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TERMS OF REFERENCE 

DEVELOPMENT OF HUMAN RESOURCES MANAGEMENT MANUAL AND EMPLOYMENT 
CONTRACTS FOR SMEs 

 

CORDAID IN BRIEF  
Cordaid believes in a world without poverty and exclusion. We strive for a just and 
sustainable society where every person counts. We stand for knowledge and talent 
sharing between North and South, between farmers and businesses, between 
activists and policymakers. Where poverty, conflict and exclusion divide societies, 
we connect people and communities. We stand for professionalism, expertise and 
solidarity across borders. We make a difference where it is most needed.  

CORDAID BACKGROUND  
Cordaid’s mission is to build flourishing communities wherever it operates. One of 
Cordaid’s main strategies to achieve this is to promote inclusive economic 
development by supporting entrepreneurship and private sector development in both 
rural and urban areas.  

Traditionally, Sierra Leone’s private sector consists primarily of a large number of 
informal microenterprises operating alongside a limited number of large firms. Like 
so many developing countries, Sierra Leone has far fewer small and medium 
enterprises (SMEs). Given the right combination of support, Cordaid recognises that 
these missing middle SMEs would have the potential to be the change makers in Sierra 
Leone in terms of growing employment and adding to GDP.  

In an environment prone to shocks, enterprises need to be extremely resilient. 
CORDAID supports the growth of SMEs in Sierra Leone through its Resilient Business 
Development Services (RBDS) programme, which builds capacity prepares businesses 
for investment. The programme is implemented by Cordaid’s Private Sector 
Development (PSD) team and offers an integrated support system that includes 
business training, one to one coaching, bespoke in–business technical expertise, 
access to information and networking opportunities.  

Cordaid is committed to be a responsible social impact investor. Cordaid requires 
its clients to manage environmental, social and governance (ESG) risks and 
impacts, and meet standards of doing business in a responsible and sustainable 
way. Cordaid follows the IFC Performance Standards. These performance standards 
can be found in: 
http://www.ifc.org/wps/wcm/connect/topics_ext_content/ifc_external_corporate
_site/ifc+sustainability/our+approach/risk+management/performance+standards/e
nvironmental+and+social+performance+standards+and+guidance+notes).   
These standards include labour and working conditions (performance standard no. 
2).  
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PROJECT BACKGROUND  
Cordaid has recently launched the third round of its RBDS programme in 
partnership with Regrow, providing capacity building support to 33 SMEs in its 
cohort. The RBDS programme is currently going through a review and redesign 
process, with all elements of the programme being updated for greater impact.  
 
The human resource component of the improved programme consists of a 1-day 
training focusing on Talent Management, as well as technical assistance to be 
provided to the SMEs.  The training focused on highlighting key challenges, insights 
and solutions with regards to effective talent management in Sierra Leone whilst 
the Technical Assistance component of the programme has been designed to 
provide more hands-on support to SMEs and generate tangible improvements in 
business performance and business practices in the areas of HR management 
processes with a focus on employee development. 
 
It is commonly found that SMEs have organizational weaknesses including human 
resources management. As such, Cordaid would like to provide support to SMEs to be 
more organized, professional and responsible in managing and developing 
employees. One such support is to provide SMEs with a template human resources 
management manual (alternatively called personnel policies) which it can adapt or 
adjust based on its size and capacity. Another is to protect the rights of both 
employer and employee by having a written employment contract and also develop 
the talent of employees. 
 
The HR technical assistance aims to build on the learnings and tools provided during 
the training and help the SMES develop/refine the HR practices to support the 
development of strategic business growth.  The HR management manual templates 
will be provided by Cordaid for the use during the consultancy. 
 

Specific Tasks/Deliverables of the Consultant 
 

1. Using the template provided, and in collaboration with the SME, develop a 
customized human resources management manual appropriate to SMEs that 
have the following general characteristics: 
 

 Typically employ as low as 5 employees and no more than 100 
 Engage in agriculture, manufacturing, wholesale/retail trade or service 

sector  
 Employees are majority unskilled labor or have only attained up to 

secondary level of education or below.  
 There will be some skilled labor but will be a minority. Skilled labor is 

considered as those who have obtained further studies after secondary 
school and has a certificate, diploma or degree on a specific field of 
study. 

 SME can be located in urban or rural area. 
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 Owner/major shareholder and key manager may also not have a higher 
level of education but has the relevant skills and years of experience in 
the line of business. 

 Organizational structure is lean. 
 

2. In view of the above-mentioned SME characteristics, the HR manual to be 
developed must therefore be: 
 

 Written in clear and simple English language 
 Practical or can be easily implemented given the Sierra Leone context 
 Comprehensive but adaptable. It can be used as a template when the 

SME wishes to modify certain aspects of the manual to be suitable to its 
situation. 

 Adheres to ESG Performance Standard No. 2. The details of the standard 
can be found in the weblink provided above. Electronic and hard copy is 
also available and can be made available to the Consultant. 
 

3. Compile all applicable laws, regulations and policies pertaining to employment 
in Sierra Leone and other relevant labor guidelines and gazettes developed or 
endorsed by the Sierra Leone Ministry of Labor and Social Security.  A summary 
of the minimum requirements of the law must be prepared for the SME and the 
HR manual and employment contract must also be developed in accordance 
with these government laws and guidelines.  
 

4. Develop or use existing template to produce  employment contracts for each 
category of  full-time and contract staff (peak season workers, 
helpers/apprentices, casuals, piece rate or day rate workers, etc.), including 
job descriptions.  
 

5. Make recommendations for relevant trainings required for staff and develop 
plan for performance appraisal system aimed at developing employee talent 
where applicable. 

Level of Effort (Days) 
 

Tasks No. of 
Days 

Kick-off: -Discussion with Cordaid RBDS Team on the template and 
deliverables 

0.5 

SME Assessment 3 
Compilation of laws and guidelines, and consultation with the Ministry 
of Labor and Social Security 

1 

Review of laws and guidelines; Summarizing the minimum 
requirements to be complied; Developing recommendations for 
contractual workers. 

1 

Produce inception report 3 
Writing the HR Manual 4 
Preparing the employment contracts, job descriptions, training & 
appraisal plans 

1 

Collection of feedback/comments and discussion with Cordaid 0.5 
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Finalizing the manual, contracts and reports 1 
Total Days 15 

 

PROFILE OF CONSULTANT 
 

 Minimum of 5 years’ experience working as an HR manager/supervisor  or HR 
consultant 

 Experience working for or providing services for SMEs in Sierra Leone 
 Excellent writing skills in English 

TO APPLY 
 
Applicants are required to submit proposals (in SLL currency) including CV, detailed 
workplan(identifying desired location Freetown, Bo or Makeni)  , and budget costed 
per SME. Ensure “Human Resource Technical Assistance” clearly marked at the top 
right hand corner and enclose all necessary supporting documents including 
business registration certificates for consulting firms.  
 
All Proposals must be submitted on or before the 2nd April 2018 either in soft copy 
via procurementsl@cordaid.org or in hard copy at the CORDAID office situated at 6 
Bangali Drive, Off Wilkinson Road. 
 
 


