
 

 

 
TERMS OF REFERENCE 

CONSULTANCY TO REVIEW HUMAN RESOURCE INSTRUMENTS 

 

1. Introduction 

Airports Savings and Credit Co-operative Society Ltd is a Deposit taking Sacco 

whose membership is drawn from Kenya Airports Authority staff and other 

reputable organizations/individuals working within and around the country’s 

Airports. 

 

2. Background 

Sacco’s Mandate 

This Terms of Reference (ToR) is developed to acquire services from an external 

service provider following the review of the Strategic Plan 2018- 2022, the SACCO 

established the need to review the SACCO’s Human Resource instruments to align 

itself with the new strategy. 

 

3. Objectives 

The objective of this consultancy is to review the Human Resource Instruments to 

align them to the Strategic Plan, Labour Laws & Best Practice. 

a) Organization Structure should include the following; 

• Proposed organisation structure including organisation chart, 

mandates of function, key responsibilities and interactions 

• Job Descriptions 

• Propose skills matrix to regulations frameworks 

• Proposed Salary Structure 

 

b) Human Resource Policy & Procedure Manual 

 

4. Scope 

The scope of work of the Consultant will include but not limited to: 

i. Review the Organization Structure based on the Strategic Plan 

ii. Review Human Resource Policy & Procedure Manual 
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iii. Review the institutional capacity, organizational set-up, financial and 

administrative systems against the SACCO mandate and the identified 

strategic objectives and key result areas; and make recommendations, if any;  

iv. Propose an Organization Structure that supports the Strategic plan; 

v. Propose a Human Resource Policy & Procedure Manual 

vi. Hold stakeholder meeting(s) to validate the draft Organization Structure & 

draft Human Resource Policy & Procedure Manual; 

vii. Finalize the Organization Structure & Human Resource Policy & Procedure 

Manual   and submit to the SACCO. 

 

5. Deliverables 

(i) Proposed Organization Structure 

• Organisation structure including organisation chart, mandates 

of function, key responsibilities and interactions 

• Job Descriptions 

• Skills matrix to regulations frameworks 

• Salary Structure 

(ii) Proposed Human Resource Policy & Procedure Manual 

(iii) Present the final report to the Board of Directors. 

(iv) Finalize the documents in (i) & (ii) above by incorporating the views of the Board 

of Directors and submit to the SACCO, three (3) bound copies and a soft copy 

to the CEO- Airport SACCO.  

 

6. Duration 

This assignment is expected to be carried out for a period of Thirty (30) days. Whereby 

within 15 days to submit the draft and within 30 days to submit final draft. 

 

7. Payment Schedule 

Payment shall be made within 30 days after finalization of the assignment. 

 

8. Institutional Arrangements 

The Consultant will report directly to the Chief Executive Officer of Airport SACCO. 

The SACCO will provide relevant background documents necessary for the assignment 

including, the Strategic Plan, current Organization Structure, Human Resource Manual 

(2011), Draft Human Resource Manual (2017) amongst other documents required for 

review.   
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7. Expertise  

a) Academic Qualifications  

• At least a master’s degree in a relevant field in the area of human 

resource management, social sciences, public policy, or development 

studies with a component in human resource management.  

• Higher Diploma in Human Resource Management.  

• Membership to the Institute of Human Resource Management (IHRM) 

with a Valid Practicing Certificate 

 

b) Experience  

• At least five years professional experience in organizational structure & 

policy development   

• Demonstrated experience in working with public/private sectors and other 

stakeholders in development programs especially in the area of organizational 

structures and policy development.  

 

c) Skills and Competencies:  

• Ability to work with minimal supervision;  

• High level written and oral communications skills in English and Kiswahili;  

• Must be result-oriented, a team player, exhibiting high levels of enthusiasm, 

tact, diplomacy and integrity;  

• Demonstrate excellent interpersonal and professional skills in interacting 

with stakeholders;  

• Skills in facilitation of stakeholder engagements/workshops;  

• Evidence of having undertaken similar assignments;  

• Experience in development of organizational structures, policy development, 

management and related work.  

    

 

 

 


