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United Nations Development Programme





          





VACANCY ANNOUNCEMENT 

for Assistant Project Manager (Lao National only)

1. Project Title:
Meeting the Primary Obligations of the Lao PDR through Strengthening Capacity to Implement 



Natural Resources Legislation (NCSAFU) 
2. Position Title:
Assistant Project Manager
3. Duty Station:

Office of the NCSAFU Project, Department of Forestry DoF)/Ministry of Agriculture and Forestry (MAF), 



Vientiane Capital

4. Duration of Appointment:
12 months with possible for renewable
5. Expected Starting Date:       As soon as possible
6. Deadline for application submission: 05 November 2010


Background:  UNDP has conducted a National Capacity Needs-Self Assessment (NCSA) with regard to the implementation of the three Rio Conventions by Lao PDR. The present project Meeting the Primary Obligations of the Lao PDR through Strengthening Capacity to Implement Natural Resources Legislation (NCSAFU) is a response or follow up on the NCSA and is implemented by Department of Forestry (DoF) of the Ministry of Agriculture and Forestry (MAF). The project aims to strengthen capacities of national, local organizations and communities for better and more effective enforcement of climate change, land degradation and biological diversity legislations. In pursuit of this objective, MAF and UNDP Lao PDR seek a qualified Assistant Project Manager who can provide significant and professional technical and managerial support to the Project Management and Implementation Team in Vientiane and target provinces.
Duties and Responsibilities: 
Overall project management:
· Manage the production of the required deliverables under identified activities

· Identify and obtain any support and advice required for the management, planning and control of the project’s activities 

· Be responsible for project office administration

Project planning:

· Draft and finalize work plans and budgets for submission to and final approval by PM, Project Executive Board and UNDP

· Draft Terms of References ( TORs) and identify consultant(s) and sub-contractor(s) as required

Project monitoring

· To providing technical and managerial guidance to project team in their respective agencies on behalf of Project Manager for effective coordination and communication for project implementation

Project reportin:
· Prepare and report to the Project Manager 

· Prepare the Lesson Learned Report

· Prepare any Follow-on Action Recommendations required 

Project accounting:
· Maintaining proper financial records and files in accordance with prevailing procedures

· Preparing draft financial reports for project team and providing advise on them to NPD and PM

· Monitoring and supervising expenditures by project

· Assisting the PM to prepare work plan, budgets and estimates of project quarterly expenditure

Required Skills and experience:

· At least a Master degree or equivalent related to environment science or engineering field, natural resources management/development, Human Resources or related field;

· Extensive professional experience, at least three years in project development/management;

· Good understanding of the Government of Lao PDR and UNDP policies, structure and procedures;

· Experience in externally-funded Natural Resources development projects and working in teams;

· Excellent reporting skills;

· High level of proficiency in English and Lao would be an advantage.
Expected Output: The outputs of this service include:  Work plans and budget revisions for PM approval; Terms of References; project reports; Written proposals, technical reports and analyses as appropriate.
Detailed Terms of Reference and P11 form can be downloaded at http://www.undplao.org/vacancies 
Requirements for submission of applications:  A letter of interest with updated CV and relevant experiences. Applications shall be sent no later than 05 November 2010 via email to: phengsy.norintha@undp.org  or by currier, mail to Procurement Unit,  UNDP Lao PDR, Vientiane PO Box 345. Please indicated in e-mail subject or on the envelope “Application – Assistant Project Manager for NCSAFU Project “ 
Contact details: Tel.(856 21) 267 777  Fax: (856 21) 267 799; 264 939. 
Female candidates are encouraged to apply. Applicants will be contacted only if under serious consideration.

