
	
	

	

Terms of Reference: 
Consultant for End of Grant Reporting, Evaluation and Fundraising – Papua New Guinea 

Programme  
 

A. GENERAL 

Conciliation Resources requires an external consultant to provide support to the Papua New 
Guinea programme’s donor report writing and fundraising, including drafting interim and end 
of programme reports, support to the programme evaluation reporting, and drafting 
fundraising proposals.  
 
Position Title:   Consultancy – End of programme report writing, evaluation and 

fundraising 
Location:   Flexible (remote) 
Duration:   5 Months from October 2021 to February 2022 
Total days:  Up to 130 days (approx. 20 days per month)  
Reporting to:               Papua New Guinea Project Manager  
 

 
B. BACKGROUND 

Conciliation Resources 
Conciliation Resources is an independent organisation working with people in conflict to 
prevent violence and build peace, providing advice, support and practical resources. In 
addition, we take what we learn to government decision-makers and others working to end 
conflict, to improve peacebuilding policies and practice worldwide.  
 
Conciliation Resources was established in 1994 and incorporated in 1996 as a company with 
charitable status. We currently have over 50 full and part-time staff members with a number 
based outside of the UK. In addition, we use a number of consultants and volunteers to 
support our work. 
 
Papua New Guinea Programme 
Conciliation Resources has worked in the Pacific region since 1994. The organisation first 
worked in Bougainville (as autonomous region of Papua New Guinea) in 2001. Currently we 
work in partnership with the Nazareth Centre for Rehabilitation and the ABG Department of 
Bougainville Independence Mission Implementation (ABG-DoBIMI) as part of a programme of 
work with the aim of: 

- Strengthening community analysis and conflict resolution mechanisms in Bougainville. 
- Building the skills of key peacebuilding actors in Bougainville. 
- Improving cohesion and collaboration between peacebuilding initiatives in 

Bougainville.  
- Bringing peacebuilding knowledge from other post-conflict regions of the world. 

The programme is funded through four grants from the European Union, the Australian 
Department of Foreign Affairs and Trade, Misereor and the Federal Republic of Germany 
Foreign Office. As two of these grants will come to an end in November and December 2021, 
Conciliation Resources is seeking a consultant to support end of programme reporting, 
monitoring and evaluation, support to an external evaluation, and fundraising for the next 
phase of the programme. This consultancy is short term due to the additional workload 



	
	

	

related to end of grant reporting requirements, an end of programme evaluation, and support 
required to coordinating and drafting fundraising proposals for the next phase of the 
programme.  

 
C. POSITION OVERVIEW  
 

The overall objective of this consultancy is to support the closure process for two grants 
ending in November 2021 and February 2022 respectively, along with the resourcing of the 
PNG programme beyond February 2022. The consultant will support grant management 
processes to ensure compliance with contractual donor requirements. With inputs from the 
programme team, the consultant will draft interim, annual narrative and end of programme 
reports, review and compile monitoring and evaluation data, and support a whole of 
programme evaluation. Drawing on peacebuilding analysis and learnings from current 
programme, the consultant will also contribute to drafting fundraising proposals, supporting  
the programme team to ensure continuity of funding for future peacebuilding work in PNG. 

D. SPECIFIC TASKS AND DELIVERABLES  

 
Project/Activity 

Deliverable 
Indicative Consultant Activities Estimated number 

of days 
1. Support end of grant reporting 

1.1 Produce end of grant reports  • Review end of programme reporting 
requirements and templates, outline 
reporting requirements for end of grant 
reporting for two grants ending in 
November 2021 and February 2022 

• Coordinate required inputs to end of 
grant reports with PNG programme 
team and draft narrative sections 

• Produce complete drafts of reports, 
including annexes and updated 
logframes  

• Incorporate feedback into report drafts 
• Provide editing and proofreading 

assistance on final draft documents 

Up to 35 days 

1.2 Produce interim reports for 
two continuing grants 

• Review interim reporting requirements 
for two continuing grants 

• Coordinate inputs to interim reports 
with PNG programme team and draft 
narrative sections 

• Produce complete drafts of reports, 
including annexes and updated 
logframes  

• Incorporate feedback into report drafts 

Up to 20 days 



	
	

	

Project/Activity 
Deliverable 

Indicative Consultant Activities Estimated number 
of days 

• Provide editing and proofreading 
assistance on final draft documents 

 Other work related to 
programme reporting  

• Other related work as directed by the 
PNG Project Manager 

Up to 5 days 

2. Support to whole of programme evaluation  

2.1   Support the PNG programme 
evaluation and reporting 

• Support CR’s PNG programme team to 
conduct the end of programme 
evaluation, including supporting data 
collection and analysis and drafting and 
editing of reports. 

Up to 5 days 

2.2 Ensure programme’s M&E 
data are collected, stored 
and accessible. 

• Review M&E and activity reports and 
other project documentation 

• Compile M&E data in an accessible 
format 

• Ensure overall documentation of project 
and availability of information 

Up to 10 days 

3. Support to activity implementation  

3.1 Support the finalising of 
programme implementation,  
finalisation and delivery of  
remote peacebuilding 
resources, monitoring and 
evaluation and reporting 

• Support the finalisation and delivery of 
remote peacebuilding resources by 
reviewing drafts, ensuring feedback is 
incorporated, collating resource 
packages and supporting implementation 
logistics 

• Support the finalisation of programme 
activities, including supporting 
implementation logistics, monitoring and 
evaluation and reporting 

• Conduct other tasks to support 
finalisation of activity implementation, 
monitoring and evaluation and reporting 
as requested 

Up to 15 days 

4. Support to programme fundraising proposals 

4.1 Coordinate and produce 
fundraising proposals  

• Review proposal requirements and map 
out required inputs 

• Draft narrative sections of fundraising 
proposals, using available resources and 
in consultation with PNG programme 
team 

Up to 35 days 



	
	

	

Project/Activity 
Deliverable 

Indicative Consultant Activities Estimated number 
of days 

• Incorporate feedback into proposal 
drafts 

• Provide editing and proofreading 
assistance on final draft documents 

5. Support to programme’s ongoing analysis 

5.1 Support to ongoing 
programme analysis  

• Review current analysis system and 
identify gaps and areas for improvement 

• Develop an improved system to facilitate 
and capture the programme’s ongoing 
analysis  

Up to 10 days 

 
Summary of proposed work in days 
 

Sub-project/ key activities Total Days 
1. Support end of programme reporting  55 
2. Support to whole of programme evaluation 15 
3. Support to activity implementation 15 
4. Support to programme fundraising proposals 35 
5.Support to ongoing programme analysis 10 

TOTAL DAYS  130 
 

 
 
Invoicing 
In addition to the requirements outlined in the consultancy agreement (section 8), please 
ensure your invoice is addressed to Conciliation Resources, 552 Victoria Street, North 
Melbourne, VIC 3051; and includes your International transfer bank details. 
 
Reporting 
The consultant will report to Conciliation Resources’ Papua New Guinea Project Manager. 
 
In the course of their work, the consultant must consider their own safety and the safety of 
others, ensuring they abide by the Safeguarding Policy and the Safety and Security Policy. In 
particular the consultant should consider how to ensure they do no harm during the course 
of the consultancy. If the consultant hears or sees anything that does not look right, they 
should raise a protection or safeguarding concern by emailing safeguarding@c-r.org. 
 
The consultant must demonstrate a commitment to gender equality, diversity and inclusion, 
including a respect for diverse cultures and ways of working and adhere to CR's equality, 
diversity and inclusion policy. 
 

E. CONSULTANT SPECIFICATIONS  

Desirable experience including three or more of the following: 



	
	

	

• Experience in working in the Pacific region, preferably in Papua New Guinea. 
• Implementation of projects, preferably international 
• Practice or academic experience in peacebuilding 
• Sound writing, proofreading and copy-editing skills, including report writing skills to 

a high standard 
• Experience developing fundraising proposals for international donors 
• Provision of strong administrative and logistical support in a team environment. 
• Experience of monitoring and evaluation of projects, particularly analysis and 

incorporating monitoring and evaluation data in programme reporting 
 

F. APPLICATION PROCESS 

To apply for this consultancy please submit: 

• A cover letter (1-2 A4 pages maximum) detailing suitability and including a financial 
proposal for the position. 

• Your CV 
All proposals should be emailed to aurecruitment@c-r.org by 15 September 2021. 
 


