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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 

 International Project Coordinator 

	Location:     
	LAO PDR, Vientiane Capital   

	Application deadline:
	17 December 2010 

	Type of Contract: 
	SSA

	Languages Required :
	English

	Starting Date : 
	1st January 2011 

	Duration :
	One year (extendable subject to availability of fund) 


Background: 

This position is located in Oudomxay Province, Lao PDR.  The Project Coordinator will provide operational assistance and oversee all aspects of the project under the direct supervision of the United Nations Office on Drugs and Crime (UNODC) Reperesentative for the Lao PDR and the technical guidance of the Substantive Office in Vienna.
Duties and responsibilities:

Under the direct supervision of the Country Representative and the technical guidance of the Substantive Office in Vienna, the incumbent will be responsible for managing, implementing and monitoring the implementation of the Project “ Increasing Food Security and Promoting Licit Crop Production and Small Farmer Enterprise Development  in Lao PDR and Myanmar”,  In particular, the incumbent will undertake the following tasks:

1. Plan, manage, coordinate and implement the project strategies and activities as outlined in the project document;

2. In consultation with HQ, he/she will prepare detailed work plans and accompanying budgets and budget revisions for all project activities;

3. Ensure timely project review, revisions, monitoring and completion of related reporting obligations;

4. Be fully responsible for the day-to-day management of the project, particularly the management of all project activities;

5. Monitor implementation of all activities and prepare reports on the progress to the Representative and the Sustainable Livelihoods Unit, He/she will ensure the timely and accurate submission of required progress and financial reports;

6. Organize and oversee all procurements of goods and services as per project activities and in line with UN procurement regulations and financial rules;

7. Prepare Terms of Reference for sub-contractors to ensure qualitative and objective procurement of services;

8. Facilitate final reporting obligations of the project;

9. Participate as a member of the UNODC delegation in Inter-Governmental and International Partners meetings preparing documentation for both, as and when required;

10. Prepare background papers, correspondence with governments, working papers, mission reports, presentations, policy proposals and ad hoc reports;

11. Correspond with governments and analyze the replies received;

12. Carry out any other assignments as required.

Detailed Terms of reference can be downloaded at http://www.undplao.org/vacancies 
COMPETENCIES AND SKILLS

· Very good knowledge of and demonstrated ability to provide effective advice on concepts and approaches relevant to alternative development, technical cooperation assistance and project management;
· Ability to establish priorities and to plan, coordinate and monitor work plans, prioritize competing demands and work to tight deadlines;
· Very good research, analytical and problem-solving skills;
· Excellent drafting and communication skills with proven ability to write in a clear and concise manner and to communicate effectively, including ability to prepare reports and conduct presentations;
· Creativity with an ability to generate options to solve problems or meet clients’ needs;
· Proven interpersonal skills and the ability to establish and maintain effective working relations with people in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity;
· Computer skills and use of relevant soft wares;
EDUCATION
· Advanced university degree in Social Science, Agriculture, Agricultural Extension, Community Development, Political Science and Public Policy, Economics or other related subject.
WORK EXPERIENCE
· Advanced university degree in Social Science, Agriculture, Agricultural Extension, Community Development, Political Science and Public Policy, Economics or other related subject.
· Experiences in management and implementation of alternative development, rural and community development or sustainable livelihoods development projects;
· A minimum of five years of professional experience working with international organizations;
· Relevant working experience in a developmental context;
· Excellent familiarity with modalities of cooperation with civil society and NGOs;

LANGUAGES
· Proven/full proficiency in local language and English with communication drafting skills;
· Knowledge of local languages is an advantage.
OTHER SKILLS
· Good knowledge and practical experience of United Nations programmes, policies, guidelines and mandates especially in the area of expertise.

Requirements for submission of applications: 
a) 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;  

b) Detailed financial offer: Lump sum offer with clear cost breakdown (international travel, consultancy fee and DSA).
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 

