


Electricity Regulatory Authority                                             Terms of Reference for Project Manager
Position Title: 			Project Manager
Employment Type: 		Contract (2 years)
Number of slots: 			01

1. Terms of Reference (TOR)
The Project Manager has the overall responsibility for planning, coordination, supervision, and successful delivery of the ERA office building construction. The position emphasizes technical competence, project management skills, adherence to standards, and accountability for time, cost, quality, and safety.

Job Duties and Responsibilities
The Project Manager will be responsible for the overall management and delivery of the project. The specific responsibilities and duties of the Project Manager include, but are not limited to, the following:
· Ensure execution of works as per the technical specifications and quality assurance terms of the contract and standards;
· Assign work targets and ensure optimum utilization of materials, manpower, and resources at the project sites;
· Performing day-to-day decision making related to project planning, management, implementation, quality monitoring and closure of a project;
· To prepare Monthly Progress Report, Project Work Plan, Labour Report, QPRM (Quarterly Performance Review Meeting) Report, Correspondences and Office Notes pertaining to the Project;
· Ensure safety in work places and during the execution of works in compliance with the relevant provisions of the contract, policies, program, rules and regulation of all concerned statutory authorities;
· Coordinate all phases of construction to ensure timely and successful completion in line with approved designs, specifications, and timelines;
· Supervise contractors  and site personnel to ensure construction works comply with approved drawings, technical specifications, and contractual obligations;
· Monitor contractor performance, verify work progress, and certify measurements, interim payments, and final bills in accordance with contract terms;
· Enforce occupational health, safety, and environmental regulations on-site. Address any non-compliance promptly and implement corrective measures;
· Track project expenditures against approved budgets, review variation orders, and ensure cost efficiency without compromising quality;
· Overall execution of the project and ensuring all activities of the project are properly completed within the approved budget;
· Submitting monthly running bill claims and processing release payment;
· Overall administrative and financial management of site establishment;
· Prepare project status and trend analysis reports and recommend actions;
· Delegating work, assigning work targets and ensuring optimum utilization of materials, manpower and resources at the project site;
· Appointing labour contractors for certain component of project activities as per the approval from the CEO;
· Providing technical advice and solutions to issues at work site related to the project;
· Monitoring and controlling wasteful expenditure wherever possible without comprising the quality of deliverables so that there is an acceptable margin of profit from the project;
· Co-coordinating project activities and maintaining high level of co-operation and coordination with various stakeholders including sub-contractor, local authorities and communities;
· Approving and monitoring the movement and engagement of machineries & equipment designated for the project;
· Attending and resolving audit memos related to project in close coordination with affiliated departments;
· Prepare and submit regular progress reports, site inspection reports, and updates to ERA management;
· To ensure safety in workplaces and execution of works under the Project in compliance with the relevant provisions of the contract, policies, program, rules and regulation of all concerned statutory authorities;
· Ensure all contractors, sub-contractors, transporters and visitors entering the premises of the project shall adhere to the health and safety rules of the company;
· Interpretation of the drawings during construction;
· Liaise with ERA management, contractors, consultants, utility agencies, and other stakeholders to ensure smooth project implementation and resolve issues promptly;
· Maintain complete project records, including drawings, contracts, site instructions, correspondence, and completion documents;
· Oversee testing, defect rectification, commissioning, and final handover of the completed office building;
· Any other responsibilities assigned by the ERA management.
2. Required Competencies
· Should have excellent knowledge of rate analysis and prepare contract and bid documents.
· Should have good interpersonal skills and be a team player with strength in coordination with various parties.
· Strong knowledge of building construction methods, standards, and codes.
· Ability to read, interpret, and verify engineering drawings and specifications.
· Competence in project scheduling, cost monitoring, and progress tracking.
· Should be well-versed in Word, Excel, AutoCAD, MS Projects and PowerPoint.
· Strong leadership, coordination, and communication skills.
· High attention to detail, integrity, and professionalism.
· Should have multi-tasking abilities.

3. Contract period
a. 24 months with possibility of extension.

4. Renumeration 
	Qualification
	Grade
	Basic Pay
	Allowances

	Diploma
	S2/10
	18,095-365-23,570
	a. Regulatory allowance- 45%
b. Lumpsum allowance-50%
c. One off 5% indexation 
d. House rent allowance-20%
e. One off fixed payment- Nu.1500
f. Contract Allowance – 30% of the basic pay

	Degree
	P4/7
	25,220-505-32,795
	a. Regulatory allowance- 45%
b. Lumpsum allowance-50%
c. One off 5% indexation
d. House rent allowance-20%
e. One off fixed payment- Nu.1000
f. Contract Allowance – 30% of the basic pay



5. Shortlisting criteria
a. Diploma in Civil Engineering/Construction Supervisor
· Class X (highest of five subjects) – 10%
· Class XII (highest of four subjects) – 20%
· Diploma in Civil Engineering/Construction Supervision – 70%
b. Degree in Civil Engineering
· Class X (highest of five subjects) – 10%
· Class XII (highest of four subjects) – 20%
· Degree in Civil Engineering – 70%

6. Required Qualifications and Experience
· Diploma in Civil Engineering/Construction Supervision from a recognized institution.
· Degree in Civil Engineering from a recognized institution.
· Relevant experience in managing building or infrastructure construction projects.
Experience in contract administration and site supervision is an advantage.

7. Line of reporting
· The Project Manager will work under the direct supervision of the Chief, Administration and Accounts Division.
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