[image: image1.jpg]


[image: image2.png]




VACANCY ANNOUNCEMENT FOR
Assistant to Project Manger
Project Title:

Second National Communication on Climate Change (SNC) 

Position Title:

Assistant to Project Manager
Funding:


Project number 00048165
Location:

Climate Change Office, DoE, MONRE, Vientiane, Lao PDR
Duration of Appointment:
6 months
Expected Starting Date:
As soon as possible
1. Background
UNDP is supporting the Government of Lao PDR to develop both their Second National Communication (SNC) to the United Nations Framework Convention on Climate Change (UNFCCC) and the National Climate Change Strategy for Lao PDR.  

2.  Overall duties and responsibilities
Overall responsibilities

· The APM will assist the project manager (PM) to run the project on a day-to-day basis on behalf of the SNC Project Board within the constraints laid down by the Board.

· The APM’s major responsibility is to support WREA and the PM to ensure that the project produces the results specified in the Annual Work Plan (AWP) to the required standard of quality and within the specified constraints of time and funds.  

Overall project management

· Provide assistance and support to the project team, Working Groups, and International Technical Advisor in the development of project activities. 

· Provide comprehensive support to the implementation of the project work plan.

Project planning

· Prepare plans on an annual and quarterly basis in close coordination with the PM, technical working groups, and the UNDP Environment Unit manager / Programme Analyst responsible for this project.

Project monitoring

· Plan and engage in project monitoring and evaluation activities, including the identification of risks, issues and lessons learned on a monthly basis.

Project reporting

· Support the PM to report regularly to the national project director (NPD), technical working groups and the Project Board. 

3. Expected results
High quality support, advice and substantial technical, administrative and logistical assistance to the PM. Project implementation on track. Deliverables may include (but are not limited to): required project reports, work plans, presentations, result based management logs, minutes of meetings and recommendations.

4. Qualifications 

· A  bachelor or master’s degree in Environmental Economics, Policy, Climate Change Science, Project Management or related social science fields 

· A minimum of seven (5) years of work experience in strategy formulation and management, and advisory capacity in the area of climate change or related fields. 

· Proven professional experience and sound technical knowledge on climate change.

· Experience in the development of greenhouse gas inventories, and vulnerability and adaptation analysis preferred.

· Track record of successful capacity building and institutional strengthening activities with the public sector.

· Experience in externally-funded development projects and working in teams.

Excellent interpersonal and communication skills and positive attitude towards working with national
Detailed job description (TOR) available at: http://www.undplao.org.
Please send detailed CV along with a letter of interest by 23 December, 2011 to:
Department of Environment, MONRE  Email: csiliya@yahoo.com and inthaboualy@hotmail.com 
Telephone/Fax (856 21) 265017, 020-54092111, 020-55629734
Female candidates are encouraged to apply
Only short-listed candidates will be contacted for interview

