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Provision of Online Job Hosting Website provider               

(HIQA Ref: HR-115)

Tender Response Document



	Please insert Tenderer Name below

	






	CONTENTS - Qualification/Selection Criteria  (PASS/FAIL)

	

	MANDATORY

	Standard Tenderer Information

	RFT Appendix 3 - Tenderers Statement

	RFT Appendix 4 - Declaration of Personal Circumstances

	

	RFT 3.1 - Complaint Tenders (MANDATORY)

	
	ESPD / eESPD

	RFT 3.2 - Selection Criteria (PASS/FAIL)

	3.2. A
	Economic and Financial Standing

	3.2. B 
	Technical and Professional Ability




	
CONTENTS - Qualitative Award Criteria
	

	
	Element
	Max Marks Available 

	A. 
	Relevancy, Reach and Methodology
	600

	B. 
	Contract Management and Reporting
	100

	C. 
	Cost
	300







	MANDATORY -  STANDARD TENDERER INFORMATION



	Full Legal Name of Tenderer (Firm)
	Click here and insert details

	Registered Company Address
	Click here and insert details

	
	[bookmark: Text1]Click here and insert details

	
	Click here and insert details

	Telephone Number
	Click here and insert details

	Email Address
	Click here and insert details

	Legal Status (if any)
(e.g. Partnership, LLP, Sole Trader etc)
	Click here and insert details




	TENDER LEAD

	Contact Name for this Tender
	Click here and insert details

	Telephone Number
	Click here and insert details

	Email Address
	Click here and insert details





	SECTION A 3. 

	RFT Appendix 3 – Tenderers Statement

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Must be completed and attached to your response.




	SECTION A 4. 

	RFT Appendix 4 - Declaration of Personal Circumstances

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Must be completed and attached to your response.






	RFT 3.1 – Complaint Tenders  

	ESPD / eESPD

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Must be completed and attached to your response.





	RFT 3.2 A Economic and Financial Standing

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	1. Tenderers must submit their current tax clearance details.

	Tenderers’ Response

		Tax Reference Number 
	Click here and insert details

	Tax Clearance Access Number (TCAN)
	Click here and insert details







	RFT 3.2 B - Technical and Professional Ability

	1. Jurisdiction 

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	1. The Online Job Hosting Website provider must operate actively within the jurisdiction of the Republic of Ireland with clear visibility within the marketplace.

	Tenderers’ Response

	






	2. Accessibility 

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	2. The Online Job Hosting Website provider must demonstrate that they design their website to be accessible and responsive, based on the Web Content Accessibility Guidelines (WCAG).

	Tenderers’ Response

	









	RFT 3.3 - Award Criteria 

	Award Criteria A. 
Relevancy, Reach and Methodology



	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	HIQA requires an Online Job Hosting Website provider;

1. to ensure the highest visibility possible of all our open live competitions across the Irish job marketplace. 

2. that can evidence high levels of advertisements within the Irish Public Sector. The Online Job Hosting Website provider should outline the number of Irish Public Sector advertisements hosted on their site in the last calendar year against the overall number of advertisements on their site. 

3. should evidence high levels of advertisements within areas relevant to HIQA. HIQA recruit across the following areas
· Administration 
· Executive Administration
· Information Technology
· Project Management
· Quality/Compliance
· Research (including Health)
· Finance
· Legal
· Human Resources
· Regulatory
· Communications
· HR/L&D
· Finance
· Legal

4. must evidence the monthly traffic on their website.

5. must evidence the amount of current active users on their website.

6. should describe in detail their methodology for a HIQA advert to be placed on their website. This must include timelines and any restrictions that may be in place. This should also include procedures in place to ensure an advertisement is removed at a set time and date as all HIQA job applications have set closing times and dates. 




	






Tenderers’ Response




	





YE OFEA PR
ANCE OFEA PROPOSEDLITY OF APPROACH TO SERVICE DE
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Award Criteria B – Contract Management and Reporting

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	
HIQA requires tenderers to demonstrate a robust contract management and reporting process that will ensure successful delivery of the service including communications, reviews and reporting.  

HIQA requires a minimum of one key role;  
1. An Account Manager is to be provided. This nominated role must provide comprehensive access to HIQA and can immediately address and resolve any service difficulties. They should provide performance contract metrics and performance measures that will be provided for this contract.
HIQA will expect quarterly reporting on activity performance and at a minimum quarterly contract management meeting.  
The nominated Account Manager will be a dedicated single contact point to deal with all daily operational issues including;
· Fully engaging in resolving any issues 
· Preparing financial statements and any other reports to HIQA as required
· Ability to attend meetings with personnel from HIQA virtually 
· Provide quarterly reports in relation to the services provided to HIQA
· Provide invoices on a monthly basis in line with HIQA’s Accruals Process 
                        
                                                   
2. Tenderers must also address the following in their submission:
· reliability and continuity of services required throughout the term of the Contract.

3. Tenderers should give HIQA assurances that they have a secure robust digitalised system in place with the capability of generating reports to HIQA on a quarterly basis. 


	



Tenderers’ Response




	














	

Award Criteria C. Costs 

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	· Tenders should outline their pricing for one job advertisement. 
· In general HIQA advertise a job for a 2-week period with a set closing time and date. 
· Typically, HIQA advertise 5 to 10 roles per month. 

· Invoicing takes place on a monthly basis in line with HIQA’s Accruals Process. Invoicing by the provider must include all advertised roles within that month based on an agreed pricing structure. 





	Item
	Description 
	Price €
(Ex. VAT) 
	VAT Rate Applicable %
	Price 
(Incl. VAT) 

	1. 
	Cost for one job advertisement
	
	
	

	1. 
	
	
	
	

	1. 
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	Please provide a detailed breakdown of activities covered in the above job advertisement figure.

	

Tenderers
Response
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