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Lebanon Second Emergency Social Protection Implementation Support Project

TERMS OF REFERENCE 

Data Entry Operator – Proc ref C338
I. Introduction

The Government of Lebanon (GOL) has received a Grant from the World Bank, to finance the Emergency Social Protection Implementation Support Project (ESPISPII). The overall objective of the project is to accelerate and improve the quality of the implementation of the package of social sector reforms presented by Lebanon at the Paris III donor conference in the areas of social insurance, safety nets, and health expenditures. The establishment of the National Poverty Targeting Mechanism (NPTP) to be used by GOL in the delivery of social assistance and social services aimed at improving living standards of the population, and in particular of the poor and vulnerable. Through the social sector component, a national roll-out of the NPTP will be implemented by the end of the project implementation based on lessons learned from NPTP pilot phase; fully automated, live national data base of the needy population will be established. This data base will enable objective assessment of the households’ welfare and their ranking and the Government will use it to target its safety nets and other interventions aimed at supporting the needy households. 

The component will be implemented through four sub-components: (i) the establishment of the national data base on poor and vulnerable population; (ii) preparation and implementation of public information campaign; (iii) capacity building for monitoring and evidence based policy making; and (iv) technical support for management of the implementation of the NPTP national roll-out.

II. Background 

ESPISP II is supporting GOL introduction of National Poverty Targeting Program (NPTP) and its targeting mechanism into the social safety net interventions.  Focusing limited fiscal resources on the most needy is expected to improve efficiency and effectiveness of government programs and thus increase their poverty reduction and social inclusion impact.  Implementation of targeting will result in a National Database of poor and vulnerable households in Lebanon, which will serve as a key source of information for targeting of various government transfers to Lebanese citizens in need. 
A first step would be the establishment of a point of reference for the Program through a baseline survey, which will be managed by the Central Administration of Statistics (CAS) to ensure impartiality of the evaluation work. The objective of the baseline survey will be to: (i) establish the baseline conditions which will be adopted for the impact evaluation of the program once it is fully running, and (ii) provide information to update the proxy means-testing formula to be used in the targeting program. In order to implement this survey, additional resources will need to be hired through ESPISP II to support the CAS including among others, Data entry operator who will be responsible of data entry.
III. Scope of Work and Deliverables

Under the supervision of the Statistician in charge of the survey in the Central Administration of Statistics (CAS), the Data Entry Operator will carry out all the following tasks:
1. Uses IT equipments (Laptop, printer…) and software to enter data from core questionnaire, diaries, recall diaries and other forms, and print and send general status report to CAS as scheduled;

2. Receives Households lists, completed  or uncompleted core questionnaires , diaries, recall diaries and other forms from the team leader and enters all information found on them accurately as they were forwarded by the team leader;

3. Runs data logic and consistency check programs and print out all errors reports and forward them to the team leader; 
4. Re-enters corrected core questionnaires, diaries, recall diaries  and other forms;

5. Returns completed core questionnaires, diaries, recall diaries and other forms and corrected error report attached to the relevant questionnaire and/or diaries to the team leader;

6. Maintains up to date records of work process according to the forms forwarded to him/her by CAS;

7. Upon CAS request, attends any meetings with CAS representative.
IV.
Minimum Qualifications

Education:    TS or BS degree in computer science or any related field.
Language skills: Arabic is a must
Experience: similar experience in previous assignment(s) is an asset.

V. Selection Process 

A first screening of the applications received for the post of Data Entry Operator will be done in order to determine the qualified applicants for this post that meet the qualifications in section IV above. All qualified applicants will be requested to attend specific training for one week. Following the completion of the training, the applicants will carry out a test; based on the evaluation of the results of the tests, the first ranked applicants per each region will be selected for the assignment.

VI. Duration 
This assignment is expected to extend over a period of six (6) months. 

VII. Reporting

The Data entry operator will report to the Statistician in charge of the survey and coordinate with the Team Leader on daily matters. 
VIII. Logistical Support

The IT equipments: (Laptop, printer) and software will be made available for the Data entry  operator; he /she shall maintain them in a secure environment and returns them to CAS in the same state as received. In addition, the Data entry operator will not use any of those IT equipments (Laptop, printer  ...) and software for any other purpose without the authorization from CAS.
IX. Payment 
Payments will be made monthly against deliverables within 45 days of the submission of each invoice. The value of each payment will depend on the number of questionnaires completely processed and accepted per month. 

X. Confidentiality Statement 

The Data entry operator will protect the confidentiality of the data collected and is only allowed to discuss those with field work team leader or CAS representative. He/she is expected to keep the core questionnaires, diaries, recall diaries, maps, other forms, IT equipments and software under his/her control. He/she is not allowed to copy/photocopy/scan/reproduces totally or partially any core questionnaires, diaries, recall diaries maps, other forms and software nor their contents as clearly stated by CAS law, any breach of confidentiality will result in legal penalties.

XI. Contractual Arrangements

The resulting Contract will be a lump-sum contract where payments will be based on deliverables as described in section IX above. The Contract will be signed with the Central Administration of Statistics (CAS). Fiduciary operations coordination (procurement processing and financial management) will be undertaken by a Fiduciary Operations Team (FOT) hosted at the Presidency of the Council of Ministers (PCM). The FOT will be responsible for managing the procurement process to include: (i) developing and updating the project procurement plan; (ii) advertising; (iii) contract preparation; and (iv) contract payment. The Central Administration of Statistics (CAS) will be responsible for: (i) identifying needs; (ii) developing activity terms of reference; (iii) short-listing and technical evaluation and (iv) contract execution; the Central Administration of Statistics (CAS) will also be responsible for (i) contract signature; and (ii) authorization for contract payment.
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