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DECLARATION

This guideline is made in fulfilment the Liberia Medicines and Health Products Regulatory
Authority Act of 2010, which confers upon the Authority the responsibility of regulating medicines
and health products within the Republic of Liberia. The Management, with approval of the Board of
Directors hereby promulgates this guideline for the recruitment of external experts and

temporary workers this 13" day of April, 2026.
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CHAPTER I PRELIMINARY CONSIDERATIONS

Section 1:

Section 2:

workers to

Title

This guideline shall be cited as the guideline for the recruitment of external

experts to LMHRA and shall come into operation on the date of publication.
Purpose

The purpose of this guideline is for recruiting external experts and temporary

support the Liberia Medicines and Health Products Regulatory Authority

(LMHRA) in its

Section 3:

Section 4:

core regulatory activities and functions.

Objective and Scope

This guideline shall apply to all recruitment of external experts and temporary
workers to LMHRA, whether for temporary or permanent services rendered intended
to support the core regulatory activities and functions to strengthen the regulatory
system.

Acronyms and Definitions

Medicine means any substance or mixture of substances intended for use in: a) the
diagnosis, treatment, mitigation, or prevention of a disease, disorder, abnormal
physical or mental state, or symptoms thereof, in human or animal, or b) Restoring,
correcting, or beneficial modification of organic or mental functions in human or
animal. ¢) Medicine shall include traditional medicines, narcotic drugs, psychotropic
substances, blood and blood products, vaccines, sera, and radiopharmaceuticals, but
not health products as defined herein.

LMHRA Liberia Medicines and Health Products Regulatory Authority.
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CAPTER 1I GENERAL CONSIDERATIONS

2.1: Introduction

The LMHRA seeks to engage external experts to support its core regulatory activities and functions,
ensuring high safety, efficacy, and quality of medicines. These guidelines provide a structured

approach for recruiting, selecting, and engaging external experts for essential activities.

The purpose is to provide guidance with respect to the recruitment of temporary or permanent experts
and contract agents following external selection procedures. The authority also may have recourse
to national experts on secondment, interim/temporary workers, contractors, trainees, and visiting
experts, aligning the human resource (HR) recruitment process to ensure transparency, efficiency,

and adherence to international best practices.

2.2: Principles of Working at LMHRA

2.2.1: Code of Conduct

Since its establishment, the LMHRA has endeavored to ensure that it maintains the highest

professional standards of integrity, transparency, and independence.

The Authority, its staff, members of the board and Scientific Committees, and experts are working
with its stakeholders for the protection of public health. For this purpose, the authority applies the
principles provided in its governing legislation, the LMHRA human resource staff manual (when
applicable), the principles on gifts and hospitality for staff of the authority, and the following public

service principles for Liberian civil service drawn up by the Liberian government:

e Commitment to the authority and its citizens;

Integrity:

Objectivity;

Respect for others;

e Transparency and accountability
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In addition to the above, the LMHRA staff members adopted the following statement of principles:
We strongly believe that in order to ensure the success of the LMHRA mission, we need to:

e Assure the highest personal standards of integrity. honesty, and independence;
e Foster the spirit of loyalty and commitment to the goals of the LMHRA;
e Assure impartiality and discretion to applicants;

e Develop public confidence in the transparency of the Authority processes.

2.2.2: Equal Opportunities

The LMHRA is an equal opportunity employer. In line with the Staff human resource regulations
and the Managing Director, the engagement of staff at the authority shall be directed to securing for
the authority the services of persons of the highest standard of ability, efficiency and integrity,
recruited on the broadest possible geographical basis from among various nationals’ priority given
to qualified Liberian citizen. All candidates are considered and selected for permanent or temporary
activities without distinction as to race or ethnic origin, political, philosophical or religious beliefs,
age or disability, gender or sexual orientation and without reference to their marital status or family

situation.

2.2.3: Scope of Engagement

External experts may be recruited to assist in the following key areas:

e Assessment and evaluation of medicines and health products (pharmaceuticals, biologics,

medical devices, vaccines, blood and blood supplements, etc.)

Conducting and testing of pharmaceutical products

Conduct and testing of cosmetics

Good Manufacturing Practice (GMP) and Good Clinical Practice (GCP) inspections

Pharmacovigilance and post-market surveillance

Regulatory policy development and research

Waste management

Training and capacity building

Others technical duties or activities as deem necessary by the authority
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2.2.4: Eligibility Criteria

Applicants must meet the following criteria:

Possess relevant and required academic qualifications (e.g., pharmacy, medicine,
pharmaceutical sciences, regulatory affairs, or related fields as well as other specialized
fields)

Have a minimum of five years of professional experience in the relevant domain.

Demonstrate expertise in regulatory science, pharmaceutical manufacturing, clinical trials,
or related fields.

Be free from conflicts of interest related to the pharmaceutical industry and

pharmaceutical supply chain of Liberia
Have good standing with professional regulatory bodies (Pharmacy Board of Liberia),

where necessary.

2.2.5: Data protection

LMHRA respects the privacy of all candidates for recruitment and processes their personal data as

required by regulation. This applies particularly to the confidentiality and security of such data. The

personal information that LMHRA requests from candidates in the context of a selection procedure

will be processed in line with signing the confidentiality statement for selection and recruitment of

external expert.

2.2.6: Application and Selection Process

Call for Applications: LMHRA shall publicly announce recruitment through official
channels, pharmaceutical institution.

Submission of Applications: Interested candidates must submit a detailed CV, cover
letter, and proof of qualifications.
Evaluation and Shortlisting: Applications will be assessed based on qualifications,
experience, and relevance to LMHRA’s activities.
Interview and Assessment: An interview and assessment committee shall be constituted
(including all heads of technical departments, the HR department, and the QMS department).
Shortlisted candidates may be invited for interviews or written assessments.
Approval and Contracting: Selected experts will be formally appointed through

contractual agreements outlining duties, duration, and compensation.
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2.2.7: Terms of Engagement

e Experts shall be engaged on a short-term or long-term basis, depending on LMHRAs needs.
e Compensation shall be by LMHRA’s policies and budgetary provisions.
e Experts must maintain confidentiality and adhere to ethical guidelines.

e LMHRA reserves the right to terminate contracts based on performance or non-compliance.
2.2.8: Conflict of Interest and Confidentiality

e External experts must disclose any affiliations that may present conflicts of interest.
e All data and information accessed during the engagement must remain confidential.

e External experts shall signed a confidentiality agreement and a conflict of interest form
2.2.9: Performance Evaluation and Renewal

e Experts’ contributions will be periodically reviewed based on pre-determined performance
indicators.

e Engagement or agreement may be renewed based on performance and LMHRA’s ongoing
regulatory activities.

Section 3: Work Opportunities and Recruitment for temporary and permanent employment
within the Authority

3.1: Temporary Workers/ Agents

The Authority engages its temporary agents in line with the conditions of employment of other
servants of the LMHRA. The temporary posts are covered by the staff human resource regulations
and shall be classified, according to the nature of the duties to which they relate, in function groups:
pharmacists, 'administrators' (AD), and 'assistants' (AST) in descending order of rank. Each group

is subdivided into a number of grades.

3.2: Contract Agents

The LMHRA can engage in correspondence for executive tasks, drafting of regulatory documents,
accountancy, advisory, and other equivalent technical tasks; the recruitment process shall be in line
with procedure as contained in this document. A memorandum of understanding (MoU) shall

accompany all contract agents conducting regulatory activities.
3.3: Seconded National Experts (SNE)
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The Seconded National Experts (SNEs) should enable the LMHRA to benefit from the high level of
their professional knowledge and experience, to enhance and develop the exchange of professional
experience in the regulatory framework tailoring to strengthening of the scope of duties as outline

in their job description.

Candidates that must be seconded to the authority should be currently employed by a pharmaceutical
regulatory body or region on a permanent or contract basis, have at least three years’ experience in
a scientific, legal, technical, advisory, or supervisory function, and have satisfactory work in their

area of assignment.

3.4: Interims/temporary workers

The Authority sometimes engages the services of recruiting short-term placement of interim staff
for corporate support roles to support its workforce. All temporary workers and interns must provide
documentation and requirements for placement at the authority, and also, hiring of temporary
workers shall be done by listing and identification through the human resources department
following the procedure as contained in this document and approved by the deputy managing

director for technical services in consultation with the managing director.
3.5: Visiting experts

There are specific rules covering experts visiting the Authority. Visiting experts are normally (but
not exclusively) employed by third-country medicines regulatory authorities. Requests for visiting
experts are initiated by the head of the participating institution or by the authority’s deputy managing
director in consultation with the managing director. Concept notes shall be provided covering the

scope, objective, and description of duties to be performed by the experts.

3.6: Collaborating experts

The LMHRA engages in recutting through the Collaborating Expert Program, which is addressed to
scientists and professionals who can share their expertise in a particular area of the authority’s
activities or are interested in collaborative research projects related to LMHRA’s scientific work.
The aim is to provide a mechanism for LMHRA and external researchers to collaborate in identifying
and tackling important research to support regulatory decision-making. This will help ensure that
regulatory science remains at the cutting edge so that LMHRA can deliver its fundamental mission

of protecting human health and facilitating internal capacity building.
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3.7: Trainees

The Authority may operate a traineeship program for recent graduates. The program gives trainees

an understanding of the Authority and its role within the activities of the national supply chain of

Liberia. It also enables them to acquire practical knowledge in one of the Authority's technical

departments and to gain professional experience in the course of their engagement.

CHAPTER IV RECUITMENT PROCESS AND SELECTION

Section 1: RECUITMENT PROCESS

The recruitment process should be transparent and systematic in line with the HR manual and

existing guidelines; however, the LMHRA shall consider the following steps:

)

vi)

An expression of interest of professionals from institutions within the national
pharmaceutical health system of Liberia to conduct any work activities whether
temporary workers or agents.

Identifies institutions within the pharmaceutical, medical, veterinary, legal, health
regulation, pharmaceutical education, health policy, and supply chain systems that should
engage in Internship and traineeship program.

Roles and responsibilities of each expert: Create detailed descriptions of the area of
expertise outlining roles and responsibilities, qualifications, and expectations.
Advertising the description of activities require: Publicize openings through various
channels such as professional networks, academic institutions, and relevant online

platforms to attract qualified candidates.

Application Review: Establish a committee to review applications based on predefined
criteria to ensure fairness and objectivity (Note: this committee shall include HR and

Directors of all technical Departments)

In consultation with focus department HR shall recruit all short term and long-term
temporary workers with proper listing and identification. For temporary work at the
authority internal staff shall be consider first based on objectivity and scope of work to

be perform throughout all technical departments.
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Section 2: INTERVIEWING AND SELECTION PROCESS
Conduct interviews to assess candidates’ suitability for each technical expertise as outline in this

document. The interview process should include:

i) Structured interviews focusing on technical knowledge and expertise relevant to the conduct

of work activities.

ii) Set a scenario-based questions to evaluate problem-solving abilities in real-world situations

to align with area of expertise.

i)y Conduct assessments of interpersonal skills necessary for collaboration within

multidisciplinary teams.

Section 3: The SELECTION PROCESS

After evaluating candidates following the recruitment process:

e The committee shall notify and recommend to the Deputy Managing Director and Copy

Managing Director of the selected candidates who best meet the established criteria.

e The committee shall provide an onboarding process that includes orientation about
LMHRA’s mission, vision, Core values, policies, procedures, and specific roles to be play

by the expert.

o The committee, through the office of the deputy managing director in collaboration with the
QMS unit, shall implement a system for ongoing performance evaluation based on the expert

key performance indicators (KPIs) to the scope of work or initiatives within LMHRA.

CHAPTER V BREACHES AND PENALTIES

Section 1: Breach and Penalty for Selected Experts

A breach occurs when any selected expert fails to adhere to the requirements set forth by

LMHRA or other applicable regulations. Key areas as outline may include:

i) Transparency and Accountability
ii) Confidentiality and Ethical conduct
iii)  Impartiality
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Section 2: Breach and Penalty for Expert

All selected experts shall be liable for a breach of any term or condition that are applicable in the
roles and responsibility of the experts. Upon identifying any case of breach by and through any
expert, the LMHRA may suspend or revoke the authorization letter of that expert found in violation

pending full investigation.

This guideline shall take effect immediately upon the approval of the chairman of the Board of

Directors.
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The guideline for.the requirement of external ex:

perts is Hereby Promulgated and A \pproved by
the Managing Dimc?ox‘ on this 13" Day of April A. D, 2026.

Hon. Luke L Bawo
Managing Director / LMHRA
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