Job Description (Term of Reference) for Assistant Project Manager

1. Project ID and Title:

00057518-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, Lao PDR
4. Duration of Appointment:
12 months 

5. Working Conditions: 

Standard Government of Lao working conditions 






(including, 8am –  4:30 pm 5 days a week, 15 days annual 






leave per year)

6. Expected Starting Date:       
As soon as possible


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

Assistant Project Manager as assistant to the Project Manager will be contracted to help the Project Manager in daily management activities in their respective project teams. She/he is expected to work closely with the assigned UNDP staff, International consultant(s) and concerned government officials.

Specific responsibilities

Overall project management

· Manage the production of the required deliverables under identified activities

· Direct and motivate the project team in central and provincial level

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

· Be responsible for project administration  in the project office 

· Liaise with project manager 

Project planning:

· Prepare draft plans for each project Stage and, if necessary, Exception Plans in conjunction with other project team members in central and provincial level 

· 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 reporting

· Prepare and report to the Project Manager through Highlight Reports and End Stage Reports

· 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

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

· Compilation of monthly and annual expenditure reports for the 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 Finance Unit and UNDP Programme Analyst and Programme Associate as required

· Briefing people 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

· Performed on monthly basis on bank, Combined Delivery Report (CDR) and expenditures reconciled against project budget 

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

Qualifications

· 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;

· Familiarity with environmental laws/regulations/conventions, especially with CBD; CDD and UNFCCC
· 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, preferably in provinces in Lao PDR;

· Excellent reporting skills;

· Good skills in Microsoft Office;

· 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 
· Quarterly, biannual, annual, Terminal project reports to the MAF, UNDP and Donors
· Minutes of project meetings
· Active liaison with the project counterparts
· Report of workshops, seminars, and/or trainings
· Risk Log, Issues Log, Lessons Learned Log, Communication and Monitoring Log
· Written proposals, technical reports and analyses as appropriate
Liaison and administrative arrangement

The Assistant PM will work closely with the UNDP Environment Unit responsible Programme Analyst. S/he will also work and consult with the Project Manager, Project Teams including International Expert(s), 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 Department of Forestry/MAF will provide:

- Office space

- Transport, office supplies, communication facilities, photocopying facilities

- Assistance with visas and other administrative formalities
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