


WWF-Viet Nam GEDSI Audit 
Terms of Reference (TOR)
[image: Screenshot 2021-10-05 at 3.45.41 PM.png]WWF-Asia Pacific seeks a National Consultant or Consultant Team to conduct Organizational Gender Equity, Disability, and Social Inclusion (GEDSI) Audits in the participating WWF Country Office and relevant field offices of Viet Nam.
Consultants may apply individually or as teams. 
Procurement No: FY25-0702
Location: Viet Nam - Work can be done remotely or in person
Start Date: May 2025
[bookmark: _Int_Ry5i1Zoe]End Date: June 30, 2025 (Date is fixed)
Total Working Days: 15-18 Days TBC
Deliverables: See Schedule Below

Background

WWF is a conservation organisation that seeks to advance its mission - a world in which both people and nature thrive—on the fundamental principle that positive outcomes for both people and nature depend on firmly anchoring and integrating human rights into conservation practices. Meaningful integration of GEDSI is core to this approach and a cross-cutting theme for all of our work. In 2023, WWF adopted a Gender Equality Statement of Principles, supported by our core values of courage, integrity, respect and collaboration. 

GEDSI Audits will enhance the collective capacity of WWF to examine its workplace culture and values from a GEDSI perspective, as well as identify strengths and gaps in promoting equality. We imagine that the results will benefit participating Country Offices, as well as provide wider scale learning across the Network, by informing more responsive programme and policy development, supporting donor engagement, and providing evidence to nuanced gender issues. 

Objectives:

[bookmark: _Int_o5aRAGtb]The GEDSI Audits are part of a broader initiative to integrate GEDSI Action Planning across WWF-Asia Pacific offices, and will be instrumental in scaling out best practices throughout the region. The Consultant(s) will work closely with the coordination team to enable a transparent assessment of WWF workplace culture and values towards GEDSI principles and mainstreaming. 

The Consultant is expected to comply with WWF Safeguarding and Inclusion policies, and adapt/design all methodologies to be country context appropriate, taking into account: power dynamics of the interviewer/interviewee, length, language and format of surveys, ethnical consent, and anonymity of data, etc. 

The Consultant(s) will deliver timely outputs as listed below.


Roles and Responsibilities

The Consultant(s) will work under the supervision of the WWF-Asia Pacific Senior Gender and Inclusive Conservation Advisor, and in close coordination with Country Office Teams, to fulfill the following tasks:  

· Design, refine and deliver an All-Staff Survey to the participating country office, including field offices and remote staff - delivered in English and local languages as required. 
· Design, refine and facilitate Interviews and Focus Group Discussions - minimum 5 interviews and 3 FGDs.
· Analyze and collate data from Audit.
· Provide a written report in English (not exceeding 15 pages, excluding Annexes).  
· Deliver report findings to Senior Leadership (Power Point Presentation).

Schedule of Deliverables:
1. Inception meeting with coordinating staff to finalize work plan - 0.5 Working Day.
2. Review of background materials (Internal policies, Strategies, etc) - 1 Working Day.
3. Refine data collection tools (Surveys, Interviews and Focus Group Discussions) - 3 Working Days.
4. Conduct GEDSI Audit data collection and analysis - 8 Working Days.
5. Draft report - 3 Working Days.
6. [bookmark: _Int_Va9HTYe3]Feedback from Working Group within 5 days of submission from Consultant.
7. Submission of Final Report: No later than June 30th, 2025 1 Working Day
8. [bookmark: _Int_3srhy4J3]Presentation of Findings  0.5 Working Day
Qualifications & Experience Required

· Fluent in English and Vietnamese - both written and oral.
· Advanced education in Gender Studies, International Development, Community Development or a related field.
· Demonstrated expertise in developing research tools.
· Demonstrated expertise in conducting GEDSI Audits or similar work.
· Comprehensive understanding of gender and social inclusion at the institutional, policy and programmatic levels. 
· Advanced analytical, report writing skills, and working familiarity with participatory/rights-based approaches.
· Proven experience within the Country Context of application
· Ability to work within a tight deadline and produce on schedule. 

Applicant(s) should provide the following in PDF:
· CV and Letter of Intent addressing Qualifications and Experience Required (above).
· Proposed Daily Rate.
· Sample of previous relevant work (max 10 pages submitted as a single PDF or web link).

*For team applications please submit as a complete daily rate, not per person.

Terms and conditions of payment
Payment will be made upon successful submission of the above deliverables according to the schedule. No advance or partial payments will be made.  
The Consultant is subject to tax under the national policy in addition to tax requirements in their country of residence. 
Equal Employment Opportunity
WWF is committed to diversity in our work and prohibits all forms of discrimination and harassment. We strongly encourage applicants from marginalized and diverse backgrounds to apply. 
Applications should be submitted to son.nguyentruong@wwf.org.vn; dung.buiquang@wwf.org.vn; on or before Monday, May 19, 2025, 17:00 (ICT). Only shortlisted candidates will be notified. Applications will be reviewed on a rolling basis. 


ANNEX 1. LETTER OF INTERESTS
LETTER OF CONFIRMING INTEREST AND AVAILABILITY 

Date                      , 2025
 
 To: 	World Wide Fund for Nature-Viet Nam (WWF-Viet Nam)

Dear Sir/Madam,
I hereby declarethat:
a) I have read, understood and hereby accept the Terms of Reference (ToR) describing the duties and responsibilities of [an Individual Consultant/Consulting Group…] to conduct Organizational Gender Equity, Disability, and Social Inclusion (GEDSI) Audits in the participating WWF Country Office and relevant field offices of Viet Nam.
b) I hereby propose my services and I confirm my interest in performing the assignment through the submission of the CV which I has duly signed and attached hereto as Annex 1;
c) In compliance with the requirements of the ToR, I hereby confirm that I am available for the entire duration of the assignment, and I shall perform the services in the manner described in the proposed work plan with timeline to carry out the assignment.
d) I hereby propose to complete the services based on the following payment rate: 
· An all-inclusive daily fee of ………….VND for the daily rate of ………… VND/working day.
· A total lump sum of payable in the manner described in the ToR.
e) I recognize that the payment of the abovementioned amounts due to me shall be based on my delivery of outputs within the timeframe specified in the TOR, which shall be subject to WWF's review, acceptance and payment certification procedures;
f) This offer shall remain valid for a total period of ................. days after the submission deadline; 
g) We have read and agreed to the WWF General Terms and Conditions attached with the TOR.
h) If I am selected for this assignment, I shall sign an Individual Contract with WWF; 
i) I fully understand and recognize that WWF is not bound to accept this proposal, and I also understand and accept that I shall bear all costs associated with its preparation and submission and that WWF will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the selection process.

Full Name and Signature:	 Date Signed:                      , 2025




ANNEX 2. CURRICULUM VITAE (CV)
CURRICULUM VITAE (CV)/ LÝ LỊCH CHUYÊN GIA

1.	Vị trí đề xuất/Proposed Position (Chỉ đề xuất 1 tư vấn cho 1 vị trí/only one candidate shall be nominated for each position): 	
2.	Tên chuyên gia/Name of Expert (Điền đầy đủ họ và tên/Insert full name): 	
3.	Địa chỉ email/Contact email:                                                  Điện thoại liên hệ/Contact phone No.: 	
4.	Ngày tháng năm sinh/Date of Birth: 	 Quốc tịch/Citizenship: 	
	Mã số thuế cá nhân/ID tax code:
5.	Trình độ văn hóa/Education and Trainings (Liệt kê bằng tốt nghiệp cao đẳng/đại học và các khóa học chuyên ngành khác của chuyên gia tư vấn, nêu tên trường học, loại bằng cấp và thời gian nhận bằng/Indicate college/university and other specialized education and trainings of expert, giving names of institutions, degrees obtained): 
	Loại bằng cấp: 	____________ 
	Trường học: 	____________ 
	Thời gian nhận bằng:  	____________ 
6.	Thành viên hiệp hội chuyên môn/Membership in Professional Associations: 	

7.	Lĩnh vực chuyên môn/Areas of expertise: (Liệt kê đầy đủ nhất các lĩnh vực chuyên môn, nghiệp vụ của tư vấn/List out as much as possible your professional expertise) 
	
8.	Kinh nghiệm làm việc với WWF (nếu có)/Previous working experience with WWF, if any (Liệt kê các nhiệm vụ tư vấn đã từng đảm nhận tại WWF/List out assignments which expert has worked with WWF):
	Từ (năm)/From (Year): :                                                    Đến (năm)To (Year): 	
	Tên Dự án và địa điểm triển khai Dự án/Project name and location: 	
	Vị trí đảm nhận và các nhiệm vụ được phân công Positions held/main assignment : 	
	Đồng nghiệp/cấp trên đã từng là cộng sự/Focal point that you worked with: 	
9.	Kinh nghiệm làm việc với các Tổ chức phi chính phủ, các tổ chức quốc tế song phương và đa phương (nếu có)/Previous working experience with INGOs, bi-lateral of multi-lateral international organizations, if any (Liệt kê danh sách các tổ chức mà tư vấn đã từng làm việc/List out name of the organizations you have worked with)
10.	Minh chứng của Sự phù hợp với nhiệm vụ/Relevant Professional Record 
	(Tham chiếu tới những Công việc/Nhiệm vụ trước đây mô tả tốt nhất năng lực thực hiện nhiệm vụ được giao/Describe work undertaken that best illustrates capability and experience to handle the Tasks Assigned)
	Từ (năm)/From (Year): :                                                    Đến (năm)To (Year): 	
	Đơn vị sử dụng lao động/Employer: 	
	Vị trí đảm nhận / Positions held/: 	
11. Các nghiên cứu liên quan và các bài đã đăng: Relevant Researches, Publications
	(Liệt kê và mô tả các nghiên cứu và bài đăng mô tả tốt nhất năng lực và kinh nghiệm để đảm nhận nhiệm vụ được giao/List and Describe researches and publications that best illustrates capability and experience to handle the Tasks Assigned)

Cam đoan/Certification:
Tôi, ký tên dưới đây, cam đoan là bản CV này mô tả chính xác bản thân tôi, năng lực và kinh nghiệm của tôi. Tôi nhận thức được rằng mọi lời khai không chính xác ở đây đều có thể dẫn đến việc tôi bị Bên mời thầu loại hoặc sa thải./I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly describes my qualifications, and my experience. I understand that any misstatement or misrepresentation described herein may lead to my disqualification or dismissal by the Purchaser.

Tôi đồng ý để WWF-Việt Nam sử dụng dữ liệu của tôi vào danh sách các tư vấn tiềm năng và nhận các thông báo mời thầu phù hợp khi được triển khai/I accept that WWF-Viet Nam can use my data to update WWF’s consultant list and send bid invitations to me when properly.  (Lựa chọn/Optional: Tư vấn có thể xóa dòng này nếu không đồng ý để WWF-Việt Nam cập nhật liên hệ của mình vào dữ liệu danh sách chuyên gia/Expert delete this statement if you do not accept to be recorded into WWF’s consultant list).

	Đại diện nhà thầu nộp HSĐX
(Ký, ghi rõ họ tên, chức vụ, đóng dấu)



Ngày/tháng/năm
	Tên tư vấn
(Ký, ghi rõ họ tên)



Ngày/tháng/năm





ANNEX 3. RELEASE LETTER 
(if expert is working full-time at a state-owned units or non-state agencies )

(Applied for an individual consultant who is a full-time employee of an organization and only be requested to submit before the signing of consulting service contract)
(Áp dụng cho tư vấn cá nhân là nhân viên toàn thời gian cho một tổ chức và chỉ được yêu cầu nộp trước khi ký kết hợp đồng dịch vụ tư vấn)

[LETTERHEAD OF CONFIRMATION LETTER ISSUED]

RELEASE LETTER -   THƯ XÁC NHẬN
Date & Time
Ngày
To: WWF-Viet Nam
Kính gửi: WWF-Viet Nam

The [Name of the Organization] agrees that:
[Tên tổ chức] đồng ý:

Mr/Ms. [Name of Consultant], [Job title in the organization]
ID Number: 		issued by:		dated:
Mr/Ms. [Tên tư vấn], [Chức vụ]
Số CMT: 		cấp tại ……………………….ngày …………………………

Has been approved by [Name of the Organization] to provide independent consulting services for WWF-Viet Nam on [Name of the consultancy assignment] under [Project name] during the time, tentatively from [when] to [when].
[Tên tổ chức] đồng ý cho phép ông/bà [Tên tư vấn] thực hiện dịch vụ tư vấn độc lập cho tổ chức WWF Việt Nam trong khuôn khổ dự án. [Tên dự án] trong khoảng thời gian dự kiến từ …..đến …..
During this consultancy assignment, Mr/Ms. [Name of the Consultant] commits to:
· Implement the consultancy services outside of the official working hours of his/her employer or during his/her approved annual leave.
· Implement the consultancy services outside of his regular duties assigned by his/her employer.
Trong thời gian thực hiện dịch vụ tư vấn này, Ông/bà. [Tên tư vấn] cam kết: 
· Thực hiện các dịch vụ tư vấn ngoài giờ làm việc chính thức quy định bởi [Tên tổ chức] hoặc trong thời gian nghỉ phép của Ông/Bà [Tên tư vấn]
· Thực hiện các công việc tư vấn độc lập ngoài phạm vi nhiệm vụ chính thức được giao tại [Tên tổ chức] 
                            
Sincerely,
Trân trọng,

(Sign or seal according to the internal authority of the certifying organization
 (Ký đóng dấu hoặc đóng dấu theo thẩm quyền nội bộ của tổ chức xác nhận)

[bookmark: _Toc196238091]ANNEX-4 - AGREEMENT TO ESTABLISH A GROUP OF CONSULTANTS
(only applicable to Consulting Team, not applicable to Individual Consultant)

__________, date ___ month ___ year ___	
Tender Ref: ________ [insert name of the package]
Project: ____________ [insert name of the project]
- According to the call for proposals the bidding package ______ [insert name of the package] dated ____ month ____ year __ [Date stated in the request for proposals ];
We include:
Name of consulting group members ____ [insert name of each member]
Address: ________________________________________________________________
Phone ________________________________________________________________
Email: ________________________________________________________________
The parties (referred to as members) agree to sign an agreement to establish a consulting group with the following contents:
Article 1. General principles
1. The members voluntarily form a consulting group to participate in the selection of requests for proposals in the bidding package ___ [insert name of the package].
2. The members agree that the name of the consulting group for all transactions related to the bidding package is: Consulting group [insert name of team leader].
3. The members commit that no party can voluntarily participate or cooperate in any way with another party to participate in this bidding package.
Article 2. Assignment of responsibilities
The members agree to take joint responsibility and separate responsibility for the implementation of the ____ insert name of the bidding package] as follows:
1. The leading member of the Consultant Group (team leader)
The members agree to authorize ____ [insert name of one member] as the leading member of the Consultant Group, representing the Consultant Group in the following tasks:
- Sign the letter of interest.
- Sign documents for the transaction with the purchaser during the selection process, including the written request for clarification of the Request for proposals and the written explanation and clarification of the Request for proposals (if any).
2. Expected responsibilities of each member of the Consulting Group to implement the bidding package:
The participating parties are expected to assign responsibilities of each member as follows: ___ [Insert expected main job content of each member, including the leading member].
Article 3. Effect of the agreement
The Agreement takes effect from the date of signing and terminates in the following cases:
1. The consulting group may not be selected to implement the above-mentioned bidding package.
2. Cancellation of selection for bidding packages according to notices of the purchaser.
The agreement to establish the consulting group is made in ______ copies, each party keeps ______ copies with equal legal validity.
Team leader and all members
[Signature and full name]
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