Term of Reference
for National Project Coordinator (Lao National only)

1. Project Title:

Making access to Finance more inclusive for poor people
2. Position Title:


Project Coordinator
3. Duty Station:


Vientiane Capital, Lao PDR.
4. Duration of Appointment:
12 months with possible for renewable 

5. Expected Starting Date:                 
As soon as possible

Background

The “Making access to Finance more inclusive for poor people” is a joint programme of UNCDF and UNDP, nationally implemented by the Bank of the Lao PDR (BOL). The Joint UNCDF/UNDP programme on “Making Access to Finance more Inclusive for Poor People” is designed to improve an equitable access to land, markets and social and economic services, as well as to an enabled environment for growth with equity.  It will specifically increase access to financial services by low-income households and micro-entrepreneurs on a sustainable basis from 30,000 active clients in 2010 to over 140,000 active clients in 2014
The project is seeking a qualified National Project Coordinator who can provide significant accounting support to the Project Office based in BoL during the course of the project implementation.

Duties and Responsibilities

Project coordinator will be contracted to help the Project Manager and Chief Technical Advisor (CTA) in daily management activities in their respective project teams. S/he is expected to work closely with the assigned UNCDF staff, International consultant(s) and concerned government officials.

Specific responsibilities

· Assist the Project Manager with the design of strategies, work plans (including yearly and quarterly) for project implementation, and budgets and progress reports. 

· Act as a liaison point among the project team, government agencies concerned and UNCDF/UNDP to ensure timely implementation of the project.

· Provide input to the Project Manager on follow up actions required for the successful implementation of project activities on a day-to-day basis.

· Assist the Project Manager and CTA with the preparation of meetings, workshops, training programmes, technical discussion.  

· Strengthen the project team ability to develop project financial, planning and administrative procedures consistent with the principles of results based management 

· Set up and maintain Programme files
· Collect Programme related information data
· Provide necessary translation and interpretation(Lao-English and vice versa)

· Perform other project coordination related duties as required.

Qualifications and Experience

· At least Bachelor degree in economics, International Development or other related fields

· A minimum of 3 years of relevant professional and technical experience working in development projects.

· Knowledge and professional experience in micro finance
· Demonstrate understanding of government system and procedures

· Excellent drafting and communication skills in English and Lao
· Excellent coordination and networking skills
· Generates creative, practical approaches to overcome challenging situations
· Excellent computer skills, including full working knowledge of standard word processing, and presentation software packages, etc

· Applies the required depth and breadth of knowledge and expertise to meet job demands

· Uses information technology effectively as a tool and resource

· Plans and prioritizes work activities to meet organizational goals

· Demonstrate effective communication skills in a multidisciplinary working environment
· Demonstrate respect to knowledge and culture and religion in a multidisciplinary working environment
Expected Output

The outputs of this service include:

· Work plans and budget revisions for PM approval
· Minutes of project meetings
· Active liaison with the project counterparts
· Report of workshops, seminars, and/or trainings
· Project Asset list, Project Asset maintain list
· Risk Log, Issues Log, Lessons Learned Log, Communication and Monitoring Log
· Translated project relevant documents
· Written proposals, technical reports and analyses as appropriate
Reporting, Supervision and Performance Evaluation

· The Project Accountant will report jointly to the PM and will work closely with the project team.
· Performance to be evaluated by the PM, in coordination with the CTA and UNCDF Programme Analyst.
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