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1. INTRODUCTION AND GENERAL INFORMATION 

This Scope of Work (the “SOW”) is entered into on January 1, 2020 between XXX and Post 

Fiji Pte Limited [PFPL] (“Client”).  

 

TERMINOLOGY AND ACRONYMS 

The following defined terms and/or acronyms shall apply to work performed by the 

Consultant under this SOW. 

“Consultant” represents the individual or entity engaged to deliver the services defined in 

this SOW.  

“Client” represents the organization / company that will engage with Consultant for the 

delivery of services defined herein. 

“Project” represents the full scope of work that the Consultant will perform for Client under 

the terms of this SOW. 

 “Client Manager” represents the individual within Client who is responsible for approving 

Consultant’s work product. 

 

CLIENT CONTACT INFORMATION 

Client Company Name: Post Fiji Pte Limited 

Client Manager Name: Ashneel Aman Singh 

Client Manager Title: Manager Internal Audit 

Client Manager Phone: 3218213 / 9997889 

Client Manager Email: AshneelAman.Singh@postfiji.com.fj 

 

CONSULTANT AUTONOMY STATEMENT 

Consultant is an independent services provider and not an employee of Post Fiji Pte 

Limited. Consultant will have exclusive control over the means, method, and details of 
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fulfilling his/her obligations as defined in this SOW, including the sole responsibility of 

managing the delivery of all services and deliverable associated with this Project. 

Furthermore, Consultant will ensure that all applicable terms and conditions of this SOW 

are communicated to, understood by, and complied with by all Consultant resources 

assigned to this Project. Consultant would ensure that all documents, records, information 

and data provided are treated with strictest confidentiality and you are to ensure that it is 

always kept in a secure and safe custody where any unauthorized parties cannot access 

it. The consultant would also have to sign a non-disclosure agreement to access all records 

and documents of the company. Any breaches, whether intended or unintended, and 

failure to comply with the above requirements may result in disciplinary proceedings under 

the standing instructions of the Company and/or redress through legal proceedings for 

retribution with fines and penalties to the extent as permissible by Law.  

 

No part of any Post Fiji Pte Limited documents may be reproduced in any form or 

incorporated into any information retrieval system, electronic or mechanical, without the 

express written approval of the Chief Executive Officer of Post Fiji Pte Limited. 
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2. PROJECT INFORMATION 

PROJECT OVERVIEW 

PROJECT NAME 

Consultancy Work 

PROJECT PURPOSE 

To undertake the review of all existing systems and processes of the seven [7] Strategic 

Business Units [SBU] of Post Fiji Pte Limited and develop policies and procedures where 

required. The SBUs are Corporate, Mail Operations, Retail Business, Finance & ICT, 

Marketing & New Business, EMS Courier and Support Services. They also have their own 

functional units as outlined below. 

- Corporate 

Company Secretary/Legal Office 

Audit 

- Mail Operations 

Mailroom  

Parcel Office 

Registered Mail 

Mail Management & Door to Door Service 

Stamping table 

- Retail Business 

Retail Operations 

Post Offices 

Postshops 

Philatelic Bureau 

Postal Agencies 

- Finance & ICT 

General Accounts 
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Budget & Fixed Asset  

Expenditure Management 

Finance Statements 

Credit Section  

ICT 

Properties Department 

- Marketing & New Business 

Marketing 

Product Management 

New Business 

Warehouse 

Procurement 

- EMS Courier 

EMS Courier Operations 

- Support Services 

Human Resources 

Training 

PROJECT SUMMARY DESCRIPTION 

The consultant should provide an independent review and assessment of all PFPL’s 

existing system and processes to be in line with the Universal Postal Union [UPU] and ISO 

standards.   

PROJECT PAYMENT TYPE 

The consultant would be paid every fortnightly as per the fee agreed after acceptance and 

successful tender process.  

             PROJECT DURATION 

The project is expected to begin on 1/1/2020 and end on 6/30/2020. 
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WORK LOCATION 

The majority of the work associated with this Project shall be conducted at 10 Thompson 

Street, General Post Office, Suva.  The percentage of time that Consultant will be on-site 

at a Client facility in the execution of the deliverables associated with this Project is 

approximately 70% since two [2] SBUs, Mail Operations and EMS Couriers are located at 

Laucala Beach in Suva. 

 

DESCRIPTION OF SERVICES 

The Consultant is required to provide the following services to Client: 

• Review all existing systems and processes of all the departments and units of the company; 

 

• Provide review assessment of the systems and processes and compliance with current 

statutory laws and regulations; 

 

• Ensure all systems and processes are in line with ISO standards and UPU standards;  

• Develop the business process map flowchart for all the departments and units of the company; 

 

• Analyze the existing business process of all the departments and units of the company; 

 

• Redesign and improve the existing business process of all the departments and units of the 

company; 

 

• Recommend with valid reason and explanation where possible to acquire / remove resources; 

 

• Implement and communicate the changes; 

 

• Develop Corporate Governance Framework for Parcels and Postal section in line with the UPU 

and ISO standards; 

 

• Analyze the area where business transformation and process re-engineering is required; 

 

• Provide an independent assessment of  the entire postal arms of the company; 

 

• Develop the business continuity plan (BCP) and Disaster Recovery Plan (DRP) with processes 

and procedures for implementation; 

 

• Provide digital framework of the entire company; 

• Recommend improvements in areas of compliance including postal defects and digital 
measures;  
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• Review all the existing application system currently used by the company which are, E- 

Commerce (e-shop), Post Global, Pay Global ESS and Navision for the maximum utilization of 

the system; 

 
 

• Ensure that all existing application system currently used by the company that are, E- 

Commerce (e-shop), Post Global, Pay Global ESS and Navision are updated every three years 

in terms of their versions and release of the application with the required training and 

documentation; 

 

• Ensure that the backup of all the existing application systems currently used by the company 

that are, E- Commerce (e-shop), Post Global, Pay Global ESS and Navision including CCTV 

Cameras are conducted daily and off-site back up maintained in case of any disaster;  

 

• Review the existing organization structure and determine the information flow within levels, 

within and across the departments / units of the company. Provide recommendation and 

streamline processes for efficient and effective information flow; 

 
 

• Review the Job Description, roles and responsibilities of all staff of PFPL in line with best 

practices; 

 

• Provide a gender balance framework with an equal opportunity employment in line with the 

Employment Relations Promulgations 2007;  

 

• Provide compliance framework and strategic planning measures; and 

 

• Recommend improvements at Executive and Board level. 

 

ROLES AND RESPONSIBILITIES 

Consultant would provide the following qualifications and skills to perform the Services: 

The consultant should have tertiary level qualification preferably a Master’s Degree or 
higher in Business Management/ Finance/ IT with at least 3 years and above of managerial 
experience. The professional should be highly ethical, maintain strict confidentiality of data 
and information and be of a good personality.  

The professional should be highly independent and report direct to the CEO.   

 

STATUS REPORTS 

Consultant will provide weekly status reports via email, meetings, and discussions.  
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Consultant will note gaps after evaluating the existing systems and processes, provide 

recommendations and discuss report findings with the respective Heads of Department 

and their team.  

            

FEES 

The Consultant / Consultancy Firm will have to bid their price based on the description of 

services and the project duration as required in SOW document.  

The Consultant could quote prices on their specific area of work they wish to conduct based 

on their skill, knowledge and expertise if their skill and knowledge is not able to cover the 

entire scope of work.    

 

           SOW Change Control 

CHANGE PROCESS 

The project and SOW may require changes in the Services at any time prior to completion. 

If any such change results in Consultant’s request for additional compensation, such claim 

must be in writing and must be submitted within 7 days after request for the change that 

gives rise to the claim. Consultant will not submit to any costs incurred during the 

performance of this Agreement unless it has specifically ordered changes to the Services 

in writing. 

 



   Independent Consulting Scope of Work 

November 22, 2019 • Page 8  

3. SOW ACCEPTANCE AND AUTHORIZATION 

IN WITNESS WHEREOF, the parties hereto each acting with proper authority have 

executed this Statement of Work, under seal. 

 

Post Fiji Pte Limited  [Enter your name or business’s name.]  
Company name   

Dr Anirudha Bansod   
Full name  Full name 

Chief Executive Officer   
Title  Title 

   
Signature  Signature 

   
Date  Date 

 

 

 

 

 

 


