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Terms of Reference 
for Special Service Agreement

	POST TITLE:
	PROJECT COORDINATOR

	AGENCY/PROJECT NAME:
	UNITED NATIONS OFFICE ON DRUGS AND CRIME (UNODC), LAO COUNTRY OFFICE

	COUNTRY OF ASSIGNMENT:
	Vientiane, Lao PDR.


	1) GENERAL BACKGROUND



	The project aims at strengthening the capacity in the Lao PDR of the criminal justice institutions, including the judiciary, and the government law enforcement bodies to prevent, investigate and prosecute cases of trafficking in human beings and related forms of organized crimes, including the enhancing of international co-operation. The project will assess the needs to implement the “Protocol to Prevent, Suppress and Punish Trafficking in Persons, particularly Women and Children”, supplementing the United Nations Convention against Transnational Organized Crime. The project’s main objective is to enhance the criminal justice mechanisms and law enforcement against trafficking in human beings. This will take place through proposed amendments to the criminal law structures, training for criminal justice practitioners and law enforcement in order to strengthen the country’s capacity to investigate, prosecute and convict traffickers.

	2) OBJECTIVES OF THE ASSIGNMENT



	Indicate key objectives of the assignment.

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.



	3) SCOPE OF WORK



	Indicate scope of work, which must be consistent with the budget for the works, and contain a concise and detailed description of the services or activities to be performed.

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. 



	4) DURATION OF ASSIGNMENT, DUTY STATION AND EXPECTED PLACES OF TRAVEL



	Indicate the duration of the assignment, duty station and expected places of travel.
12 Months (subject to availability of fund).



	5) FINAL PRODUCTS



	Provide a clear and unequivocal definition of the final product/s or deliverables (e.g., survey completed, workshop, conducted, data collected, reports written, etc)

Results Expected:

Develops, implements, monitors and evaluates the project. Develops and maintains effective working relationships. Efficiently uses of resources.


	6) PROVISION OF MONITORING AND PROGRESS CONTROLS



	Indicate detailed provision of monitoring and progress controls, including reporting requirements, periodicity, format and deadlines

The monitoring will take place periodically by assessing the results of the project activities and compare them with the objectives set initially.  Information on project indicators will be obtained by establishing baseline data through participatory surveys during the implementation of activities.

A mid-term evaluation will be conducted after the first year of the project that will also identify best practices.  A final evaluation will be carried out at the end of the project to assess sthe sustainability, efficiency and effectiveness of the project’s activities impact as well as best practices and lessons learned.



	7) DEGREE OF EXPERTISE AND QUALIFICATIONS



	Provide an unambiguous description of the required degree of expertise and qualifications including specialized knowledge, language needs and experience required, selection criteria, qualifications and performance or other standards the Contractor must fulfill; if applicable, a detailed list of all inputs and services which will be provided to the contractor by UNDP or, where applicable, by UNDP's implementing partners, in order to perform the contract

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.


	8) REVIEW TIME REQUIRED



	Review/approval time required to review / approve outputs prior to authorizing payments

Performance evaluation is to be prepared and approved by UNODC representative or designated officer before submission of each payment.


	9) CONSULTANT PRESENCE REQUIRED ON DUTY STATION/UNDP PREMISES


	( NONE                         ( PARTIAL                    ( INTERMITTENT                 √ ( FULL-TIME                                                               

IF FULL TIME – PLEASE ADD BELOW FOR JUSTIFICATION

If the assignment requires full time presence on UNDP/UNODC premises, a sound justification on why a full time presence is required.
Under the overall direction of the UNODC Representative, the incumbent will be responsible for providing technical, legal and managemenet advice in the planning and implementation of the project to provincial district, and village level agencies.  The technical adviser will supervise as well as document the implementation of activities contributing towards achieving the objectives as well as ensuring good governance practices.  The advisor willalso identify and assist with complementing and strengthening of other UNODC mandate areas including prevention of organized crime and corruption.








