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TIMB COMPLEX, 429 Gleneagles Road, Southerton, Harare.P

Y
O BOX 10214, HARARE, ZIMBABWE
TEL: +263 242 621740/ 3/4, 666801, 0772 145 166-9
E-MAIL: info@timb.co.zw.

For Livelihcods. For Sustainability. Please address all communications to the Chief Executive Officer
RFQ NUMBER DESCRIPTION ORREQUIREMENTS
TIMB/RFQ/232/2024 Provision for recruitment of Procurement Manager and conducting

psychometric tests for four (4) posts.
1 X ICT Systems Developer
. 1X ICT Applications Support Officer

2 X Technical officers

TECHNICAL EVALUATION CRITERIA

RFP PROPSAL EVALUATION CRITERIA SCORE
1. Understanding of terms of reference 5
2. Proposed methodology 30
3. Work Plan 25
r 4. Work of similar nature done supported by references 20
5. Financial Cost 20

Page 1 of 2



TECHNICAL EVALUATION CRITERIA FOR H.R RECRUITMENT SERVICES

EVALUATION CRITERIA GENESIS GLOBAL FINANCE | INDUSTRY PSYCHOLOGY
P/L CONSULTANCY P/L
1. Understanding of terms of —_
reference 5 )
2. Proposed methodology 1
O g

3. Work Plan

Lo =5
4. Work of similar nature ’
done supported by references Q O -10
TOTAL SCORE
5. Financial Evaluation :

20 i5
OVERAL TOTAL SCORE ? 5

| 90 |
Award Recommendations \\;\& WV) CA) AR

The user recommends that the provision for recruitment of Procurement oé:er and provision for
psychometric tests for four {4) posts be awarded to Industrial Pyschology Consultants at a total cost of
USD360.00 for psychometric tests and 10% of the gross annual salary for the Procurement Manager.

Compiled by..... 7] M . Jakaquig Signature......... = R ek
Date.. o Cilac 2y
DESIGNATION AWARDED TO JUSTIFICATION SIGNATURE DATE

Procurement Officer % 5 q/o )2

Head HRA
~ i
@2& { 7 2ok

Financial/Management

& Cost Accountant % Q-ql 4 \24

G | %-j . \C\\)
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TIMB COMPLEX, 429 Gleneagles Road, Southerton,
Harare.P O BOX 10214, HARARE, ZIMBABWE

TEL: +263 242 621740/ 3/4, 666801, 0772 145 166-9
E-MAIL: info@timb.co.zw. Please address all

TIM

For Livelihoods. For Sustainability. communications to the Chief Executive Officer
REQUEST FOR QUOTATIONS
OUR REF: IPR NO 0694, 0749 &0696
To: supplying companies Closing date:05/09/24
Publication Date: 02/09/24 Closing time: 10:00pm
Return Quotation to: Contact details
E-GP PORTAL procurement@timb.co.zw

TiMB No: 2000092574
VAT No: 220159064

RFQ DESCRIPTION OF REQUIREMENTS QNTY | TOTAL
Ve NUMBER INCL.
VAT

TIMB/RFQ/232/2024 | PROVISION FOR THE FOLLOWING HUMAN
RESOURCES RECRUITMENT SERVICES :

TIMB RECRUITMENT TERMS OF REFERENCE
1. BACKGROUND

The Tobacco Industry and Marketing Board is primarily a regulatory and advisory statutory body. In
1936, through the Tobacco Marketing and Levy Act, the Tobacco Marketing Board was formed
resulting in the selling of tobacco through the Auction Floors and, later, Contract floors (from 2004). In
the year 1994 the Board was reconstituted to cater for the interests of all classes of different types of
tobacco growers (Virginia, Burley, Oriental and Dark-Air Cured), buyers and other stakeholders. In the
same year, indigenous buyers started participating for the first time in competition with traditional
buyers. The Tobacco Marketing and Levy (Amendment) Act of 1997 saw the Tobacco Marketing
Board being renamed to the Tobacco Industry and Marketing Board.

PROJECT 1: RECRUITMENT OF PROCUREMENT MANAGER

The Tobacco Industry Marketing Board (TIMB) is seeking to engage the services of a Human
Resources Consulting Firm with requisite experience and qualifications to assist with the
recruiting of suitable candidates to fill in the position of Procurement Manager.

Project Objectives

e To conduct a recruitment and selection process for the Procurement Manager

¢ To review all the applications received

e To prepare a short-listing report and make recommendations with comprehensive
justifications and rankings for all candidates

¢ To conduct online psychometric tests for all the shortlisted candidates

¢ To conduct Competency-Based Assessments for candidates who pass psychometric
tests

s To facilitate the interviews and prepare the interview report

e To present the interview report with justifiable recommendations to the TIMB
Recruitment Team (Human Resources & Remuneration Committee).




TIMB COMPLEX, 429 Gleneagles Road, Southerton,

) V Harare.P O BOX 10214, HARARE, ZIMBABWE
TEL: +263 242 621740/ 3/4, 666801, 0772 145 166-9
: E-MAIL: info@timb.co.zw. Please address all

For Livelihoods. For Sustainability. communications to the Chief Executive Officer

SCOPE OF THE PROJECT

Phase 1- Project Inception

Consult with key stakeholders to gain familiarity with the TIMB background and
environment

Closely study, inter alia, the TIMB Organizational Structure to understand the nature
of the position required to be filled and assist to come up with relevant Job Description
To advertise the positions

Phase 2- Shortlisting of Candidates

Shortlist the candidates who apply on the basis of the following criteria:
Qualifications and Professional Certifications

Minimum Stipulated years of experience

Technical Competencies

Phase 3- Conduct Psychometric Tests

[

Conduct Psychometric assessments with aill shortlisted candidates who meet the
requirement

Submit psychometric reports

Give feedback about the outcome of the psychometric tests

Phase 4- Conduct Competency Based Assessments

[

The Assessment Centers should be designed in such a way that they assess the
technical competencies for each position

Phase 5- Conduct Interviews

*

r'\ *

Develop structured interview questions

Assist TIMB arranging the interviews and contacting the shortlisted candidates
Coordinating the recruitment process and participating as the panelist in the interview
process

Coordinate the process of calculating the average score for each candidate
interviewed

Phase 6- Submit the Recruitment Process Report
Submit a recruitment report for each position detailing the following information:

The Job advert/profile

Shortlisting Report

Psychometric Assessment reports

Competency Based Assessment Reports

The Interview report with average scores for each candidate
Reference checks

The CV of the selected applicant

CVs of the unsuccessful candidates



TIMB COMPLEX, 429 Gleneagles Road, Southerton,

’ v Harare.P O BOX 10214, HARARE, ZIMBABWE
TEL: +263 242 621740/ 3/4, 666801, 0772 145 166-9
. E-MAIL: info@timb.co.zw. Please address all

For Livelihoods. For Sustainability. communications to the Chief Executive Officer

Qualifications and Experience of the Consulting Firm
e The recruitment firm to be selected should have 10 years extensive experience in
recruitment and placement for major public and private organizations
» The Lead Consultant must be a registered psychologist with proven work experience
in conducting psychometric tests

Experience and Qualifications of the Consulting Firm
e The successful bidding firm must provide the practicing certificate of the registered
psychologist who will conduct psychometric tests.
~ + The bidder must also attach three referees for work of similar nature done.
e Should be able to do a live demonstration of online psychometric tests.
e Three (3) work references of online psychometric tests done.

PROJECT 2: CONDUCTING PSYCHOMETRIC TESTS.

TIMB would like to engage the services of a Human Resources Consulting Firm with an
automated psychometric test system to conduct psychometric tests for the following four
positions;

1 X ICT Systems Developer
1 X ICT Applications Support Officer

2 X Technical officers

Objectives of the Project;
r « To contact and invite shortlisted candidates for psychometric tests
¢ To administer the psychometric tests online
e To generate psychometric test reports and send to the client
¢ To interpret reports and give feedback to the top 5 candidates

Expected Deliverables;
s Psychometric Test Reports.

Bidder’s Requirements

1. Attach the current practicing certificate of registered psychologist.

2. In your methodology attach screenshots of your automated psychometric platform.
3. Attach sample psychometric test reports.

4. Attach references of work of similar nature done



TIMB COMPLEX, 429 Gleneagles Road, Southerton,
Harare.P O BOX 10214, HARARE, ZIMBABWE

TEL: +263 242 621740/ 3/4, 666801, 0772 145 1669

’ T N7
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For Livelihoods. For Sustainability. communications to the Chief Executive Officer

Technical Evaluation Criteria
In responding to this request for proposal bidders should pay attention to the

following:
Sub Evaluation Criteria Allocated Score
1. Understanding of the Terms of Reference 5 marks
2. Proposed Methodology 30 marks
3. Work Plan 25 marks
4. Work of similar nature done supported by references | 20 marks
V- 5. Financial Cost 20 marks

INSTRUCTIONS AND CONDITIONS
e State 2 BP numbers (the Supplier's & TIMB’s BP numbers)
State 2 VAT Numbers (the Supplier's & TIMB’s VAT numbers), if you are
VAT registered
2 Addresses (the Suppliers' address & TIMB's address)
Suppliers' full Contact details including phone numbers
Proof of PRAZ registration for 2024 and must submit PRAZ Registration Number
Copy of a valid Tax Clearance Certificate from ZIMRA
e Bid validity (must be STATED in days) for at least 30 Days.
« Quotations must be submitted to procurement@timb.co.zw in USD$
* Payment is after delivery and in USD$ Nostro
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INTERNAL PURCHASE REQUISITION
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Date:

3 September 2024

Industrial Psychology Consultants
170 Arcturus Road, Greendale, Harare
Tel: 0242 481946/8
TIN#: 2000452165
VAT#: 220042095

Attention:

TIMB Complex

429 Gleneagles Road, Southerton, Harare
TIN: 2000092574

VAT: 220159064

Proforma Invoice

Confact person: Bank Acconnt Details:
Bank Details

Name: Industrial Psychology Consultants (Pvt.) Ltd
Bank: Stanbic
Natasha Chimphondah Bank Branch: Belgravia
Account Number (ZW): 9140001825223
Account Number (FCA): 9140000946043
Swift Code/Address: SBICZWHX
Branch Code: 03103

Recruitment Services for Procurement Manager 10% of annual gross salary

Psychometric Testing services for:
1 XICT Systems Developer




Industrial

Psychology
Consultants
nng Returny on Hemon Capltal

l Hris

1 X ICT Applications Support Officer
2 X Technical officers

$360.00

Terms and conditions

This bid is valid for 30 days

PRAZ registration number PR58007666831
Payment will be after delivery

Tax Clearance Certificate

Zimbabwe Revenue Authority
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\ i Indystrial
Psychology
! Consultants
Sdaximising Relumy g Human Copltal

PRAZ Certificate

LIRE
e

PRAZ REGISTRATION CERTIFICATE
2024

This = % certify Tt tndustrial Papthology Consuitants{PREGO07EEAS1) i regrstersd with the
Procisenent Regubnery Autherily of Ziméatwe in ters of seciion 4 of the Public Proasemen snd
Dmposat of Pubiic Assets{PPDPA) (General) RegulaSors 2018 for eategony:

- Human Resources Consultancy(SH005)

Issuzd On 30-Jan 2024
Expirss On Nlec 2004

The Procuring Extity reserves the rght to confirm, valitale and determinre (he suihertficly of
certfrats bsihg the sbove vevificaton cads on (e eGP Syslem.




PO YO 10 3p0D) UoneINUANNNY Ay}
BuISn AMZ 0 BIWIZ sotaRs)asxetAtu:agded Yy Z uo paiepijea
3 SN LTI S1YI JO ANPI|EA PUB UCHIEDNIUSYINE I

SSS80TLY *3P0D uoREINUAYINY

Pl{eA S1 3)e31NI3d SHp
yo1ym Joj poriad atp Buump Alessadau awodaq If pIioys ‘awm
AUe Je 2)ED1JIMAD SIY) MEIPYIIM 0 WS Y SaAlasal VHNIZ

#202/20/60 ‘U0 panss]

SJURINSUOY) D] AWEN Iped],

SINVITNSNOD —
ADOTOHOASA IVINLSAANT, | 1okedxel,

264€49T00C NIL

#Z0Z SUNL O - b0z Atenuer 1 :(0)-ww0a)) portag ANpIeA
PPRYYNM 2q pjnoys xe) oN ‘Aro1dejspeg st uonisod xey anox

a

A

L1I0yINy 3NUIAIY ImMqequilZ




PROCUREMENT
REGULATORY
AUTHORITY OF
ZIMBABWE

PRAZ REGISTRATION CERTIFICATE

This is to certify that Industrial Psychology Consultants(PR5800766831) is registered with the
Procurement Regulatory Authority of Zimbabwe in terms of section 4 of the Public Procurement and

2024

Disposal of Public Assets(PPDPA} (General) Regulations, 2018 for category:

Human Resources Consultancy(SH005)

Issued On

30-Jan-2024

Expires On

31-Dec-2024

Varification Code

PRAZ-2024-019-CMW-5983

The Procuring Entity reserves the right to confirm, validate and determine the authenticity of this

certificate using the above verification code on the eGP System.




: gn FRICA
A member of the Bofswana IFSC

(
| TIMB
y | REQUEST FOR QUOTATION

HUMAN RESOURCES RECRUITMENT SERVICES

TIMB/RFQ/232/2024

 QUOTATION 2024




Request For Quotation: Human Resources Recrvitment Services . For Livebhioda. For busmnleabiity.

Financial Proposal

| USD
PROFESSIONAL | Recruitment of Procurement 1 1 3400
i FEES Manager
i Conducting Psychometric
| Tests: 1 100
1. ICT Systems
Developer
|10 ICT Applications 1 100
! Support Officer .
III. - Technical Officers | 2 200
Total 5000 Including VAT 1

Reimbursable
TIMB will reimburse the Consultant,

1.  the cost of advertising in the print media
II.  on request for the costs of travel & accommodation in connection with this consultancy;
III.  other reasonable out-of-pocket expenses incurred in connection with this consultancy.

o TR

Regarding reimbursements, no such expenses shall be incurred by the Consultant W|thout the pnor
consent of TIMB, which consent shall not be unreasonably withheld or delayed It is agreed that |nv01ces
and other documentary proof of expenditure as may be required by TIMB shall be submltted to TIMB f‘ %

-', x y R

together with the Consultant’s request for reimbursement. ,_=' o R Kea i :

SGGF

A i 0} Ihe komwone F U



PROCUREMENT
REGULATORY
AUTHORITY OF
ZIMBABWE

PRAZ REGISTRATION CERTIFICATE
2024

This is to certify that Genesis Global finance P/L(PR9724687593) is registered with the
P Procurement Regulatory Authority of Zimbabwe in terms of section 4 of the Public Procurement and
Disposal of Public Assets(PPDPA) (General) Regulations, 2018 for category:

Human Resources Consultancy(SH005)

Issued On 26-Jan-2024
Expires On 31-Dec-2024
Varification.Code ... . . PRAZ-2024-964-UMG-4240 : ae

The Procuring Entity reserves the right to confirm, validate and determine the authenticity of this
certificate using the above verification code on the eGP System.
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