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Sustainable Cities - Phase 1
EU-Ghana Partnership for Sustainable Cities Project


Terms of Reference


Recruitment of Coordination and Technical Support Expert


November 2026




BACKGROUND
The Sustainable Cities - Phase 1 project is part of the EU-Ghana Partnership for Sustainable Cities. The project is funded by the European Union and implemented by Expertise France under the supervisory authority of the Ministry of Local Government, Chieftaincy and Religious Affairs (MLGCRA). The project aims to enhance urban prosperity by supporting the development of sustainable, inclusive and climate-resilient cities in Ghana.
The project works with national institutions and local authorities in northern Ghana, including Tamale, Sagnarigu, Wa, Damongo, Nalerigu, Bolgatanga and Yendi. Its five components cover urban data and the Urban Observatory, urban and sectoral planning, digital governance and local revenue mobilisation, solid waste management, and access to water and recreational spaces.
Within this framework, Expertise France is seeking a Coordination and Technical Support Expert to assist the Project Director in preparing and following up project activities and reviewing technical documents and deliverables.
OBJECTIVES OF THE ASSIGNMENT
The objective of the assignment is to support the Project Director in the day-to-day technical follow-up of the project, with particular attention to Components 2 and 4. The Expert will prepare activities, maintain workplans and the project dashboard, and review documents submitted by consultants and partners.
The specific objectives are to:
· Support activity planning and provide regular information on progress, with detailed operational follow-up of Components 2 and 4.
· Contribute to the preparation of Terms of Reference, missions and coordination meetings.
· Check the quality of technical deliverables and follow up the comments made during their review.
· Support the technical monitoring of grants and the preparation of project governance meetings.
SCOPE OF WORK
Scope of services
The Expert will work under the Project Director’s supervision across the five components. Particular support will be provided to Component 2 (Urban and sectoral planning) and Component 4 (Solid waste management), whose technical experts are consultants. The Expert will ensure day-to-day follow-up of these components alongside their specialist input. Components 1, 3 and 5 have dedicated full-time experts who manage their respective activities.
Detailed scope of work
Task 1 - Operational support to Components 2 and 4
The Expert will support the preparation and implementation of Component 2 and Component 4 activities, working with their technical consultants. He/she will maintain regular follow-up between consultant missions and prepare the information and documents needed for activities to proceed. This task will include:
· Preparing and regularly updating detailed workplans with the consultants, setting out activities, responsibilities, milestones and deadlines, and checking consistency with the overall project schedule.
· Checking that the data, technical documents and partner contributions needed for planned activities are available, and following up outstanding inputs before studies, workshops or field missions begin.
· Preparing activity requests, draft correspondence and briefing documents for the two components. The Expert will follow up responses from partners and pass administrative and logistical requirements to the Project Assistant.
· Following the progress of studies and other technical assignments against approved workplans, in liaison with the consultants. This includes tracking reviews, outstanding comments and corrections required before deliverables are submitted for validation.
· Preparing regular working sessions with the consultants and project partners, recording agreed actions and following up their implementation between missions.
· Maintaining the component workplans, technical correspondence, review notes and records of decisions so that the Project Director and consultants have up-to-date information on ongoing activities.
· Identifying delays, links with other components and needs for additional technical support or studies. The Expert will prepare proposed actions for the Project Director and follow up the decisions taken.
· Preparing progress summaries for Components 2 and 4, including difficulties encountered, actions in progress and matters requiring the Project Director’s attention.
Task 2 - Planning and reporting
The Expert will assist the Project Director in preparing and updating the project workplan and dashboard. This task will include:
· Consolidating information from the component leads on activities, milestones and progress.
· Updating the dashboard and following up actions agreed during project meetings, using the administrative and financial information provided by the Project Assistant and support team.
· Checking the consistency of activity schedules and informing the Project Director of delays or missing inputs.
· Preparing weekly progress updates and contributing to project reports.
Task 3 - Preparation of Terms of Reference and technical documents
The Expert will support the preparation of documents needed to launch project activities. In collaboration with the relevant component leads, he/she will:
· Draft and review Terms of Reference, technical notes and specifications for studies, consultancy assignments and other project activities.
· Check that the proposed scope, methodology, deliverables, technical criteria and timetable are consistent with the needs identified.
· Incorporate comments and prepare revised documents for review by the Project Director.
Task 4 - Preparation and follow-up of missions
The Expert will contribute to the technical preparation of missions and follow up their outcomes. This will involve:
· Preparing mission objectives, programmes, background notes and expected outputs with the component leads.
· Planning the preparation and review of documents in line with the mission calendar maintained by the Project Assistant.
· Reviewing mission reports and following up technical recommendations and agreed actions.
· Participating in field visits when required to document progress and issues encountered.
Task 5 - Technical review of deliverables
The Expert will review studies, reports and other deliverables assigned by the Project Director, drawing on the expertise of the component leads where necessary. He/she will:
· Check that deliverables address the Terms of Reference and include the required analyses, data and supporting documents.
· Examine the methodology and the consistency of findings and recommendations, and identify omissions or points requiring clarification.
· Prepare review notes and consolidate comments from the project team in a comment-and-response table.
· Check revised versions and report outstanding issues or matters requiring specialist review to the Project Director.
Task 6 - Technical monitoring of grants
The Expert will support the review of activities carried out by grant beneficiaries, in liaison with the relevant component leads. The work will include:
· Updating information on activities and results in the grant monitoring table, using reports from beneficiaries and records maintained by the Project Assistant.
· Reviewing progress reports against agreed workplans and checking the evidence provided for reported results.
· Preparing notes and questions for grant review meetings and field visits, and following up technical observations.
Task 7 - Support to coordination, reporting and project governance
The Expert will assist the Project Director in preparing reporting to Headquarter(Hq) and European Union Délégation (EUD), technical meetings and exchanges with project partners. He/she will:
· Prepare agendas, briefing notes and presentations for coordination meetings.
· Collect technical contributions and prepare documents for the Technical Reference Groups (TRGs), Technical Working Group (TWG) and Project Oversight Committee (POC).
· Prepare technical conclusions and action points for inclusion in the minutes compiled by the Project Assistant.
· Follow up agreed technical actions with the component leads and partners, under the Project Director’s instructions.
· Prepare internal reporting exercises and annual report for EUD.
EXPECTED OUTPUTS
The Expert will prepare the following documents as part of the assignment:
· Detailed workplans and activity follow-up records for Components 2 and 4.
· Updated project dashboard and weekly progress notes.
· Draft Terms of Reference and technical documents.
· Deliverable review notes and consolidated comments.
· Grant monitoring updates and technical observations.
· Mission briefs, meeting documents and follow-up action lists.
· Project report.
WORKING ARRANGEMENTS
This is an officer-level position based in Accra. The Expert reports directly to the Project Director and works with the component leads, the Project Assistant and the monitoring and evaluation function. Missions to the project cities will be required.
For Components 2 and 4, the Expert prepares activity documents and follows up technical correspondence and partner inputs. The Project Assistant remains responsible for procurement and contract files, payment requests, administrative records and the practical organisation of missions and meetings. Both work with the Logistics Officer, Administrative and Finance Manager, and Procurement and Contracts Officer of the Bureau mutualisé support team.
The Component 2 and Component 4 consultants remain responsible for the specialist advice and outputs defined in their contracts. The Expert provides ongoing operational support under the Project Director’s authority. The full-time experts for Components 1, 3 and 5 retain responsibility for their activities. Final technical validation and contractual decisions remain with the Project Director and the authorised Expertise France officers.
REQUIRED PROFILE
· University degree in project management, development studies, urban planning, engineering or another relevant discipline.
· At least three years of experience in project support, activity monitoring or technical assistance.
· Experience preparing workplans and Terms of Reference, following up consultancy assignments and reviewing technical deliverables.
· Good analytical and writing skills, with the ability to prepare clear comments and summaries.
· Good command of Microsoft Office, particularly Excel, Word and PowerPoint.
· Experience with grants, local authorities or international cooperation projects would be an asset. Experience in solid waste management would be an advantage.
· Fluency in written and spoken English. Knowledge of French would be an asset.
· Good organisational skills, attention to detail and ability to work as part of a team.
Documents to be provided
Applications should include a CV, a cover letter and contact details for three professional referees.
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