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Terms of Reference
Training Coordinator, Module 1 (Case Management) 
Project "Support for the implementation of the RESTART reform in Moldova"

 
The development cooperation project is implemented by the Ministry of Labour and Social Affairs of the Czech Republic (MoLSA) in cooperation with the Ministry of Labour and Social Protection of the Republic of Moldova (MMPS).

In 2023, the Government of the Republic of Moldova launched the RESTART reform, the main objective of which is to increase the accessibility, efficiency and quality of social work and social services in the public sector. The reform aims at systemic changes, the introduction of standardised procedures and the strengthening of the professional capacities of social workers, who play a key role in supporting vulnerable groups.

The project aims to contribute to the development and harmonization of the social protection system in the Republic of Moldova. Specifically, the results of the project will contribute to a clearer structure of the social protection system, to improve the availability and quality of social work and social services, and to the adjustment of qualification requirements for social workers and social service workers.
 
Project objectives:
· To strengthen the professional capacities of employees in the social sector through training in case management, methodological support for the provision of social work and social services, crisis management and other key topics.
· To support the implementation of methodological guidelines and supervision and the implementation of social work methods in practice at national and regional level, including the development of methodologies, the training of specialists and the implementation of support mechanisms.
· Strengthen the institutional capacities of MSMEs and partner organisations through technical assistance, material equipment and the development of digital tools.
· Support the Republic of Moldova in the process of preparing for EU accession by sharing Czech experience with the transposition of EU legislation, the use of EU funds and the implementation of instruments such as the European Child Guarantee.
· Ensure sustainability and systemic anchoring of reforms through cooperation with local experts and universities, using existing educational platforms.
 




Objective of the assignment
The aim of this task is to ensure the management and coordination of the entire training process, including the identification of training needs, the planning and organization of training, cooperation with qualified trainers and the monitoring of the quality and impact of training programs for community social workers.

The project activities are taking place in Chişinău, in the premises of the Ministry of Labour and Social Protection (1 Vasile Alecsandri Street, Chişinău, MD-2009), which will provide fully equipped office space.
· Contract duration: 6.5 months (15.07/2026–01/2027).
· Maximum monthly remuneration: 33,375 MDL gross, with an estimated workload of approximately 40 hours per week.
 
Organisational and logistical measures
· Ensure the preparation, implementation and implementation of all 44 trainings in Module 1 of case management.
· Ensure the preparation, implementation and administration of the Trainer (ToT) Training program.
· Coordinate three training sessions in parallel, with two parallel sessions in the final phase, and ensure their effective delivery.
· Contribute to the selection of a service provider for accommodation, catering and conference room rental.
· Communicate with the service provider responsible for logistical arrangements, including venue, accommodation, catering, and technical support.
· Check the preparation of training rooms, equipment and support infrastructure.
· Manage operational changes and tailor logistics to the specific needs of each session.
 
Communication with participants
· Send invitations to training sessions and manage participant lists for all 44 sections and lecturer training.
· Ensure data updates, confirmation of participation, and communication of changes and instructions to the organization.
· Respond to requests from participants and provide support before and during training.
 
Accommodation and transport
· Organize room allocation to participants in each training session, including edits, changes, and reassignments.
· Coordinate the arrivals and departures of participants and provide travel instructions together with representatives of the MMPS.
· Keep records of accommodations and address operational issues that arise during each session.
 


Coach coordination
· Coordinate coaches across all parallel training sessions.
· Prepare schedules, secure necessary materials, and verify the availability of equipment and logistics support.
· Provide administrative and logistical support to trainers during training.
 
Management, records and certifications
· Keep attendance records from all 44 sections.
· Support certificate design, verify data accuracy, and collaborate with MMPS for printing and distribution.
· Archival documents regarding participant attendance and accommodation.

Reimbursement of shipping costs
· Support the MMPS in collecting the documents needed to reimburse the transport costs of the participants.
· Support MMPS in verifying the completeness and correctness of documents.
· Communicate with the responsible parties to resolve any discrepancies.
 
Feedback and evaluation
· Together with the HR specialist, develop evaluation questionnaires for participants and trainers.
· Divide the questionnaires for each session, collect responses and process the assessment results.
· Submit analytical reports to the project team and suggest improvements to optimize training logistics.
 
Training monitoring
· Monitor, document and regularly report on the progress of the training.
· Identify risks, issues, and recurring feedback.
· Propose and implement corrective actions when necessary.

Communication with institutions 
· Coordinate the flow of information between MMPS, ATAS, STAS and the project team of the Ministry of Labour and Social Affairs (MoLSA).
· Ensure timely delivery of updated participant lists, attendance records, certification data, and other relevant documents.
 
Documentation and reporting
· Manage administrative and project documentation for all 44 training sessions.
· Training of lecturers.
· Ensure complete, up-to-date and compliant archiving of all project documents.
 


Other related activities
· Contribute to the overall evaluation of the module and suggest improvements for future training activities.
· Perform additional tasks as needed, as required by the project, and as instructed by the project team.
 
Minimum qualification requirements:
· Please refer to Appendix 1.
· Failure to meet these minimum qualification requirements may be a reason for disqualification of the application.

The structured CV (must be submitted in English and signed by the applicant) must contain at least:
· full name;
· the highest education;
· data and information demonstrating compliance with the minimum qualification requirements to the extent specified above (for the purpose of proving the fulfilment of the qualification criteria and for the purposes of evaluation, the data provided in the tender form attached to this call will be decisive);
· data for evaluation purposes, which, however, do not have to be filled in at all or can only be partially filled in.
 
The evaluation of candidates will be carried out on the basis of the following pre-defined criteria:
· Financial offer: 40% — the lower, the better.
· Education and experience: 40% — sum of scores according to sub-criteria; The higher, the better.
· Interview 20% — sum of scores according to sub-criteria; The higher, the better.

Selected candidates who meet the minimum qualification requirements will be invited to a personal interview, from which an audiovisual[footnoteRef:1] or written recording will be made. All participants will be invited to the interview at least 3 working days before the interview and the invitation will be sent to the contact person specified in the offer (offer form). The interview will take place with each participant separately. [1:  By submitting a bid, the participant agrees to make a recording and the contracting authority undertakes that it will be used exclusively for the purposes of the procurement procedure for this public contract.] 

If the sponsor finds out during the interview that the participant has not provided true information about the fulfilment of the minimum qualification requirements or does not confirm their fulfilment in any other way, the sponsor is entitled to exclude such a participant or award zero points in the given evaluation criterion[footnoteRef:2]. Failure to attend the interview is also a reason for possible exclusion of the participant. [2:  This will be duly justified by the contracting authority.] 






With regard to the above, your bid must contain at least the following documents:
· A detailed CV
· a university diploma (a simple photocopy), and
· correctly (completely) completed offer form (see Annex 1).

If you are interested in this position, please send your application in the form of an offer to: eva.nemeckova@mpsv.cz. Applications can be submitted in Romanian or English.  This contact can also be used to answer other questions.

The call for applications is open until 10.06.2026 at 9:00 a.m. Moldovan time. 
MoLSA reserves the right to cancel this call at any time. MoLSA also reserves the right to ask the participant to specify the offer (except for data that is subject to evaluation). Failure to meet any of the conditions of this call may result in the expulsion of the participant.
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