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Terms of Reference 
for Special Service Agreement

	POST TITLE:
	Consultant on Organizational Review and Capacity Development Support to National Disaster Management Office of Lao PDR 

	AGENCY/PROJECT NAME:
	Institutional Strengthening and Capacity Development on Disaster Risk Management in Lao PDR project

	COUNTRY OF ASSIGNMENT:
	Vientiane Capital, Lao PDR


	1) GENERAL BACKGROUND



	A new project to strengthen national and local capacities for effective disaster risk management in the Lao PDR was developed based on a 2008 Initiation Plan. The project has the following four interlinked objectives: (a) to enhance the institutional and legal system/framework for disaster risk management by supporting the formulation of the legal instruments on disaster risk management, developing a national disaster management plan, and strengthening disaster management coordination mechanisms at all level; (b) to strengthen institutional capacities of the National Disaster Management Office (NDMO) to coordinate with line Ministries and humanitarian agencies on disaster risk management activities in the country; (c) to enhancing the disaster planning and response capacity within the National Disaster Management Committee structures down to provincial, district and community level; and (d) to develop capacity of the National Disaster Management Committee on early recovery. 

NDMO is the coordination focal point where international partners engage with the national disaster structure, under the NDMC. NDMO being a unit attached to Ministry of Labour and Social Welfare (MLSW) possesses limited authority and influence to plan, implement and monitor disaster management activities which it is expected to undertake.  . NDMO consists of a ten-person team, lacking in human and financial resources, training and equipment and as such cannot fully achieve its aims and objectives.  There is need to improve NDMO’s internal capacity to carry out its mandate of coordinating disaster activities between NDMC structure and the humanitarian agencies. It does not have a functional organizational structure, there is evidently lack of clarity on roles and functions, and the staffs do not have clear job descriptions/Terms of Reference that matches tasks and responsibilities expected of NDMO.  While there are a number of training opportunities made available by regional and international partners and donors on disaster management, the NDMO does not have a clear training programme for its staff much less for DM focal points of other ministries.  

In December 2007, the Capacity Development team of the UNDP Regional Centre in Bangkok (RCB) conducted a capacity assessment of the National Disaster Management Office (NDMO) of Lao PDR. The request for a capacity assessment emerged from recommendations of UNDAC and OCHA-UNDP Bureau for Crisis Prevention and Recovery (BCPR) missions to Lao PDR that took place earlier in 2007. Specifically, these mission reports argued that improvements to the disaster risk reduction/disaster management (DRR/DM) sector would be realized, in part, through a process of strengthening institutional capacities (see Annex A).

In this context, the International Consultant will work for the second output to strengthen institutional capacities of the National Disaster Management Office (NDMO) to coordinate with line Ministries and humanitarian agencies on disaster risk management activities in the country. Under the overall guidance of National Project Director of the project, the International Consultant will be working closely with Project Manager, the National Officer and project team on a day to day basis. S/ he will also be working with key institutions, 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. 
The International Consultant’s performance assessment will be the responsibility of the National Project Director and the Chief of Crisis Prevention and Recovery Unit. The International Consultant will be situated within the NDMO.

	2) OBJECTIVES OF THE ASSIGNMENT



	The overall objective of the consultancy is to support the government of Lao PDR, especially the National Disaster Management Office of Ministry of Labour and Social Welfare and National Disaster Management Committee to conduct an organizational review and Capacity Training Needs Assessment of NDMO and Disaster Management focal points of other ministries. S/he 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 and annual work plans. 


	3) SCOPE OF WORK



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

(i) Review the UNDP capacity development team quick assessment mission report on NDMO capacity
(ii) 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)

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

(iv) Assess staffing requirement for NDMO Development terms of reference/job descriptions of NDMO staff 

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

(vi) Present the proposed organizational structure, staff job descriptions and Operations Manual of NDMO to NDMC for approval
(vii) Prepare a draft decree on NDMO’s mandate, roles, functions and budget allocation
(viii) 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
(ix) Develop a comprehensive training plan and capacity building strategy based on the CTNA and roll out of the training plan


	4) DURATION OF ASSIGNMENT, DUTY STATION AND EXPECTED PLACES OF TRAVEL



	Approximately 8 weeks 


	5) FINAL PRODUCTS



	(a) Consultancy work plan within first week of arrival
(b) Technical report outlining findings and recommendations to enhance the functioning of NDMO
(c) Draft organizational structure, staff job descriptions, operations manual and Annual Work Plans 
(d) Draft decree on NDMO’s mandate, roles, functions and budget allocation
(e) Capacity/Training Needs Assessment report outlining training needs

(f) Training plan on DRR/DM and ODA programme/project management on Resulted base Management, financial management, human resource management, procurement and asset management


	6) PROVISION OF MONITORING AND PROGRESS CONTROLS



	10% upon the delivery of (a)
35% upon the delivery of (b) and (c) above
15% upon the delivery of (d) 

40% upon the delivery of (e) and (f)


	7) DEGREE OF EXPERTISE AND QUALIFICATIONS



	Education: 

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

· 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)

Language Requirement:

· Fluency in spoken and written English

· Knowledge of Lao is a strong asset

Competencies 

Corporate Competencies:

· Demonstrates integrity by modeling the UN values and ethical standards 

· Promotes the vision, mission, and strategic goals of UNDP 

· Displays cultural, gender, religion, race, nationality and age sensitivity and 
adaptability 

· Treats all people fairly without favoritism 

· Excellent analytical and organizational skills 

Functional Competencies: 

Knowledge Management and Learning

· Promotes a knowledge sharing and learning culture 

· Has good knowledge of UNDP programme and operational issues 

· Ability to provide top quality policy advice

Development and Operational Effectiveness

· 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 

Management and Leadership

· Focuses on impact and results for the client and responds positively to feedback 

· Ability to establish effective working relations in a multicultural team environment 

· Excellent interpersonal skills 

· Consistently approaches work with energy and a positive, constructive attitude 

· Demonstrates strong oral and written communication skills 
· Ability to work in a fast pace environment under very tight deadlines
· Builds strong relationships with internal and external clients 

	8) REVIEW TIME REQUIRED



	At least two weeks required to review and approve outputs.


	9) CONSULTANT PRESENCE REQUIRED ON DUTY STATION/UNDP PREMISES


	( NONE                         ( PARTIAL                    ( INTERMITTENT                  X FULL-TIME                                                               










