Job Description (ToR) for Project Secretary/ Petty Cash Custodian
Project Title:
Support to Lao PDR Water and Wetland Policy (LWP) UNDP Project (Project number: 00057426)
Position Title:
Project Secretary
Duty Station:
Office of the LWP Project, PAFO, Attapeu Province, Lao PDR
Duration of Appointment:
12 months 

Working Conditions: 
Standard Government of Lao working conditions (including, 8:00am – 4:30pm, 5 days a week, 15 days annual leave per year)

Expected Starting Date:       
As soon as possible


Background

The UNDP supported project “Support Lao PDR Water and Wetland Policy (LWP)” is implemented by the Attapeu Provincial Agriculture and Forestry Office (PAFO), National Agriculture and Forestry Research Institute (NAFRI) and Department of Livestock and Fisheries (DLF) of the Ministry of Agriculture and Forestry (MAF). The project aims to strengthen capacities for sustainable use of Lao PDR wetlands. It will focus on the strengthening of national wetland management regulations and policies. Wetland planning approaches at village, sub-village, and district/provincial levels will be applied in Attapeu Province. To improve communities’ livelihoods, the project will also provide training on wetland resources conservation and sustainable use for poor households; marketing and processing of wetlands and non-timber forest products; and income generation opportunities based on improvement of agricultural activities. In pursuit of this objective, PAFO and UNDP Lao PDR seek a qualified Project Secretary/Petty Cash Custodian who can support the project to achieve its objectives. 

Duties and responsibilities:
Under supervision of the Project Manager (PM), Assistant Project Manager, Accountant and working as a member of the project team, the Project Secretary/Petty Cash Custodian provides support to the development of all financial matters related to the project. The Project Secretary will be responsible for facilitation of the LWP Office through general secretarial support and day to day management of operations, information and networking – 

· Maintaining the staff movement and meetings calendars for LWP Office staff, keeping in touch with them during travel, manage travel arrangements for LWP Office staff and visitors, including visa and accommodation 

· Deal with and record telephone messages, e-mail messages, establish, and maintain centre filing and data system, in hard copy as well as computerized form as appropriate. 

· Develop a computerized mailing list, as well as an information data base on the programme’s principal contact addresses, contact numbers and emails

· Ensure admin/finance/personnel forms are available and used as and when required by the UNDP systems

· Maintain the corporate identity of the LWP by ensuring that all letters, memos, faxes, proposals and reports of the programme adhere to the programme style

· Assist purchasing and requisition systems according to the established procedures, ensuring that equipment, materials and supplies are available as and when required including stationary

· Assist with the organization of meetings and seminars and other events related to the LWP, including travel and accommodation for participants, and taking minutes where necessary

· Maintain administration files/correspondent with government and NGOs and other partners

· Providing water, coffee for visitors/meeting when needed

· Keeping in touch with other LWP, DLF, LARReC, NAFRI and UNDP offices in aspects concerning the work of the LWP
· Ensuring financial guidelines are followed and best practices maintained during the implementation of all project activities;

· Check and reconcile accounts and records, as required;
· Assist the Project Accountant in producing monthly, quarterly and annual financial reports and financial statements on time;
· Take responsibility for the safe custody of petty cash and supporting documents

· Prepare and inspect daily petty cash disbursement documents and maintain a record of all related documents and necessary reimbursements;
· Prepare cheques and manage cheque account, including producing and maintaining a record of all record documents; 

· Procurement of Office Equipment, and prepare inventory for quarterly;

· Assist in other aspects of administration as required
Qualifications and Experience 

· Completion of secondary education, typing ability

· Knowledge of modern accounting and office procedures

· Ability to operate word-processing equipment maybe required

· At least one year accounting and secretarial experience

· Experience working with development projects an advantage

· Fluency in English and Lao, with reasonable written and oral communications skills

Expected Output

· The outputs of this service include LWP project Facilitation/Coordination, Petty Cash reports and Plans to the satisfaction of the Project Team and UNDP.  
Reporting, Supervision and Performance Evaluation

· The Project Secretary will report jointly to the Project Accountant, APM and PM and will work closely with the project team.
· Performance to be evaluated by the PM, in coordination with the UNDP Programme Analyst
Liaison and administrative arrangement

The Project Secretary will work closely with the Project Accountant. S/he will also work and consult with the Project Manager and his Assistant PM, Project Teams, communities in selected project pilot sites and the concerned government counterparts. She/he will report to PM. When and as required, the Project Office based in the PAFO of Attapeu Province will provide:

· Office space

· Transport, office supplies, communication facilities, photocopying facilities

· Assistance with visas and other administrative formalities
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