…..

Senior Local
STE

…..

Senior Local STE

…..

…………..

Junior Local STE

…..

Junior Local
STE

…..

Junior Local STE

…..

3.2 Expert profile
Key qualifications
4. Location and duration
4.1 Starting period
4.2 Duration
4.3 Planning

If required, specify the number of working days at the different elements,
activities (e.g. preparation, reporting, travel etc.)

4.4 Location and
Foreseen Field Visits
5. Reporting
5.1 Content
5.2 Language
5.3 Submission timing

The Final report will be submitted to the SEBC CEO and the Team Leader for
approval by the completion of the assignment
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5.4 Number of copies
6. Administrative Information
6.1 Contract

SEBC/NCO
www.ncosyria.com
Damascus:
Al Shafei Street 19
Al Fusan Area, East Mezzeh
P.O. Box 36453
Tel.: +963 11 6133865
Fax: +963 11 6133866
Email: info@ncosyria.com
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SEBC/NCO
TERM OF REFERENCE FOR SHORT-TERM EXPERTS
TERM OF REFERENCE FOR SHORT-TERM EXPERTS
ADMINISTRATIVE CONTROL RECORD
Title of assignment
ToR No.
Number and
category of experts
Number of working
days per expert
Fee rate (per day)
Total fees
Proposed expert
Proposed by
Team Leader
Approval
Endorsement by:
CEO - SEBC
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Annex 11

SEBC/NCO
EVALUATION GRID FOR SELECTION OF SHORT-TERM EXPERTS
Title of assignment:
Position:
ToR no.:

Points of
evaluation

Proposed by:

Profile factors
with reference to ToR

Proposed experts

1. At least 10 years experience
2. Proven experience in capacity building
and institutional development activities
3. Strong conceptual and strategic ability
4. Familiar with the Syrian working
culture would be an advantage
5. Strong analytical and reporting skills
6. Fluent in English
Overall Assessment

Expert proposed for this assignment:
Justification for selection:
The evaluators hereby confirm that this assessment has been made to the best of their judgment.
Signature of Evaluator:
Team Leader

Date: ……………

Endorsement by:
CEO, SEBC
Noha Chuck

Date: ……………

Printed copies of this document are considered for reference only. It is the responsibility of employees to ensure that they are
using the correct revisions of this document by checking the document revision status with that held on database.

Page 31 of 52

Manual of Administration
Annex 12

Syrian Enterprise and Business Centre
National Competitiveness Observatory

FINAL REPORT

Title of Assignment

ToR No.

Name of Expert

Date
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Table of Contents
1. Executive Summary
2. Introduction
3. Objectives of the Assignment
4. Description of Progress and Activities – Status
5. Work Plan for the Coming Period
6. An Overall Evaluation of the Result at this Stage
7. Recommendations.

Annexes:
1. Annex A: Term of Reference for the assignment
2. Annex B:
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Annex 13

SEBC/NCO
REPORT APPROVAL FORM
Ref.: ………………
Date: ………………

Ms. Noha Chuck
CEO, SEBC

Ref.:
Subject:

Short Term Expert: Request No. …………….

Dear Mr. ………….,

Reference to the Short Term Expert, ………………., request no. ……………..

Please find enclosed the final report ……………… submitted by the end of her/his assignment, in
addition to the Contract Assessment Form for your endorsement.

Yours sincerely,

Endorsement by:

Team Leader

SEBC, CEO
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SEBC/NCO
SHORT TERM EXPERTS CONTRACT ASSESSMENT FORM
Title of assignment:
ToR No.:

Assessment factors based on the

Proposed assessment
(thick the relevant box)

Terms of Reference

Acceptable

Not acceptable

YES

NO

Achievement of specific objectives
Outputs produced
Quality of reports delivered
Overall Approval

The evaluators hereby confirm that the output of the assignment and the correspondent report(s)
are approved

Signature of Evaluator:

Team Leader

Date: ……………

Endorsement by:

CEO, SEBC
Noha Chuck

Date:……………
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Timesheet
SEBC/NCO
TIME SHEET OF SHORT-TERM EXPERT
Name of Expert:
Title of assignment:
Period:
Day

Date

Month

Working
days

Days
worked

Signature of Expert

Remarks

Approval of Team Leader
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Annex 15

Job Descriptions

Title of the position:

Syrian Enterprise & Business Centre
National Competitiveness Observatory
Job description
Liaison Officer

Reports to:

NCO President

Based at:

Eben al Nafees, Damascus, Syria

Overall responsibility:

The Liaison Officer is to provide strong and continuous linkage between the
decision making and technical bodies of the National Competitiveness
Observatory (NCO) with the aim to facilitate and accelerate the delivery of
planned activities

Key areas of
responsibility:

 Preparing

and communicating meeting agendas of the National

Competitiveness Observatory Board
 Follow up implementation of activities
 Communicate difficulties faced by the Technical Body to the National

Competitiveness Observatory President for action
 Provide assistance to Technical body in obtaining necessary government

approvals
 Facilitate the financing and invoice recovery process related to the National

Competitiveness Observatory accounts
 Any other tasks as may be required

Consults with:

 NCO President
 NCO Team
 NCO Board Members
 Consultants

Term of employment

12 months
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Qualifications:

 University degree in Business Administration, Economics or any related

fields, MA, MBA preferably
 Excellent team player
 Good negotiating and diplomatic skills with experience of maintaining

effective partnerships
 Fluent in Arabic and English
 Excellent organizational skills
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Title of the position:

Syrian Enterprise & Business Centre
National Competitiveness Observatory
Job description
Administration Officer

Reports to:

CEO

Based at:

East Mezzeh, Damascus, Syria

Overall responsibility:

The Administration Officer is responsible for maintaining day to day
financial, accounting, administrative and personnel services in order to meet
legislative requirements and support municipal operations. The
administration officer is also responsible for assisting with preparation of
financial statements, maintaining cash controls supervising the payroll and
personnel administration, purchasing, maintaining accounts payable and
managing office
operations.

Key areas of



Assist with preparation of the budget

responsibility:



Implement financial policies and procedures



Ensure data is entered into the system



Prepare balance sheets



Maintain financial files and records



Administer employment agreements



Verify and report on benefits payments



Maintain the leave management system



Review remittances



Supervise completion of the payroll



Review payroll reports



Manage the filing, storage and security of documents



Respond to inquiries



Manage the repair and maintenance of computer and office equipment



Assist with preparation and advertising of contract documents



Administer contracts



Perform other related duties as required

Consults with:

 CEO
 Team Leader
 Team members
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 Consultants

Term of employment
Qualifications:

12 months


Diploma/University degree in Administration or relevant field.



Administration of employee benefits



Payroll systems and reporting



Office administration



Have an understanding of relevant municipal legislation, policies and
procedures



Supervisory skills



Team building



Accounting and bookkeeping skills



Analytical and problem solving skills



Decision making skills



Effective verbal and listening communications skills



Effective written communications skills



Computer skills including the ability to operate computerized
accounting, spreadsheet and word processing programs at a highly
proficient level



Stress management skills



Time management skills
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Title of the position:

Syrian Enterprise & Business Centre
National Competitiveness Observatory
Job description
Communication Officer

Reports to:

Team Leader

Based at:

East Mezzeh, Damascus, Syria

Overall responsibility:

The Communication Officer will work closely with the project management
team on a day-to-day basis in order to be able to write, edit and publish
information about the project to both external and internal audiences.

Key areas of
responsibility:

 Maintain an overview of internal and external information needs and

Manage international media relations.
 Draft/edit press releases and promotional adverts.
 Responsible for managing/editing website content
 Enhancing project’s media approach.
 Interact with project members on media interventions and media related

support.
 Design and undertake specific campaigns and advocacy interventions, as

may be assigned.
Consults with:

 Team Leader
 Team Members
 All levels of management

Term of employment
Qualifications:

12 months
 University degree in Mass Communication, journalism or other relevant

field.
 Good background on the Syrian economy and reforms.
 2 years of professional experience with mass media.
 Excellent team player, able to work independently on own initiative and

organize time effectively and within a range of conflicting deadlines.
 Good negotiating and diplomatic skills with experience of maintaining

effective partnerships.
 Proficiency in spoken and written Arabic and English.
 Demonstrate strong writing and editing skills.
 Understand and be fluent in the use of software applications, such as Word

and PowerPoint.
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Title of the position:

Syrian Enterprise and Business Center
National Competitiveness Observatory
Job description
IT Officer

Reports to:

Team Leader

Based at:

East Mezzeh, Damascus, Syria

Overall responsibility:

The Information Officer will provide technical support to NCO team, create
logical and innovative solutions to complex problems and introduce new
technologies in servers, software and infrastructure.

Key areas of

 Delivers and supervises internal technical support

responsibility:

 Supervises and develops internal programs
 Operates local intranet (network, server, antivirus, back-up system, etc.)
 Responsible for obtaining and implementing the Management Information

System in SEBC/NCO
 Operates internet connection of the NCO offices
 Manages e-mail account and website
 Supervising the installing and supporting new servers, hardware, network

and software
 Monitors use of web by NCO staff
 Plans and implements future developments
 Prepares hardware specifications
 Develops existing systems by analyzing and identifying areas of

modification
Consults with:

 Team Leader
 Team members
 Consultants
 All Staff

Term of employment
Qualifications:

12 months
 Diploma in Computer Science or Software Engineering or relevant field.
 More than 3 years experience in software analyzing and development and

networking
 Specialise in different technical and business areas
 Ability to learn quickly
 A logical approach to problem solving
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 Interpersonal and client handling skills
 Business awareness
 An investigative and inquisitive mind
 Presentation skills
 Ability to communicate well with staff at all levels, both verbally and in

writing
 Planning and negotiating skills
 Initiative and self-confidence
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Title of the position:

Syrian Enterprise & Business Centre
National Competitiveness Observatory
Job description
Team Leader

Reports to:

SEBC, CEO and SEBC's Institutional Development and Policy Formulation
Unit

Based at:

East Mezzeh, Damascus, Syria

Overall responsibility:

Ensure continuous measuring of the Syrian Competitiveness indicators
according to World Economic Forum Methodology, and prepare the
National Competitiveness Reports. Assess Syria’s economic performance
based on Competitiveness indicators using different methods and analysis.
Assess the economic and business impacts of these indicators, recommend
priorities, ways & means of enhancing the Syrian Competitiveness status,
and key factors for better Syrian competitive status at the regional and
international levels.

Key areas of

 Supervise and administer the high-qualified NCO members.

responsibility:

 Lead and manage the performance of the annual World Economic Forum

WEF Executive Opinion survey that will result in including Syria in WEF
Competitiveness Reports.
 Revise measures that may upgrade the Competitiveness of the Syrian

Economy (and other selected economic sectors upon request) in terms of
strengths and weaknesses; and recommend priorities to foster
competitiveness of the Syrian Business Sector.
 Identify needed research topics, and lead the research work needed to

study the competitiveness of the Syrian Business Sector.
 Editing the “National Competitiveness Reports” and other specific studies.
 Complete and conduct awareness presentations & materials on the Syrian

competitiveness rankings and all other related topics, to all stakeholders
across all of the Syrian Governorates.
 Identify training topics and participate in the specific trainings on the tasks

and accomplishments of other Regional competitiveness Observatories &
National councils.
 Attend local and Regional workshops, forums and seminars related to

Competitiveness concept and indicators.
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 Ensure the proper treatment of sensitive information and data.

Consults with:

 All levels of management
 Consultants
 Team Members

Term of employment
Qualifications:

12 months
 University degree in Economics, Business Administration, Industrial

Engineering, or other relevant field (at least BA, MA is a plus)
 Good background on the Syrian economy and reforms.
 More than 5 years of professional experience
 Expertise in one or more Syrian business sectors
 Excellent quantitative and analytical skills.
 Computer proficiency
 Communication skills and fluency in both Arabic and English
 Excellent organizational skills
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Title of the position:

Syrian Enterprise & Business Centre
National Competitiveness Observatory
Job description
Lead Researcher

Reports to:

Team Leader

Based at:

East Mezzeh, Damascus, Syria

Overall responsibility:

The Lead Researcher will work with a group of professionals on conducting
in-depth studies on the overall efficiency and competitiveness positioning of
the Syrian Economic Competitiveness indicators compared to respective
benchmarks. He/she will co-operate with other colleagues in the
competitiveness observatory team in recommending priorities for the
promotion of a competitive Business Environment, in a step to approach the
international efficient frontier. Finally, he/she should be conducting training
and spreading awareness on competitiveness concept, indicators, analysis
and Syria’s competitiveness status.

Key areas of

 Work in close collaboration with high-qualified NCO members.

responsibility:

 Conduct (with other NCO members) the annual World Economic Forum

WEF Executive Opinion Survey that will result in including Syria in the
WEF Competitiveness Reports.
 Write with the Team Leader (TL) the National Competitiveness Reports,

and other specific studies, and support in drafting awareness presentations
and materials.
 Collect information that describe and reflect the current/updated status of

the various competitiveness indicators of the Syrian Economy, and define
the required measures and priorities to foster competitiveness of the Syrian
Business Sector.
 Keep track of various surveys progresses, and continuously update the

NCO Team with feedbacks, to ensure the survey’s output is reflective of
the Syrian Business Sector.
 Network and follow-up with the selected Business sector to ensure

collecting the targeted segments within the WEF deadline.
 Collect information that will support the NCO Team with needed

information on regional and international status of the various
Competitiveness indicators, and other topics when needed.
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 Analyze (with other NCO members) the competitiveness of the Syrian

Economy (and other selected economic sectors upon request) in terms of
strengths and weaknesses, and recommend the required measures &
priorities to foster competitiveness of the Syrian Business Sector.
 Participate (with other NCO members) in the research work needed to

study the competitiveness of the Syrian Business Sector.
 Participate (with other NCO members) in spreading the awareness to all

stakeholders, Syria’s competitiveness rankings and all other related topics.
 Participate (with other NCO members) in the specific trainings on the tasks

and accomplishments of other Regional Competitiveness Observatories &
National councils.
 Attend workshops, forums and seminars related to Competitiveness

concept and indicators.
 Maintain close coordination and collaboration with the NCO team and

SEBC.
 Ensure the proper treatment of sensitive information and data.

Consults with:

 Team Leader
 Consultants
 Team members
 All levels of management

Term of employment
Qualifications:

12 months
 University degree in Economics, Business Administration, Industrial

Engineering, or other relevant field (at least BA, MA is a plus)
 Good background on the Syrian economy and reforms.
 More than 3 years of professional experience
 Expertise in one or more Syrian business sectors
 Excellent quantitative and analytical skills.
 Computer proficiency
 Communication skills and fluency in both Arabic and English
 Excellent organizational skills
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Title of the position:

Syrian Enterprise & Business Centre
National Competitiveness Observatory
Job description
Junior Researcher

Reports to:

Team Leader

Based at:

East Mezzeh, Damascus, Syria

Overall responsibility:

The Junior Researcher will work with the Lead Researcher and a group of
professionals on conducting studies on the overall efficiency and
competitiveness positioning of the Syrian Economic Competitiveness
indicators compared to respective benchmarks. He/she will co-operate with
other colleagues in the competitiveness observatory team in recommending
priorities for the promotion of a competitive Business Environment, in a step
to approach the international efficient frontier.

Key areas of

 Work in close collaboration with the NCO Team members.

responsibility:

 Assist in conducting (with other NCO members) the annual World

Economic Forum WEF Executive Opinion Survey that will result in
including Syria in the WEF Competitiveness Reports.
 Assist in writing with the NCO Team the National Competitiveness

Reports, and other specific studies, and support in drafting awareness
presentations and materials.
 Assist

in collecting information that describe and reflect the

current/updated status of the various competitiveness indicators of the
Syrian Economy, and define the required measures and priorities to foster
competitiveness of the Syrian Business Sector.
 Assist in preparing a database on selected Business sector’s segments that

will be annually surveyed.
 Keep track of various surveys progresses, and continuously update the

NCO Team with feedbacks, to ensure the survey’s output is reflective of
the Syrian Business Sector.
 Network and follow-up with the selected Business sector to ensure

collecting the targeted segments within the WEF deadline.
 Assist in collecting information that will support the NCO Team with

needed information on regional and international status of the various
Competitiveness indicators, and other topics when needed.
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 Assist in analyzing (with other NCO members) the competitiveness of the

Syrian Economy (and other selected economic sectors upon request) in
terms of strengths and weaknesses, and recommend the required measures
& priorities to foster competitiveness of the Syrian Business Sector.
 Participate (with other NCO members) in the research work needed to

study the competitiveness of the Syrian Business Sector.
 Participate (with other NCO members) in spreading the awareness to all

stakeholders, Syria’s competitiveness rankings and all other related topics.
 Participate (with other NCO members) in the specific trainings on the tasks

and accomplishments of other Regional Competitiveness Observatories &
National councils.
 Attend workshops, forums and seminars related to Competitiveness

concept and indicators.
 Maintain close coordination and collaboration with the NCO team and

SEBC.
 Ensure the proper treatment of sensitive information and data.

Consults with:

 Team Leader
 Consultants
 Team Members

Term of employment
Qualifications:

12 months
 University degree in Economics, Business Administration, Industrial

Engineering, or other relevant field (at least BA, MA is a plus)
 Good background on the Syrian economy and reforms.
 2 years of professional experience
 Expertise in one or more Syrian business sectors
 Good quantitative and analytical skills.
 Computer proficiency
 Communication skills and fluency in both Arabic and English
 Good organizational skills
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Title of the position:

Syrian Enterprise & Business Centre
National Competitiveness Observatory
Job description
Institutional Development and Policy Formulation Consultant

Reports to:

CEO

Based at:

East Mezzeh, Damascus, Syria

Overall responsibility:

The Institutional Development and Policy Formulation Consultant will
provide concrete contribution to the formulation and implementation of a
comprehensive institutional capacity building programme of the Syrian
Chambers and business support institutions within the current economic
reform framework in Syria

Key areas of
responsibility:

 Contributes to the identification of institutional needs in the Syrian

economy and contribute to the creation of selected new institutions to
satisfy these needs.
 Ensures the elaboration of necessary preparations for activities including

terms of reference, evaluation of proposals, preparation and /or evaluation
of reports.
 Ensures the linking between the institutional capacity building and policy

formulation activities
 Assist in the overall management, planning and supervision of activities
 Conduct, assists and monitor implementation processes
 Conduct follow-up process and other activities
 Accompanies other consultants in visiting institutions and making

surveys, presentations or conduct consultations, whenever required
 Ensures beneficiary satisfaction
 Promote and demonstrate team work, assist and collaborate with

other SEBC Units and colleagues
 Follow SEBC and Unit procedures, meet SEBC and Unit

expectations, perform all work with a Professional conduct and in
all aspects perform and promote the good name and reputation of
SEBC
 Performs other duties as and when required

Consults with:

 CEO
 Team Leader
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 Consultants
 Team members

Term of employment
Qualifications:

12 months
 University degree in Economics, Business Administration or other

relevant field (at least BA, MA is a plus)
 Minimum of 10 years of professional experience, in which at least 5 years

in the institutional development and/or policy formulation field.
 Proven experience with similar mission and tasks
 Analytical and problem solving skills
 Strong communication skills and ability to communicate with people at all

levels
 Fully computer literate and skilled in the use of the Microsoft Office

applications
 fluency in speaking, writing, and reading Arabic and English
 Strong team player
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Syrian Enterprise & Business Centre
National Competitiveness Observatory
Job description
Title of the position:

Sustainable Development Consultant

Reports to:

CEO

Based at:

East Mezzeh, Damascus, Syria

Overall responsibility:

The Sustainable Development Consultant provides consultancy and supply
know-how to NCO team.

Key areas of
responsibility:

 Conducts Business Reviews (BR), Business Development Programmes

(BDP), and feasibility studies
 Presents and discusses BRs and other reports with colleagues
 Conduct, assists and monitor implementation processes
 Conduct follow-up process and other activities
 Ensures beneficiary satisfaction
 Support in the implementation of sustainability/sustainable business

strategy
 Promote and demonstrate team work
 Performs other duties as and when required

Consults with:

 SEBC-CEO
 Team Leader
 Consultants
 Team members

Term of employment
Qualifications:

12 months
 University degree in Business, Economics or equivalent
 Minimum of ten years of professional experience, in which at least 5 years

of hands-on business operations and development in the private sector
 Analytical and problem solving skills
 Strong communication skills and ability to communicate with people at all

levels
 Strong team player
 Fluency in Arabic and English
 Fully computer literate and skilled in the use of the Microsoft Office

application
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Title of the position:

Syrian Enterprise & Business Centre
National Competitiveness Observatory
Job description
Trade and Business Development Consultant

Reports to:

CEO

Based at:

East Mezzeh, Damascus, Syria

Overall responsibility:

The global objective of the assignment includes increasing the
competitiveness and efficiency of the Syrian economy plus building
enterprise capability and capacity in the export markets.

Key areas of
responsibility:

 Assess the selected major economic sectors to identify their current

competitive position and business development needs
 Identify the areas of concern and potential for improvement
 Provide recommendations and outlining a relevant action plan
 Coordinate and monitor the implementation of recommended action

plans/solutions by the relevant specialists\experts.
Consults with:

 CEO
 Team Leader
 Consultants
 Team members

Term of employment
Qualifications:

12 months
 University degree in Economics, Business Administration or other

relevant field (at least BA, MA is a plus)
 Minimum of 10 years of professional experience, in which at least 5 years

in the Trade and Business development field.
 Proven experience with similar mission and tasks
 Analytical and problem solving skills
 Strong communication skills and ability to communicate with people at all

levels
 Fully computer literate and skilled in the use of the Microsoft Office

applications
 fluency in speaking, writing, and reading Arabic and English
 Strong team player

Printed copies of this document are considered for reference only. It is the responsibility of employees to ensure that they are
using the correct revisions of this document by checking the document revision status with that held on database.

