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UNDP is the UN’s global development network, advocating for change and connecting countries to knowledge, experience and resources to help build a better life.

VACANCY ANNOUNCEMENT 

for Special Service Agreement 
Short-term International Consultant 

on Organizational Review and Capacity Development Support to National Disaster Management Office of Lao PDR 
	Location:     
	LAO PDR, Vientiane Capital   

	Application deadline:
	17 August 2010 

	Type of Contract: 
	SSA

	Languages Required :
	English

	Starting Date : 
	24 August 2010

	Duration :
	Approxiatmely 8 weeks 


Background: 

UNDP is a key partner of the National Disaster Managmnet Office (NDMO), Ministry of Labour and Social Welfare for a new project on Institutional Strengthening and Capacity Development on Disaster Risk Management in Lao PDR in strengthening  national and local capacities for effective disaster risk management in Lao PDR. One of the project key outputs is to strengthen institutional capacities of the NDMO to lead and coordinate disaster risk management activities in the country by restructuring the organizational set up of NDMO, establishing a functional organizational structure, anddeveloping technical capacities of NDMO and other Disaster Management actors, relevant line ministries and departments on disaster risk reduction/disaster management.
In supporting the government to achieve this output, UNDP is seeking an experienced international short-term international consultant for working in close consultation with the National Disaster Management Committee (NDMC), National Disaster Management Office (NDMO) and other key disaster management institutions from both government and non-government sectors, to 
support the government in conducting an organizational review and capacity development of NDMO and disaster management focal points in other ministries. In particular, the consultant will provide technical support in reviewing/assessing the current structure of NDMO, assessing staffing requirements, identifying key disaster management programme activities which NDMO will implement and proposing a workable organizational structure for NDMO, development terms of reference/job descriptions of NDMO staff and drafting NDMO operations manual. 

Duties and responsibilities:
Under the direct supervision of the National Project Manager and Programme Specialist, the consultant will conduct the following tasks: 

· Review the UNDP capacity development team quick assessment mission report on NDMO capacity

· Collect and analyze additional information as required on NDMO’s mandate and organisational structure; functions and mandate of each line ministry of the NDMC, functional relations and cooperations with other ministries and government agencies, including staffing requirement (job descriptions, staff level and categories, number of staff members and educational background)

· Identify key disaster management programme activities which NDMO will implement and propose a workable organizational structure for NDMO

· Assess staffing requirement for NDMO Development terms of reference/job descriptions of NDMO staff 

· Develop client-oriented NDMO operations manual and annual work plan(s) guiding its day-to-day functioning 

· Present the proposed organizational structure, staff job descriptions and Operations Manual of NDMO to NDMC for approval
· Prepare a draft decree on NDMO’s mandate, roles, functions and budget allocation
· Conduct a capacity/training needs assessment (CTNA) both internal and external to NDMO on DM/DRR and other related capacity areas in response to HACT Micro Assessment
· Develop a comprehensive training plan and capacity building strategy based on the CTNA and roll out of the training plan
Detailed Terms of reference can be downloaded at http://www.undplao.org/vacancies 
Competencies:

· In-depth knowledge and ability to evaluate, analyze and synthesize a variety of information directly related to organizational review/development and capacity development 
· Ability to lead strategic planning, results-based management and reporting 

· Ability to lead formulation of strategies and their implementation 

· Strong IT skills 

Qualifications and experience:
· Master Degree in Public Policy, Public Administration or other related fields (with a strong focus on organizational review/development, human resource management/capacity development). 

· At least 8 years of professional experience working on capacity development/building, programme management, human resource management, and training with familiarity of various mechanisms of capacity development in the context of developing countries, including UNDP’s and other public sector capacity assessment methodologies and tools 

· Extensive knowledge of Disaster Risk Management capacity development methodologies and institutional arrangements and human resource needs for their delivery.

· Extensive knowledge of organizational development approaches to institutional building combined with specific capacity development interventions related to disaster management inter/intra-government systems and organizational structures

· Prior work experience in the Lao PDR is desirable 

· Working experience in UN, in particular, in UNDP is an asset 

· Past experience in working with governmental DRM structures, the UN - or with other international organizations (e.g. the International Federation), would be an advantage

· Excellent skills in standard software (MS Word processing, spreadsheets)

Requirements for submission of applications: 

All interested and qualified candidates should apply on-line through the UNDP website at http://www.undplao.org/vacancies or http://jobs.undp.org. The UNDP will only accept applications submitted on-line. Please ensure that before making on-line application, you have completed the UNDP Personal History Form (P11). The electronic version of the P11 can be downloaded from http://www.undplao.org/vacancies (Current Vacancies Section). The completed P11 form further should be uploaded while applying on-line;  

Your proposal should consist of the following documents:

a) Technical proposal covering  methodology and approach;

b) Financial proposal: Lump sum offer with the cost breakdown (international travel, consultancy  fee and per diem).

c) Updated UN P11 form and CV.  

It is recommended that all documents shall be submitted in one electronic file in PDF or Word  format.  Applications from consultants without above requested documents will not be considered.

Note:  Please note that only short-listed candidates will be notified. Qualified female candidates are strongly encouraged to apply. 

For more detailed information about UNDP Lao PDR please visit our website at http://www.undplao.org

