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Terms of Reference (TOR) 
Outsourced Recruitment Firm

	Section
	Content guidelines

	Background
	Relief International Sudan operates across multiple locations with diverse staffing needs. In certain areas, particularly conflict-affected and hard-to-reach locations, RI faces persistent challenges in sourcing qualified candidates for specific categories of staff. These include cleaners, drivers, guards, and assistant-level program and support service roles, where required skills are consistently difficult to recruit in a timely and effective manner.
To address these gaps, RI seeks to engage a professional outsourced recruitment firm to provide dedicated recruitment support services across Sudan. This engagement will enable RI to ensure continuity of operations and maintain adequate staffing levels in critical field locations.
Key terms of engagement are as follows:
· No upfront charges will be applicable.
· RI anticipates hiring 25 to 30 positions during each quarter of 2026 under this arrangement across Sudan. 
· Adherence to RI HR policies and local labor laws


	Justification for consultancy and Scope of Work 
	The outsourced recruitment firm will be responsible for completing the full cycle of the recruitment process within one month upon the establishment of the position. 
· Recruitment Planning
· Collaborate with RI HR to understand staffing needs and timelines.
· Develop recruitment strategies for support-level and hard-to-fill roles.
· Candidate Sourcing & Screening
· Advertise vacancies through appropriate channels.
· Maintain a database of pre-screened candidates for recurring roles.
· Conduct initial screening, background checks, and reference verification.
· Selection & Placement
· Provide RI with a shortlist of qualified candidates for final interviews.
· Support interview coordination and logistics.
· Ensure timely onboarding of selected candidates.
· Compliance & Documentation
· Ensure recruitment processes align with RI policies, Sudan labor laws, and donor requirements.
· Obtain relevant fast-track approval from Ministry of Labor and HAC where applicable, both at federal and state levels
· Maintain complete recruitment records and share with RI HR for audit purposes.
· Reporting & Accountability
· Submit monthly recruitment progress reports.
· Provide quarterly updates on challenges, risks, and recommendations.







	Duration
	· The recruitment firm will be expected to manage a maximum threshold of 30 positions per quarter, ensuring quality and timely placements.
· The annual ceiling for outsourced recruitment shall not exceed 120 positions across all categories.
· During the first 3 months, if the selected applicant did not meet the requirement of the position based on the probation review, the firm will be required to replace candidates who leave or do not meet expectations within a specified period at no additional cost. 

	Firm Qualifications
	The recruitment firm must demonstrate:
· Proven experience in large-scale recruitment in Sudan or similar contexts.
· Knowledge of Sudan labor laws and compliance requirements.
· Capacity to manage recruitment across multiple locations.
· Strong database of candidates for support-level roles.
· [bookmark: _GoBack]Ability to provide timely reporting and documentation.
Relief International will provide the approved RRF and TOR of the positions with the detail of skills and competencies required for the role.

	Management & Oversight
	· The outsourced firm will report directly to the RI Sudan HR Department.
· RI HR will provide oversight, approve final selections, and ensure compliance with organizational and donor standards.


	Evaluation Criteria
	Selection of the recruitment firm will be based on:
· Relevant experience and track record.
· Technical proposal and methodology.
· Cost-effectiveness of services.
· Compliance capacity and references.

	Payment 
	· No upfront charges will be applicable.
· Payment will be made through bank transfer 
· Payment will be made upon submission of reports and set KPIs that will be agreed upon in the contract.
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