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	UNITED NATIONS DEVELOPMENT PROGRAMME

GENERIC JOB DESCRIPTION




	I.  Position Information


	Job Code Title: Programme Associate
Position Number:  [xxxxx]
Department: Crisis Prevention & Recovery Unit

Reports to: Unit Chief
Position Status:    (Non-Rotational)


	Classified Grade: ICS 6
Position Classified by: HR Unit 
Classification Approved by: UNDP RR 

	II. Organizational Context 



	Under the overall guidance of the Crisis Prevention and Recovery Unit Chief, the Programme Associate ensure effective delivery of the CO programme by entering and managing data and supporting programme implementation consistent with UNDP rules and regulations. 
The Programme Associate works in close collaboration with the operations, programme and projects’ staff in the CO and the UNDP HQs as required for resolving complex finance-related issues and exchange of information.   


	III. Functions / Key Results Expected



	Summary of Key Functions:

· Support to formulation of programme strategies and implementation of the Country Programme Action Plan
· Support to management of the UXO and disaster risk reduction programmes
· Administrative support to the Crisis Prevention and Recovery Unit

· Support to resource mobilization 

· Facilitation of knowledge building and knowledge sharing

	1. Supports formulation of programme strategies and implementation of the Country Programme Action Plan focusing on achievement of the following results: 

· Collection, analysis and presentation of background information for preparation of CCA, UNDAF, CPD, CPAP, effective application of results-based management tools and establishment of management targets. 
· Presentation of background information for formulation of country programme, draft project documents, work plans, budgets, proposals on implementation arrangements.

 

	2. Provides effective support to management of the UXO and disaster risk reduction management programme focusing on the achievement of the following results:

· Creation of projects in Atlas, preparation of required budget revisions, revision of project award and project status, determination of unutilized funds, operational and financial close of a project.

· Provision of guidance to the implementing partners on routine implementation of projects.

· Presentation of information for audit of NIM projects supports implementation of audit recommendations.

· Provision of support to undertake preliminary check of the project IPOA request and advance settlement.
· Provision of support in preparing quality monthly financial reports on the UNDP disbursement and share them with the projects in timely manner. 
· Preliminary review of the requests for UNDP’s services to the projects to make sure that they follow according to the work plan and that the financial authorizations follow the agreements with the donor, and prepare the vouchers related to the requests.


	3.   Provides administrative support to the Crisis Prevention and Recovery Unit focusing on achievement of the following results:
· Provision of assistance to the Unit in coordinating and organizing regular project monthly meeting, follow up on the progress of actions committed in the meetings, record the meeting minutes and drafting correspondence.
· Provision of support in monitoring the procurement process and share with the projects of the progress on regular basis.
· Regular follow up on status of projects’ procurement requested and resolve procurement and administrative issues to ensure quality services are provided by UNDP to the clients in a timely manner.
· Update and maintenance of the counterpart and partner contact list for the Unit.
· Maintenance of filing and archiving.
· Provision of support in reviewing NIM projects Financial Report and preparing non-PO vouchers for development projects.
· Maintenance of internal expenditures control system, which ensures that vouchers processed, are matched and completed, transactions are correctly recorded and posted in Atlas.
· Timely corrective actions on unposted vouchers, including the vouchers with budget check errors, match exceptions, unapproved vouchers. 
· Creation of requisitions in Atlas for development projects, register of goods receipt in Atlas.
· Making budget check for requisitions, POs and vouchers.
· Representation from the Unit for undertaking Spot Check Monitoring as and per required.
· Translation of English-Lao-English related project document as per assigned by Programme Analyst and or Unit Manager


	    4 . Supports resource mobilization focusing on achievement of the following results:

· Analysis of information on donors.

· Track and reporting on mobilized resources. Reviewing of contributions agreements and managing contribution in ATLAS.


	5. Supports facilitation of knowledge building and knowledge sharing in the CO focusing on achievement of the following results:

· Organization and/or coordination of trainings for the operations/project staff on programme.

· Contribution to knowledge networks and communities of practice.

· Synthesis of lessons learnt and best practices in Crisis Prevention and Recovery programme.

· Update of project factsheets and other public information material.




	IV. Impact of Results



	The key results have an impact on the overall performance of the Crisis Prevention and Recovery Unit, and success in implementation of programme strategies.  Accurate analysis, data entry and presentation of information ensure proper implementation of the UXO and disaster risk reduction programme.




	V. Competencies 



	Corporate Competencies:

· Demonstrate commitment to UNDP’s mission, vision and values
· Display cultural, gender, religion, race, nationality and age sensitivity and adaptability
· Treat all people respectfully and fairly without favoritism
· Demonstrate high integrity


	Functional Competencies:

Knowledge Management and Learning

· Shares knowledge and experience;

· Actively work towards continuing personal learning and apply newly acquired skills

· Basic knowledge about the UN/UNDP that would facilitate the adaptation to the work environment
Development and Operational Effectiveness

· Able to perform a broad range of activities pertaining to the job, including data/ schedule management, maintenance of protocol, screening and collecting of programme/projects documentation, projects data entering, etc

· Able to handle information and documents with effectiveness and confidentiality

· Develop and enhance understanding about UN/UNDP systems, procedures and operational activities

· Demonstrate excellent organizational skills, as well as strong written and oral communications skills and interpersonal skills in dealing with colleagues, stakeholders, clients and vendors
· Handle multi-tasks   
· Able to work under stress
Leadership and Self-Management

· Be pro-active and shows initiative 

· Able to work independently as well as within a team 

· Consistently approach work with energy and a positive, constructive attitude
· Focus on results for clients, and respond positively to feedback
· Remain calm, in control and good humored even under pressure

· Demonstrate openness to change

· Able to prioritize conflicting tasks depending upon urgency and importance
· Willing to take on added responsibility and to build team morale and consensus


	VI. Recruitment Qualifications



	Education:
	· Secondary Education, preferably with specialized certification or diploma in Business Administration or Accounting or Finance

· A university degree (BA) in Business or Public Administration, Economics, Political Sciences, Social Sciences and International Relations would be desirable, but is not a requirement


	Experience:
	· 5-6 years of progressively responsible administrative or financial/project management experience at the national or international level
· Familiarity with the UN system is an asset
· Experience in handling web based management systems
· Advance knowledge about spreadsheet and database package
· Excellent administrative and computer skills, including Microsoft Office (Word, Excel, PowerPoint, Internet Explorer, Outlook, etc)
· Good communications and drafting skills
· Experience in working in a multi-national setting(s) with people from different cultural backgrounds is an asset
· Experience of using ATLAS is a strong asset

· Experience in working in the UXO sector is a strong asset

	Language Requirements:
	Fluency in English and Lao language


	VII. Signatures-  Job  Description Certification



	Supervisor

Name:                                            Signature                                         Date

	Resident Representative
Name: Sonam Yangchen Rana    Signature                                         Date
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