







5 June 2002

To : Mr. Toshiyuki Niwa

Chairperson, Common Services Task Force


From: Marilla Guptil UN Secretariat, CSS/ARMS
Adhiratha Keefe UNICEF, DPP/IMU

Co-Chairs, WGARM

Subject: Project Manager for WGARM Digital Archive Project


Further to our recent discussions and agreement to review potential candidates, as co- chairs of the WGARM and on behalf of its membership, Mr. Dhurjati Mueller is unanimously recommended for the post of Project Manager of the WGARM Digital Archive Project [DAP].

Mr. Mueller has extensive Project Management as well as Records Management experience and as representative of one of the Participating Organizations, UNOPS, would be an excellent candidate to ensure both the success of the project as well as comprehensive input from POs. His multifaceted background and experience as well as 'client orientation' will bring a fresh perspective and energy to this very challenging project. This was recently confirmed through an informal interview panel convened by the WGARM in which all members were invited to participate.

A short summary note our of the review process, the interview and background information is attached Annex 1, as well as PM TOR Annex 2, PM Qualifications Annex 3, and Dhurjati Mueller’s CV Annex 4.

We propose the Project Manager officially begin full time duties on or before 01 August 2002. However, in order to maintain the momentum of the project, the PM may begin work asap completing the annexes of the SOW for the Digital Archives Programme which require additional input from the participating organizations. Immediate follow up on this and related areas is needed prior to sending out the RFP to ensure timely responses as well as cost effective proposals.


Depending space availability, it is recommended that the PM be located in a centrally located spot, either DCI or DCII, but would require access to all standard desktop applications, as well as internet, intranet and TRIM.  As an alternative, temporary office space is available in ARMS office until September or we could request Dhurjati remain in UNOPS office space until vendor is contracted and then check space availability.   


Pending your confirmation of PM, we can prepare an 'Action Plan' which outlines the immediate and near future activities required to begin the project.

If appropriate, we would be happy to meet and discuss this or any related areas with you at your convenience.

Cc Mr. Louis Mendez

Annex 1

Background and Recommendation for Project Manager for WGARM DAP 

Based on business as well as security considerations, the need to establish a Strategic Plan for a UNPOs Digital Archive Programme is quite urgent. In addition given the complexity of the current 'digital' environment in the POs, the emerging technologies in this area as well as the strategic efforts currently going on within the POs, there was a stated need for a Project Manager (PM) in order to ensure the consistency, follow up and accountability for the success and viability of the project.

The PM would facilitate, manage, coordinate and expedite the project, monitor vendor's work and be the focal point between the participating organizations, the vendor and WGARM. The PM TOR was developed by the co-chairs of the WGARM with input and approval by the WGARM membership (see PM TOR, annex 2).

Based on the above, the qualifications for the PM were established which included not only the knowledge and experience of Archives, Records and Document Management but also the expertise of project management and the ability to communicate well with a broad range of clients within different organizations. Given the inter-organization and cross functional work
that is required, the PM would also need strong interpersonal skills. This includes the ability to establish and maintain effective relations with all levels of staff, the ability to relate to clients and understand their needs, build consensus, exhibit tact and display positive outlook. The PM Qualifications were developed by the co-chairs of the WGARM with input and approval by the WGARM membership (see PM Qualifications, annex 3).

In order to ensure continuity of the project and select a strong candidate as PM with appropriate expertise, it was decided to review potential candidates of participating organizations who have a thorough knowledge and experience of WGARM activities, meet the qualifications noted above as well as be available on a full time basis. Such an 'internal candidate' would strengthen the Working Group and demonstrate a common service approach to share responsibilities, use the existing resources, strengths and expertise of its various members. This would also develop a solid information and knowledge base which would strengthen future WGARM activities.

Therefore, it was agreed that we would only look outside of WGARM if no available, interested and qualified member met the PM requirements.  

Given the above mentioned criteria, Mr. Dhurjati Mueller was proposed as the most suitable candidate.  Members of WGARM were therefore invited to participate in an informal interview of the candidate on Tuesday, May 28 at 10:30 a.m. and the relevant documents, PM Terms of Reference, PM Qualifications and the CV of Dhurjati Mueller were circulated to all members before the meeting.

Representatives from UNDP, UNICEF and UN Secretariat were present as well as the candidate from UNOPS.


The candidate was evaluated on his knowledge and experience as well as personal skills and abilities. It should be noted that throughout the interview Mr. Mueller demonstrated strong communication and interpersonal skills and expressed sound analytical and organizational skills.

In his current functions and as an experienced supervisor, Mr. Mueller had demonstrated leadership and effectiveness in dealing with staff at all levels, has good writing and oral communications skills, shows initiative and resourcefulness and has a team building as well as innovative approaches to problem solving.

In reviewing his CV (Annex 4), Mr. Mueller has a demonstrated work experience and knowledge in project design and management, a sound Records Management related background and a solid knowledge and experience of procurement policies, practices and procedures.

The candidate acknowledge a somewhat limited experience with digital archives and electronic record keeping, but, as noted in the Qualifications document, made "a commitment to continuous learning, especially related to electronic record keeping and digital archives".  The group therefore is confident that Mr. Mueller will strengthen his capabilities in this area and it will not affect his effectiveness as a Project Manager.

In summary Mr. Mueller has strong interpersonal skills with broad and relevant professional knowledge and work experience in Project Management and Procurement with a solid background of Records Management.  

WGARM is confident that Dhurjati Mueller has the qualifications to serve as PM and to ensure the success of our DAP project. (Pending the necessary arrangements for budget etc.), the WGARM recommends Mr. Mueller as PM for the DAP for a period of one year on a reimbursable loan basis from UNOPS. 




Annex 2

Strategic Plan for a UNPOs Digital Archive Programme [DAP]

Terms of Reference - Project Manager 

Summary

1. Coordinate and manage all aspects of the Digital Archive Programme project.

2. Report to the Co-Chairs of the WG-ARM on project status; arrange and make presentations as appropriate.

3. In full compliance with Procurement rules, expedite issuance of an Expression of Interest to develop a roster of vendors; issuance of the Request for Proposal; and the evaluation of vendor bids.

4. Monitor vendor compliance with contractual obligations; review and approve all vendor deliverables against contract specifications.

5. Maintain all files, documents, reports, correspondence, meeting minutes and other related documentation concerning the project.

6. Compile and/or analyze information related to current or future DAP work. 

Specific Responsibilities include:

1. Coordinate and manage all aspects of  the project  

· Act as strong DAP advocate in formal and informal situations:  articulate clearly the benefit of the DAP to diverse a diverse constituency, respond accurately to PO questions, concerns, etc.; act as WGARM representation in POs; and make presentations as requested;

· Ensure all required information is available to the vendor; follow up with POs; 

· Serve as the sole point of contact for the vendor throughout the contract duration;
· Maintain frequent communication with UNPO representatives, IT focal points and relevant parties throughout project; initiate and coordinate meetings and make necessary arrangements to ensure updated information is available to all concerned; 

· Follow up with appropriate IT and other PO staff to obtain required input; ensure close coordination of project activities with the day-to-day operations of UNPO programmes; and,

· Identify outstanding items (deliverables or information) and operational issues with vendor, PO or WGARM and make proposals for resolution; notify appropriate parties of outstanding issues.
2.  Report regularly to the Co-Chairs of the WG-ARM on project of status; arrange and make presentations as appropriate

· Develop a website (to be hosted by a PO) for 1) project reporting purposes; 2) advocacy/outreach purposes to the UN community; 

· Develop introductory material and presentation materials (charts, PowerPoint etc.) to illustrate the projects status for audiences such as related UNPOs, other working groups or task forces; 

· Use a project management tool (Microsoft Project preferred) for reporting/management purposes to WGARM and CSTF; provide and post bi-weekly supplementary progress reports summarizing meetings with the vendor, PO representatives and focal points; provide and post monthly (at minimum) highlights. Include outstanding information required to be collected as well as gap analysis reports of any outstanding items agreed with vendors or any participation organizations;

· Review and comment on deliverables and note operational aspects, soundness, feasibility and cost implications where appropriate; and, 

· Obtain approval to changes in project components to attain project objectives more effectively.

3. In full compliance with Procurement rules, expedite issuance of an Expression of Interest to develop a roster of vendors; issue the Request for Proposal; and evaluation of vendor bids.

· Assist procurement office in issuance of the Expression of Interest to develop vendor roster, including already-identified consultants and firms;

· Ensure RFP is complete: collect and format of outstanding annex information for the Statement of Work;

· Act as focal point with procurement to respond to vendor requests for clarification or information;

· Document all contact with vendors and procurement office and note any additional information provided or further clarification given or received; and,

· In compliance with procurement rules and in consultation with WGARM, conduct:  

· The initial review of bids for completeness and meeting minimum RAM or IT requirements;

· The evaluation and technical review; rank the bids based on agreed rating scale and document the evaluation to ensure transparency; and, 

· The financial evaluation document based on agreed upon criteria (best value).

4.  Monitor all aspects of the vendor’s work in relation to the project progress in order to ensure compliance with the contract; review and approve all vendor deliverables to ensure completeness and accuracy with the SOW.

· Confirm vendor employees or other personnel are those identified as noted in bid and any substitutions are authorized in advance;

· Review vendor work plan for managing the project;

· Receive weekly status reports from the vendor in an agreed upon format;

· Review reports and make appropriate comments, follow up for clarity etc.;

· Sign off on all deliverables on the Deliverable Acceptance Document after thorough review and in agreement with at least one co chair of the WGARM; and, 

· Liaise with procurement office on all contract administration issues:  amendments, payments, etc. 

5. Maintain all files, documents, reports, correspondence, meeting minutes and other related documentation concerning the project.

· Develop classification scheme and retention schedule for project documents; and,
· Register electronic copy of all documents or systems descriptions from UNPOs;

6. As relevant and appropriate, compile and/or analyze information related to current and future DAP work (for example, retention schedules assembled in the Records Appraisal Decision Assistance Project).  Other similar tasks may be required.

Annex 3

Strategic Plan for a UNPOs Digital Archive Programme [DAP]

 Qualifications Project Manager 

Knowledge

Archives and Records Management and Electronic Recordkeeping

· Comprehensive understanding of Archives and Records Management concepts and principals; 

· Sound knowledge of electronic recordkeeping strategies and procedures;

· Solid knowledge of UN and UNPO policy and procedures concerning Archives and Records Management and their applications;

· Comprehensive knowledge of past and present co-operative projects of the Common service Working Group on Records and Archive Management (WGARM);

· Familiarity with Tower Software’s TRIM, the Records Management software application currently being used by UN Secretariat, UNOPS and UNICEF an asset;

· Familiarity with Information Technology concepts.

Project management 

· Demonstrated ability to supervise, review and monitor consultants work in a professional and comprehensive manner;

· Demonstrated ability to initiate meetings, create reports and document activities;

· Demonstrated ability to organise, compile and maintain information ;

· Demonstrated ability to present findings in a comprehensive and concise manner, summarising issues and outstanding items ;

Procurement 

· Familiarity with UNPO procurement policy and practices;
· Demonstrated ability to prepare shortlists based on investigation of markets and policy considerations; specification development experience;

· Experience is technical and financial Requests for Proposals (RFPs) bid evaluation and in recommending most advantageous procurement terms and conditions;

Skills 

· Superior oral and written communication and advocacy skills are required, effective presentation technique is required;

· Ability to synthesise and summarise input form various sources and build consensus among  stakeholders; 

· Competence in project management tool (Microsoft Project Preferred); ability to develop and maintain a project web page;

· Demonstrated ability to develop and implement projects or special tasks;

· Good planning and organization skills; ability to set and monitor goals and objectives;

· Client orientation required; ability to establish and maintain effective relations with all levels of staff;

· Commitment to continuous learning, specifically especially related to electronic recordkeeping and digital archives and to share appropriate knowledge with WGARM members and IT colleagues 

Experience

10 years experience related to Archives and Records Management, including electronic records management and/or recordkeeping 

5 years project management and supervisory experience

Work experience with WGARM and/or PO ARM an asset

Education and Training

University education 

Specialized and advance training in all areas related to the management of archives and records including electronic recordkeeping.

Specialized training in Project Management.

Language

Proficiency in English, both written and oral is essential.  
Related Information

This is announcement is for internal UNPO candidates with preference to those with WGARM project experience.  

Depending on agreement of the CS Task Force, the Project Manager would begin the assignment sometime between June and October 2002 for initial one-year duration.

Annex 4

Dhurjati Mueller

Facilities Specialist

UNOPS, Facilities and Administrative Services Section

Work phone    212-457–1829        Home phone   718-297-7109

Dhurjatim@unops.org
Summary

A dedicated professional and manager with broad, multifaceted expertise in the areas of Facilities Management, Security, Asset Management, Records Management, General Administration, Communications, Procurement and Project Management.  

A team builder and creative individual with excellent communication and interpersonal skills who applies innovative and practical approaches to operational activities as well as special projects from the development and proposal phase through implementation.

Professional Experience

UNOPS, Facilities and Administrative Services Section 

Facilities Specialist (2000 – Present)

Supervisor, Communications and Records Unit  (1986 – 1999)
Coordinate and manage activities in the areas of Facilities, Records Management, Registry Services and Communications as well as supervise, support and give guidance to the staff assigned to those areas.

These responsibilities include: 

Facilities Management

· Develop, propose and implement short and medium term space planning and Facility Management strategies, including space and furniture standards;

· Maintain day-to-day management of facilities; coordinate tenant and building services, manage maintenance and building service contracts; coordinate renovations, construction and  internal staff moves;

· Sublease offices to various UN agencies depending on available space;

· Develop and propose Security strategies and related guidelines to meet ongoing organizational requirements; coordinate with UN, agencies and building management on security related activities;

· Develop, implement and maintain Asset Management guidelines and procedures and inventory systems as well as provide related guidance and support to Decentralized Offices (DOs);

· Propose the procurement of equipment, such as photocopiers, fax etc. and ensure compliance with energy efficient and ‘green’ procurement standards.

Records Management

· Develop and establish Records Management policies, procedures, strategies, technologies and best practices to ensure UNOPS business and legal requirements are met;

· Implement and maintain File Management Systems, such as TRIM; review and verify software features and functionality to determine UNOPS application; 

· Establish and maintain file classification systems and retention schedules  to support RM strategies; conduct periodic record surveys as needed; 

· In cooperation with IT, assist and support the development and implementation of Document Management activities;

· Active member and UNOPS representative to the UN Working Group on Archives and Records Management, WGARM.

Registry Services

· Establish and maintain policies, guidelines and procedures relating to mail, courier and pouch

Accomplishments 

Facilities Management - Core member of UNOPS Relocation Team responsible for moving to the Daily News Building in 1989 and the Chrysler Building in 1999.

· Collaborate with various consultants and experts (architects, real estate brokers, security experts, etc.) to ensure relocation requirements are met 

· Analyze and improve the infrastructures such as telephone systems, video conference facilities, security and Records Management etc.

· Develop Terms of Reference, bid documents, draft contracts and submissions related to Records Management Consultants, Furniture Procurement, Security and Move Consultants;

Security – Develop UNOPS Security strategies and related activities  
· Research, develop and draft current UNOPS Security Plan 
· Implement Card Key system and key management procedures that enable UNOPS to manage, maintain and control in house security mechanisms.

Inventory – Develop and implement the UNOPS Inventory System

· Conduct annual inventory exercise in all UNOPS offices, including 18 decentralized locations and over 9 million dollars in assets.

Decentralized Offices - Assist in the set-up of Decentralized Offices in Rome, Copenhagen and Abidjan

· Develop and establish standards for office space, equipment and furniture; 

· Establish services for facilities, telephone, mail, fax and telecommunications;

· Liase with government officials and/or UN/UNDP representatives as necessary concerning the above.

Records Management –  Responsible for the development and implementation of significant records management projects including:

· Establishment of the UNOPS Global Filing System;

· Implementation of the FMS file tracking system in 1993;

· Implementation of the TRIM file management system in 2001; 

· Implementation of retention schedules to reduce paper and files; 

· Establishment of an on-site Records Center.

UNDP, Communications and Records Section

Records Management Assistant  (1975 –1986)
Worked at increasing levels of responsibility in the area of Registry and Records Management.  Established best practices and procedures for UNDP filing system. 
Related Information

Facilities Management Training

Completed numerous specialized courses and advanced training in Facilities Management including courses on security and emergency preparedness, ‘Aperature,’ a facility management software, and attended NYU Professional Studies programme, working towards Certification as a Facility Manager.

Records Management Training

Completed specialized courses in Records Management including attending advanced training at the U.S.A National Archives accredited by American University in Washington D.C. for ‘Managing Modern Archives’. 

Professional Associations 

International Facility Management Association (IFMA)

Archives and Records Management Association (ARMA)

References

Available upon request

