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ANNEX A: Terms of Reference 

 
Language Assessment for External Recruitment of UNHCR 

 
1. INTRODUCTION 
1.1 Background 
 
The External Recruitment Unit (ERU) of Talent Outreach and Acquisition Section (TOAS) of the 
Office of the United Nations’ High Commissioner for Refugees (UNHCR) invites service providers 
to submit a firm proposal for the provision of language assessment of external applicants. 
 
The Unit is responsible for managing special recruitment programmes such as the Entry-level 
Humanitarian Professional Programme (EHP), the Capacity Building Initiative (CBI) as well as all 
external recruitment initiatives. These include: 

 Entry-level Humanitarian Professional Program (EHP) is a competitive point of entry into 

UNHCR for talented professionals interested in humanitarian work. Through 

recruitment and conversion interested participants join the program at the Professional 

level and are deployed to field locations. 

 Capacity Building Initiative (CBI) is a recruitment and conversion program geared to 

attract mid-career professionals with expertise and working experience in functional 

areas where the organization lacks internal capacity to meet its operational 

requirements. 

 Humanitarian Talent Pool: This program targets mid-career professional for mainstream 

profiles that are in high demand in the organization, mostly driven by the day-to-day 

operational work, as well as emergency situations and in areas that the recruitment 

forecast indicates demand for the future. 

 The Ad Hoc Recruitment (AHR) is targeting to both very specialized and senior positions, 

which require specific and targeted outreach and sourcing strategies. 
 
 

1.2 Statement of Purpose & Objectives 

The purpose of this Request for Proposal is to identify (a) service provider/s to conduct language 

tests (oral and written) and assess UNHCR`s external applicants` language proficiency for 

recruitment screening purposes in the official six (6) UN languages: Arabic, Chinese, English, 

French, Russian and Spanish. The required minimum proficiency levels are at an advanced level 

(CEFR/C1 or above) and/or at intermediate level (CEFR/B2 or above) depending on the 

requirements of the position. The required minimum proficiency level for English is CEFR/C1. 

The language levels referred to in this document are based on the Common European 

Framework of Reference for Languages (CEFR1). 

                                                           
1
 http://www.coe.int/t/dg4/linguistic/cadre1_en.asp 
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The language assessments will be ongoing throughout the year serving all the recruitment 

programs of ERU.  

2. REQUIREMENTS  
2.1 Core Requirement 

Although the number of candidates to be tested is dependent on operational requirements and 

is subject to change, it is estimated that for the year 2017 the number of candidates to be 

tested would total to approximately 2000, 70% of which would represent English tests, 20% 

French while the remaining 10% would be distributed among the other UN languages.   

The language assessment provider(s) is/are required to assess language proficiency levels online 

and/or in person for one or more of the 6 UN languages at B2-C1/C2 levels using the Common 

European Framework of Reference for Languages (CEFR): English, Arabic, French, Spanish, 

Russian and Chinese. 

 Assessment to be provided based on ongoing/ad-hoc demand of ERU. 

 As candidates are scattered around the world, both the oral and written assessments are to 
be done online or in person in respective field testing sites. 

 The assessment provider must prepare and submit a full scoring record on individual 
candidate`s test performance to UNHCR within maximum of seven (7) to ten (10) working 
days upon completion of the testing. 

 The language assessment has to provide valid and reliable results and alignment with CEFR 
levels should be well-justified. 

 
3. CONTENT OF THE TECHNICAL OFFER 

Your Technical proposal should be concisely presented and structured in the following order to 

include, but not necessarily be limited to, the following information: 

3.1 Company Qualification  
 
A description of your company and the company’s qualifications with evidence of your 
company’s capacity to perform the services required, including: 

 Company profile, registration certificate, year founded, and last audit reports 

 If a multi-location company, specification of the location of the company’s 
headquarters, and the branches that will be involved in the project work with 
founding dates. 

 Evidence that your company is a recognized institution, e.g. member of Association 
of Language Testers in Europe (ALTE).  

 Evidence that your assessment is a recognized examination (e.g accredited by the 
local government, etc). 

 Three or more references, with contact information. 
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 Any information that will facilitate our evaluation of your company’s substantive 
reliability, financial and managerial capacity to provide the services. 

 
3.2 Proposed Services 
Understanding of the requirements for services, proposed approach, solutions, methodology 

and outputs. Any comments or suggestions on the TOR, as well as your detailed description of 

the manner in which your company would respond to the TOR: 

 Indicate the language(s). The proposal is required to clearly indicate which 
language(s) it relates to.  

 Indicate whether examination is conducted online or in person (e.g. whether 
recorded or online test is performed in a controlled environment etc.) 

 Describe methodology of item/test design. 

 Provide sample test or access to online test/assessment to enable us to complete 
sample tests.   

 Describe in detail the process and details of the assessments including timelines. 

 Describe the minimum standards and quality control mechanism you apply. 

 Describe the methodology of the alignment of the test levels to the CEFR level. 

 Describe the process of verification of authenticity of the candidates 

 Describe the administration of the whole assessment process.  

 
3.3 Personnel Qualification 
 

 Demonstrate the capacity of your company to undertake the required service, (e.g. 
testing high number of candidates within the required timeframe). 
 

 Provide an overview of the language assessors and administrative support staff who 
would be assigned to work with UNHCR.  

 

 Include CV’s of the language assessors and administrative support staff. CVs should not  
exceed 2 pages, listing academic background, relevant professional experience, 
language certifications and references` contact details.  

 
 
4. QUALITY ASSURANCE: 
 
The bidders have to demonstrate and describe the quality assurance plan and mechanism they 
have in place to ensure consistently high quality assessment. 
 
5. CONSIDERATION: 
 
The bidders have to demonstrate that they can provide the adequately skilled project staff to 
assume the responsibilities and perform the required services. No substitutions will be made 
without prior written consent from the ERU. The selected company shall guarantee that the 
services will be uninterrupted for the duration of the contract. Absences due to an emergency 
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situation need to be approved by the ERU and a solution agreed so that the ongoing project is 
not adversely affected. 
 
 
6. PERFORMANCE EVALUATION: 
 
UNHCR expects to monitor the performance of the selected supplier. 
Accreditation ensures that language assessments will be conducted in accordance with 
predefined high quality standards. Notwithstanding this, UNHCR undertakes to periodically 
conduct interviews with applicants to ensure that the service provider performs to the 
satisfaction of UNHCR. To complement this, UNHCR may also conduct surveys that are aimed to 
measure degree of satisfaction with the service provider. Additionally, UNHCR may, from time 
to time, request documentation on specific assessments to ascertain whether the business 
process follows due diligence.    
In undertaking its duties, the service provider shall endeavor to abide by the following standards 
that are considered key components in measuring performance: professionalism, reliability, 
flexibility, accuracy, delivery on schedule and friendliness. 
 


