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UNDP is the UN’s global development network, advocating for change and connecting countries to knowledge, experience and resources to help build a better life.

VACANCY ANNOUNCEMENT 

 International Project Coordinator 

	Location:     
	LAO PDR, Vientiane Capital   

	Application deadline:
	29 October 2010 

	Type of Contract: 
	SSA

	Languages Required :
	English

	Starting Date : 
	15th November 2010 

	Duration :
	One year (extendable subject to availability of fund) 


Background: 

This position is located within the UNODC Lao Country Office, based in Vientiane, Lao PDR. The Project Coordinator will work under the general supervision and direction of the United Nations Office on Drugs and Crime (UNODC) Representative, Lao Country Office, and will provide operational assistance and oversee all aspects of the project.

Duties and responsibilities:

Within delegated authority, the Project Coordinator will be responsible for the following duties:

· Provides operational assistance of the project in accordance with the project document.

· Coordinates administrative matters, and provides assistance to the Representative and to consultants, as required.

· Liaises with the government and the implementing agencies and other involved parties and agencies, as well as civil society.

· Implements specific tasks of the project, including all arrangements for workshops and training sessions to be conducted under the project.

· Formulates and coordinates consultancies for the timely execution of project activities as required.

· Devises surveys and questionnaires, and collects data for monitoring and evaluation purposes.

· Prepares and ensures timely submission of progress reports in line with both internal and external reporting and monitoring requirements as required.

· Performs other duties as required. 

Detailed Terms of reference can be downloaded at http://www.undplao.org/vacancies 
Competencies:

· Professionalism: Knowledge and understanding of theories, concepts and approaches relevant to the rule of law and human trafficking. Ability to identify issues, analyse and participate in the resolution of issues/problems. Ability to conduct data collection using various methods. Ability to apply judgment in the context of assignments given, plan own work and manage conflicting priorities. Shows pride in work and in achievements; demonstrates professional competence and mastery of subject matter; is conscientious and efficient in meeting commitments, observing deadlines and achieving results; is motivated by professional rather than personal concerns; shows persistence when faced with difficult problems or challenges; remains calm in stressful situations. Takes responsibility for incorporating gender perspectives and ensuring the equal participation of women and men in all areas of work.

· Communication: Speaks and writes clearly and effectively; listens to others, correctly interprets messages from others and responds appropriately; asks questions to clarify, and exhibits interest in having two-way communication; tailors language, tone, style and format to match audience; demonstrates openness in sharing information and keeping people informed.

· Teamwork: Works collaboratively with colleagues to achieve organisational goals; solicits input by genuinely valuing others’ ideas and expertise; is willing to learn from others; places team agenda before personal agenda; supports and acts in accordance with final group decision, even when such decisions may not entirely reflect own position; shares credit for team accomplishments and accepts joint responsibility for team shortcomings.

· Planning& Organising: Develops clear goals that are consistent with agreed strategies; identifies priority activities and assignments; adjusts priorities as required; allocates appropriate amount of time and resources for completing work; foresees risks and allows for contingencies when planning; monitors and adjusts plans and actions as necessary; uses time efficiently.

· Accountability: Takes ownership of all responsibilities and honours commitments; delivers outputs for which one has responsibility within prescribed time, cost and quality standards; operates in compliance with organisational regulations and rules; supports subordinates, provides oversight and takes responsibility for delegated assignments; takes personal responsibility for his/her own shortcomings and those of the work place.

· Creativity: Actively seeks to improve programmes or services; offers new and different options to solve problems or meet client needs; promotes and persuades others to consider new ideas; takes calculated risks on new and unusual ideas; thinks “outside the box”; takes an interest in new ideas and new ways of doing things; is not bound by current thinking or traditional approaches.

· Client Orientation: Considers all those to whom services are provided to be “clients” and seeks to see things from clients’ point of view; establishes and maintains productive partnerships with clients by gaining their trust and respect; identifies clients’ needs and matches them to appropriate solutions; monitors ongoing developments inside and outside the clients’ environment to keep informed and anticipate problems; keeps clients informed of progress or setbacks in projects; meets timeline for delivery of products or services to client.

· Commitment to Continuous Learning: Keeps abreast of new developments in own occupation/profession; actively seeks to develop oneself professionally and personally; contributes to the learning of colleagues and subordinates; shows willingness to learn from others; seeks feedback to learn and improve.

Technological Awareness: Keeps abreast of available technology; understands applicability and limitation of technology to the work of the office; actively seeks to apply technology to appropriate tasks; shows willingness to learn new technology.
Qualifications:

Education:   Advanced university degree (Master’s degree or equivalent) in Law, Criminology, International Relations or other relevant social sciences. A first-level university degree in combination with qualifying experience may be accepted in lieu of the advanced university degree.

Experience:  A minimum of three years of progressively responsible experience in project or programme management,  administration, project advisory services or related area. Experience with human trafficking and organised crime is an advantage.
Language:    Fluency in English, and Lao language skills considered an asset.

Other:          Computer literacy and working level in Microsoft Office. Living and working experience in the region, as well as knowledge of or experience in the work of international organisations, is an asset. Knowledge or experience in the area of fund raising is also desirable.
Requirements for submission of applications: 
a) All interested and qualified candidates should apply on-line through the UNDP website at http://www.undplao.org/vacancies or http://jobs.undp.org. The UNDP will only accept applications submitted on-line. Please ensure that before making on-line application, you have completed the UNDP Personal History Form (P11). The electronic version of the P11 can be downloaded from http://www.undplao.org/vacancies (Current Vacancies Section). The completed P11 form further should be uploaded while applying on-line;  

b) Interested individual consultants must submit the following documents/information and demonstrate that they are qualified:

1)  A resume and cover letter;

2)  Strongly recommend submission of examples of recent, relevant work related to Business Continuity Planning, Pandemic Preparedness Planning and or/avian influenza
3)  A list of three references;

c) Remuneration will depend on the selected consultant’s qualification and experience and will be in compliance with applicable UN rates.

Note:  Please note that only short-listed candidates will be notified. Qualified female candidates are strongly encouraged to apply. 
For more detailed information about UNDP Lao PDR please visit our website at http://www.undplao.org 

