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TERMS OF REFERENCE
Procurement of an Executive Support and Partnerships Expert for AFAAS Secretariat
Contract No. AFAAS/AUSO/GF/CQS/2025/0023
Activity: AUSO WP6 and GF as per approved AWP&B2025
Item: AUSO T6.4 and GF as per Approved PP2025
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	1) Background

	African Forum for Agricultural Advisory Services (AFAAS) is a Continental body that brings National Agricultural Extension and Advisory Services (AEAS) stakeholders under one umbrella. The AFAAS’ goal is to enhance utilization of improved knowledge and innovations by agricultural value chain actors for improved productivity oriented towards their individual and national development objectives. Achieving this goal requires strong coordination, strategic oversight, and effective management of partnerships and engagements at continental and national levels - functions that an Executive Support and Partnerships Officer is specifically positioned to provide.

To enable AFAAS to effectively fulfil its continental mandate of coordinating, convening, and strengthening Agricultural Extension and Advisory Services in Africa, an Executive Support and Partnerships Officer shall provide structured executive support and proactive partnership management, ensuring that high-level engagements, strategic commitments, and partnerships are translated into timely, coherent, and impactful action.

The expert is expected to provide high-level support to the Executive Director by managing executive communications, coordinating strategic initiatives, and facilitating strategic partnerships and donor engagement. The role ensures the Executive Director’s office operates efficiently, while also advancing AFAAS’ external relations and resource mobilization.


	2) Objectives 

	The main objective is to provide high-level support to the Executive Director by managing executive communications, coordinating strategic initiatives, and facilitating strategic partnerships and donor engagement. 
The specific objectives are:
a) Executive Enablement: To provide strategic administrative, planning, and research support to the Executive Director or leadership team to ensure organizational efficiency.
b) Network Expansion: To identify, initiate, and manage multi-stakeholder partnerships (governments, NGOs, private sector) to leverage resources for AEAS projects. 
c) Strategic Alignment: To ensure the Executive Director’s office operates in lockstep with the AFAAS strategy through rigorous planning and communication.
d) Capacity Building: To support the operationalization of Country Fora (CFs) and regional networks through expert advisory and training.

Resource Mobilisation: 
a) To develop a comprehensive resource mobilization strategy of AFAAS based on its objectives and priorities to systematically research and raise funds for AFAAS. 
b) To design and implement resource mobilization and strategic partnerships training programs to AFAAS staff and build their capacity in mobilizing resources and developing and maintaining partnerships at international and regional level. 

	3) Scope Of Work/Services

	The Executive Support and Partnerships Expert will work closely with the Executive Director, and is expected to carry out the following tasks: 
A. Executive Support
· Executive Support: Provide executive level administrative, secretarial, planning, and research assistance and strategic support to Executive Director. This includes managing schedules, managing correspondence, prioritizing tasks, preparing briefing materials, coordinating communication, and preparing reports and presentations.
· Board & Committee Liaison: Assist in preparing agendas, briefing notes, and reports for Executive Committee meetings.
· Draft, review, and edit reports, presentations, speeches, and communications for the Executive Director.
· Prepare background documents, technical briefs, and reports for stakeholder meetings and conferences.
· Coordinate the preparation and timely submission of documents, reports, and presentations required for meetings, conferences, and donor engagements.
· Track action points and decisions arising from meetings chaired by the Executive Director to ensure timely follow-up and implementation.
· Conduct background research and prepare analytical briefs to inform the Executive Director’s decision-making and engagement with internal and external stakeholders.
· Represent the Executive Director’s office in internal and external engagements as delegated.
· Act as a "force multiplier" by managing calendars, briefings, and critical follow-ups for the Executive Director.
· Support the development of AEAS-specific training materials and strategic delivery mechanisms.

B. Strategic Partnership Development and Management
· Partnership Management: Support the Executive Director in identifying, cultivating, drafting and maintaining partnerships with various partners including governments, regional bodies, donors, private sector, non-governmental organizations and development partners to enhance AEAS projects. i.e. assist in creating partnership agreements and reviewing performance.
· Assist in developing partnership strategies, draft partnership instruments, such as Memoranda of Understanding (MoUs), agreements, and collaboration frameworks that align with AFAAS’ strategic objectives.
· Maintain a comprehensive database of strategic partners and coordinate donor and partner engagement activities, including meetings, networking events, and joint initiatives.
· Develop a donor and partner engagement tool and track on-going conversations to ensure follow up of action points.
· Serve as the primary liaison between Executive Director and key stakeholders including Board members, donors, government officials, and partner organizations.
· Develop a framework for partnership evaluation and management to ensure that partnerships result in desired outcomes.
· Foster relationships with regional and international organizations to secure joint implementation of programs.

C. Resource Mobilization Support
· Resource Mobilisation: Prepare/review the comprehensive resource mobilization and Partnership strategy for AFAAS based on its objectives and priorities. 
· Implement the resource mobilization strategy by conducting donor intelligence, undertake strategic mapping of donors, scoping for funding opportunities, and supporting the Executive Director with Go-No-Go decisions. 
· Develop sectoral concept notes for resource mobilization based on the Resource Mobilization and Partnership Strategy;
· Maintain and track the record for concept notes and proposal pipeline and develop a monthly update on resource mobilization performance.
· Coordinate the drafting of concept notes and proposal development processes including setting timelines, allocating responsibilities and quality assurance.
· Update the resource mobilization pitch deck as appropriate and tailor to different donors for Executive Director/Board member’s pitches.

D. Strategic Coordination
· Act as a liaison between the Executive Director’s office and internal departments to ensure smooth flow of information and alignment of activities.
· Support organizational strategic planning process and monitor organizational performance by consolidating updates and preparing periodic reports for the Executive Director.
· Facilitate communication and collaboration with the Board of Directors and key governance structures.
· Organize and coordinate high-level events, conferences, and stakeholder forums in support of the Executive Director’s agenda.
· Act as the Secretary to the Board, preparing Board papers, minutes and ensuring that action points for the Executive Director are followed up effectively.

E. Organization Culture and Quality Assurance
· Act as the champion for high performance of the organization and prepare a monthly report on major improvements.
· Support the Executive Director and the AFAAS secretariat to define the organization’s core values.
· Serve as the quality assurance person for all documents for Executive Director’s signature.


	4) [bookmark: _Hlk158672022]Expected Deliverables

	The Executive Support and Partnerships Expert will be required to provide the following key deliverables during the execution of the assignment:
· Inception reports with clear work plans and timeframes.
· Detailed partnership strategy and engagement reports submitted.
· Monthly and or periodic Progress reports with recommendations for executive actions and partnership outcomes.
· Comprehensive roadmap for engagement and joint delivery submitted.
· Monthly and or quarterly engagement reports and updates on partnership status and resource mobilization submitted.
· Legal and operational instruments (MoUs, Service Orders) for new collaborations.
· Training Materials developed for Country Fora to improve local partnership management.
· Final consultancy report featuring recommendations for long-term AEAS sustainability. 


	5) Key Performance Indicators

	· Overall response time to internal and external matters increased by 85%. 
· Timely and accurate preparation of presentations, reports, briefs, and strategic communications for the Executive Director.
· Partner satisfaction ratings of 85% and above.
· New strategic partnerships established.
· High confidentiality maintained.
· At least 1 proposal or concept note developed per month
· Secured at least 1 grant of >$500k
· Successful planning and execution of high-level meetings, missions, and events.


	6) Qualifications and Experience 

	The Executive Support and Partnerships Expert will be required to possess the following qualifications and experience, not limited to providing:
· A minimum of a master’s degree in Business Administration (MBA), International Development, Public Policy, or related field.
· A bachelor’s degree in Business Administration, Public Administration, International Relations, Communications or related field, 
· At least 5–7 years’ experience in executive support, partnerships management, donor relations/coordination, or resource mobilization within an NGO, international organization, or donor-funded environment. 
· Proven experience in stakeholder engagement, event coordination, proposal development, and multi-stakeholder platforms.
· Proven experience in supporting senior/executive leaders, preferably in the agriculture sector.
· 

	Competencies and Attributes

	· Excellent interpersonal and networking skills; ability to work effectively with diverse teams and external partners.
· Detail oriented with a keen eye for detail and judgement with high level of self-motivation.
· Proactive problem-solving skills and capacity to handle multiple tasks simultaneously while maintaining calm.
· Excellent knowledge of productivity tools (e.g. Microsoft Office Suite – Teams, SharePoint), Zoom, Google Workspace, project management software.
· Strong analytical, report writing, and documentation skills.
· Excellent communication, PR and negotiation abilities for engaging senior-level stakeholders.
· Strong organizational, coordination, and ability to manage multiple priorities, meet tight deadlines, and deliver high-quality results.


	7) Timeframe, Duration and Commencement of the Consultancy:

	
The duration of the assignment is up to 12 months’ renewable annually based on performance review and workload analysis. The consultancy is expected to commence in 1st January, 2026. The Consultant shall be paid a consolidated fee of US$ 35,247 (Lump sum) for the period of .... days/ month at a rate of US$ ..... per day and or as may be agreed based on scope. 


	8) Reporting and Supervision

	The expert shall report to the AFAAS Executive Director and work closely internally with the Manager Finance, Manager HR & Operations, Programme Management Officer, Director Programmes Extension and Advisory and externally with diverse regional stakeholders in the AEAS ecosystem. 


	9) Work Environment

	The expert may be based at the AFAAS secretariat or anywhere within the continent, with frequent collaboration across departments and partners; occasional travel to events, conferences, and project sites.


	10) Submission of Applications

	Interested consultants must provide information verifying that they are qualified to perform the assignment and meet the minimum required experience criteria above. The information to be submitted shall include: (i) Cover Letter for EOI; (ii) Technical and Financial Proposal detailing understanding of the assignment, approach and methodology, timeline (Workplan) and Proposed budget breakdown aligned with the deliverables (iii) CVs in English; and (iv) References (Recommendation Letters) for work done. 

Expressions of interest must be delivered to the address below not later than 28th December, 2025, at 10.00 a.m. at the address below or electronically on email: secretariat@afaas-africa.org; or to the address below: 

Dr. Lillian Kidula Lihasi 
Executive Director, AFAAS 
Kigobe Road House No. 26 Ministers Village Ntinda
P.O BOX  34624 Kampala Uganda
Email: secretariat@afaas-africa.org; Tel: +256-312313400.

Further information may be obtained from AFAAS procurement Unit: email: pwanzala@afaas-africa.org; or Executive Director; Email: llihasi@afaas-africa.org; 
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