
 

  
 

  

 

TFO CANADA – Terms of Reference 

 

Local Project Officer for supporting Preparations of the Training Workshop on Access to markets and 

management of value chains for the Benefit of Women in Ndjamena, Chad 

 
Pre-amble: Trade Facilitation Office (TFO) Canada is a not-for-profit organization whose mission is to improve 

lives by creating lasting trade partnerships between exporters in developing countries with Canadian and 

foreign buyers. TFO Canada helps small and medium-sized enterprises (SMEs) and trade support institutions 

(TSls) and trade promotion organizations (TPOs) in developing countries to access international markets by 

providing them with information (general and specific to sectors), advice (notably in the area of the capacity 

building) and contacts (notably through trade missions and business-to-business meetings). 

 

TFO Canada is the Canadian import promotion agency recognized by the International Trade Centre (ITC) 

(United Nations/International Labor Organization, Geneva). Since 1980, TFO Canada has offered, through 

its internationally experienced project managers and its network of sector experts, trade promotion and 

skills acquisition services to tens of thousands of SMEs and to hundreds of TSls and TPOs around the world 

(Latin America, Africa, Middle East, Asia). With OIC countries, TFO Canada is currently working in Burkina 

Faso, Egypt, Indonesia, Morocco, Benin, Ivory Coast, Mozambique, Nigeria, Senegal, Bangladesh, Jordan, 

Uganda, and most recently in Mali. 

 

The organization has become Canada's leading provider of export readiness training and import market 

intelligence in Canada and other foreign markets for TSls and exporters from developing countries. TFO Canada 

programs are designed to strengthen the acquisition of skills and competencies in the areas of export 

competitiveness, market development, and trade promotion. Specific projects are set up by TFO Canada staff 

and by calling on a pool of consultants with expertise in many business areas. 

 

TFO Canada staff work closely with an extensive network of associates (trade specialists, industry experts, and 

researchers) who have technical expertise in sectors such as food and beverage, apparel and textiles, fashion, 

footwear, home décor, and IT services, to help SMEs in developing countries by conducting market access studies, 

providing coaching on product development and establishing lasting contacts with foreign markets, especially 

Canada. TFO Canada's office is in Ottawa, Canada. 

 

The Islamic Centre for Development (ICDT), established in Casablanca in 1984, is the Subsidiary Organ of the 

Organization of Islamic Countries (OIC) entrusted with the mission of promoting Trade and investments in OIC 

Countries. 

 

The ICDT's objectives are: encouraging regular trade exchanges within the OIC Region, promoting investments 

likely to develop trade flows within the OIC Region, contributing to the promotion of Member States’ products & 
services and encouraging access to foreign markets, disseminating Trade Information to assist Member States in 

the field of Trade Promotion and International Negotiations and extend assistance to OIC enterprises and 

economic operators. 

 

 

 



 

  
 

  

 

Background:  

The project follows fruitful meetings with the Executive Director and Deputy Executive Director of the Islamic 

Centre for Development of Trade (ICDT) during the fall of 2021, followed by an in-person meeting on June 6th, 

2022 in Casablanca. In response to the request (email dated 19 September 2022) from the Executive Director of 

ICDT for training on women from Chad, Morocco, and Pakistan on access to markets and management of value 

chains, TFO Canada was honored to present a proposal to support ICDT prepare and deliver training workshops in 

three (3) member countries of the Organization of Islamic Cooperation (Chad, Morocco, and Pakistan). 

 

TFO Canada and the Islamic Centre for Development of Trade (ICDT) are working together in the implementation 

of a five-day training session for women entrepreneurs in Ndjamena, Chad. This training is designed to help 

women-owned and/or led Small and Medium Enterprises (SMEs) to increase their access to the international 

market and better manage their value chains, which will, in turn, increase the overall trade and investment flows 

for the benefit of the public and private sectors of the target countries. 

 

Training description 

 

TFO Canada will train 40 women entrepreneurs in Chad (20 local women entrepreneurs and 20 foreign women 

participants). The training duration will be five days and will be delivered in French during the first quarter of 2024 

(dates of training to be confirmed). 

ICDT will provide the list of selected women-led entrepreneurs (local and foreign) to participate in the training 

sessions and will coordinate logistics for the invitation and training arrangements. 

TFO Canada will adapt the training modules and deliver a tailored training session based on the assessment of the 

selected profiles and the results of a “needs assessment” survey completed by selected participants. 
The training session will cover two components: 

Component I: Train women-led entrepreneurs to better manage their value chains and develop their technical 

skills in international trade, including marketing, e-commerce, and digital trade. 

Component II: Support women-led entrepreneurs benefiting from the training provided under this project to 

register in the TFO Canada database so that they can have an account and free access to the trade information, 

tools, and resources offered by TFO Canada. 

A final report will be prepared upon completion of the training sessions. 

The direct beneficiaries of the training will be 40 women-led entrepreneurs selected and invited by ICDT. In Chad, 

up to 20 participants will be local and the remaining will be foreign women entrepreneurs.



 

  
 

  

 

Assignment: Based on the above background, TFO Canada is now looking to engage a Project Officer based in 

Ndjamena, Chad. Reporting to TFO Canada’s Program Director Latin America and the Caribbean and Trade 

Support Services and working with TFO Canada’s Ottawa-based project management team and TFO Canada 

Consultant, the Project Officer is responsible for: 

 

Activity 

 

Description of Responsibilities  

1-Selection of 40 women-led 

entrepreneurs (local and foreign) 

 

 

 

 

 

Working with TFO Canada and ICDT, collect information and data 

on selected 40 women-led companies, prepare a list containing 

contact information, description of the company, and other 

information deemed relevant for the assessment. 

Prepare necessary tools to track information to support the 

logistics and coordination of the activity. 

2- Capacity Assessment of 40 women-led 

entrepreneurs 

 

Supporting the TFO Canada team in all the logistics and 

coordination of this activity: 

 

1. Follow up with each company to ensure they complete 

the capacity assessment survey. 

2. Update information on the tracker   

3. Supporting the companies with any questions or 

requests for clarification they may need.  

4. Summarize the surveys’ results to support TFO Canada 
staff and experts in the assessment process. 

 

3- Coordination logistics for the training 

sessions (Invitations, venue, audio video, 

catering, internet services, local 

transportation, if needed, for selected 

participants) 

 

Work with the ICDT assigned team to ensure that all the 

logistics, translation of documents, and other necessary 

arrangements relating to the Training sessions are delivered 

accordingly. 

Follow up with the 40 selected women-led to confirm their 

participation in the sessions, and prepare documents related to 

the registration and attendance of the training session. 

 

 

4- Delivery of training sessions  

 

 

Participate in the training sessions and support TFO Canada 

experts. 

Make sure the training material is delivered to the companies. 

Make sure participants complete the evaluation, collect them at 

the end of the session, and work with TFO Canada staff to 

summarize the evaluation results. 

5- Training completion report 

 

Support the TFO Canada team in the preparation of the final 

report. 

 



 

  
 

  

 

 

Level of Effort: up to 18 days. 

Submission instructions: 

 Applications should be in English and include the following elements: 

1. A cover letter of the individual making the proposal highlighting their qualifications (please see 

selection criteria), relevant experience, and current activities that demonstrate their capacity to fulfill 

the responsibilities of this position. The presentation should include a current C.V.  

2. A brief description of three (03) recent projects (last 05 years) that the proponent has worked on that 

are similar in nature. 

 

Applications should be made in writing by e-mail no later than January 31st, 2024, to: 

Program Director Latin America and the Caribbean and Trade Support Services 

TFO Canada 

130 Slater Street, Suite 400 

Ottawa, Ontario K1P 6E2 

hr@tfocanada.ca 

 

Selection Criteria  

In the assessment of submissions, consideration will be given to technical competence, qualifications, and 

experience, including: 

• BA International development, international trade, or related field  

• At least two years of experience working with international organizations.  

• Experience supporting projects’ activities implementation with International Organizations 

• Excellent computer application skills, particularly Microsoft Word and Excel as well as Outlook. 

• Well-organized and independent worker 

• Able to work in a team and in a fast-paced environment. 

• Proficient in English and French. 

 

Payment 

Local Project Office Fees will be $CAD 3,780.00 (18 days @ CAD@210.00 per day). Payment should be made based 

on timesheets and invoices received from the Local Project Officer at the beginning of each month (related to the 

previous month) 

 

Selection Method 

Following the assessment of submissions, the most technically capable and appropriately experienced applicant 

will be invited to provide the requested services. TFO Canada reserves the right to accept or reject late 

applications or to cancel the present invitation partially or in its entirety. It will not be bound to assign any 

mailto:hr@tfocanada.ca


 

  
 

  

 

reason for not engaging the services of any applicant and will not defray any costs incurred by any applicant 

in the preparation and submission of proposals. 

 

 
TFO Canada strives to ensure gender equality for men and women in their participation in TFO Canada’s 
programs, projects, and activities, and in TFO Canada’s employment, contracting, and management 

opportunities. 

 

As a signatory to the Canadian Centre of Expertise on the Prevention of Sexual Exploitation and Abuse (DIGNA) 

and to the Anti-Racism Framework for Canada's International Cooperation Sector, TFO Canada has the moral, 

ethical, and legal responsibility towards its staff, consultants, beneficiaries, and clients and applies a zero-tolerance 

approach. 

 
For more information on TFO Canada visit www.tfocanada.ca 
 

http://www.tfocanada.ca/

