Job Description (Terms of Reference)
Finance and Administrative Assistant
	Project Title: 
	Institutional Strengthening and Capacity Development on Disaster Risk Management in Lao PDR  

	Position Title: 
	Finance and Administrative Assistant

	Funding: 
	

	Duty Station: 
	National Disaster Management Office (NDMO), Ministry of Labour and Social Welfare

	Duration of Appointment:
	12 Months 

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

	Expected Starting Date:
	Mid March 2010


1. Background

The Lao PDR is frequently affected by river floods, drought, fires, rodent infestation, flash floods, and storms. These recurrent natural hazards often result in human and economic loses, mainly affecting poor rural communities whose livelihoods depend heavily on agricultural activities. Therefore disaster risk reduction and management is not new in the Lao PDR and there have been good practices and lessons learnt.  However, the current disaster management practices heavily focus on response, and they are often implemented in an ad-hoc manner. In order for Lao PDR to achieve the Millennium Development Goals (MDGs), MDG1 Poverty Reduction in particular, it is imperative to enhance disaster risk reduction, preparedness and response capacities at all levels.  The current UNDP’s Country Programme Action Plan (CPAP) for 2007 to 2011, accordingly includes the development of national and local capacities to better prepare for and respond to disasters and ultimately strengthen capacities for disaster risk management as a priority activity.  

In October 2008, soon after the historic flood disaster, an Initiation Plan was implemented by UNDP to support preparatory assistance activities on disaster risk management and assist the Government of the Lao PDR to continue with an important disaster management planning process.  As an output of this initiation plan, a comprehensive project, ”Institutional Strengthening and Capacity Development on Disaster Risk Management,” was formulated and recently approved by the Government and UNDP in January 2010. 

The overall objective of this project is to strengthen national and local capacities for effective disaster risk management in Lao PDR.  Specifically, it aims to enhance the institutional and legal framework for disaster risk management and developing a national disaster management plan; further strengthen institutional and technical capacities of the NDMO to lead and coordinate disaster risk management, preparedness and response activities; help to enhance early warning systems and develop Standard Operating Procedures;  target the grassroots level to enhance communities’ capacities for preparedness and response; and, strengthen the Early Recovery cluster . In particular the project will support recovery activities in direct response to past and future disasters, such as the 2008 Floods and the recent September 2009 floods caused by Typhoon Ketsana. Throughout this project there is a focus on achieving gender equality in disaster risk management and response.
In this context, UNDP wishes to recruit a qualified Lao national as Finance and Administrative Assistant for 12 months to provide support to the NDMO for effective implementation of the Institutional Strengthening and Capacity Development on Disaster Risk Management project in Lao PDR.

2. Duties and Responsibilities

Under supervision of the Director of National Disaster Management Office and International technical advisor working within NDMO, the Finance and Administrative Assistant provides support to all financial and administrative matters related to the project. The Finance and Administrative Assistant will be responsible for advising on the financial management of the project and the maintenance of accurate accounting and financial records and reports, in accordance with the project document and UNDP Guidelines for Nationally Implementation Projects. The Project Accountant’s major tasks will include, but not necessarily be limited to, the following:
Financial Functions :
· Maintaining proper financial records and files in accordance with prevailing procedures;

· Preparing draft financial reports for the project team and advising them accordingly;

· Monitoring and supervising expenditures by project;

· Monitoring and analyzing project expenditures with respect to approved budgets and work-plans;

· Assisting the Project Manager (PM) and National Project Director (NPD) to prepare work plan, budgets and estimates of project quarterly expenditure; and

· Realizing, on a monthly basis, bank, CDR and expenditures reconciliations against project budget;

· Compiling monthly, quarterly and annual expenditure reports for the PM and NPD and project team and providing expenditure updates as required;

· Preparing requests for direct payment and requests for advance to project operating account;

· Preparing and maintaining updated ledgers and inventories of supplies and non-expendable property;

· Liaising with UNDP Crisis Prevention and Recovery, Policy & Management Support, Finance, Human Resource, Procurement and Logistics Units  as required;

· Briefing UNDP, donors, stakeholders or organizations in receipt of payments from the project on financial procedures and required documentation and overseeing payments of payments from the project including daily living and travel allowances for training participants etc.;

· Briefing and assisting newly arriving international and local consultants on basic financial procedures and requirements with respect to payments, entitlements, banking, currency provision and other issues related to finance;

· Ensuring financial guidelines are followed and best practices maintained during the implementation of all project activities;
Administrative Functions:
· Act as focal point for the project and UNDP monthly meeting, follow up on the progress of actions committed in the meetings, and record the meeting minutes.

· Assist the PM in following up with UNDP on procurement and other administrative requested to help resolving and improving administrative and financial problem. 

· Performing other relevant duties as required.

3. Qualifications and Experience 

· Recognized accounting qualification

· Knowledge of modern accounting and office procedures

· At least three years of accounting experience

· Proven spreadsheet (Excel), typing, word-processing and PC ability

· Experience working with development projects is an advantage

· Fluency in English and Lao, with reasonable written and oral communications skills
4. Reporting, Supervision and Performance Evaluation

· The Project Accountant and Administrative Assistant will report to the APM as well as to the PM and will work closely with the project team.
· Performance to be evaluated by the PM, in coordination with the UNDP Programme Officer
