Job Description (Terms of Reference)
Project Assistant to PM (APM)
Project Title:


Second National Communication (SNC) 

UNDP Project (Project number: 00048165)

Position Title:

Assistant to Project Manager 
Funding:


Project number 00048165
Duty Station:


Office of the SNC Project, WREA, Vientiane, Lao PDR
Duration of Appointment:
6 months 
Working Conditions: 
Standard Government of Lao working conditions (including, 8am – 4:30 pm 5 days a week, 15 days annual leave per year)

Expected Starting Date:        As soon as possible


1. Background

The Lao PDR accessed the United Nations Framework Convention on Climate Change (UNFCCC) on 4 January 1995. As a party to the UNFCCC, the Lao PDR is required to periodically report to the Conference of Parties (COP) on greenhouse gas inventories, national measures to mitigate and facilitate adequate adaptation to climate change, and any other information relevant to the achievement of the objectives of the Climate Change Convention. Lao PDR is also a signatory of the Kyoto Protocol, which it accessed on 6 January 2003, and may thus host Clean Development Mechanism project activities to mitigate greenhouse gases. 

With funding from the Global Environment Facility (GEF) and technical support by the United Nations Development Programme (UNDP), the Lao PDR completed its First National Communication (FNC) in November 2000. Similarly, with funding from GEF and technical support by UNDP, the Lao PDR is in the process of finalizing its National Adaptation Programme of Action to Climate Change (NAPA).  The preparation of a Second National Communication (SNC) for UNFCCC, funded by GEF, has been approved and the implementation of this project over the next three years will encompass a national greenhouse gas inventory, vulnerability and adaptation analysis, integration of mitigation and adaptation considerations into national programmes, and a gap analysis, amongst other activities.

On 8 of May 2008, the Prime Minister established the National Steering Committee on Climate Change (NSCCC) and defined its mandates and responsibilities. One of the outcomes of the NSCCC is the development of a National Strategy on Climate Change that assesses the impacts, and outlines priority actions that need to be taken. This strategy is expected to be completed in September 2009, and its development will be undertaken in three stages:

1. Stage 1 (August 2008 – March 2009): Sectoral working groups will assess impacts of climate change and identify priority actions with the participation of all stakeholders, including international organizations.

2. Stage 2 (December 2008-June 2009): analysis of the implications of climate change on economic growth and the poverty reduction goals of the country will be undertaken. A financing framework will also be articulated to identify funding priorities and access new carbon financing instruments. Stage 1 and Stage 2 will conclude with the draft strategy and action plan that will be submitted for the consideration of the NSCCC.

3. Stage 3 (March 2009-October 2009): consultative process leading to the adoption of the National Climate Change Strategy and Action Plan.

In this context, WREA seeks qualified candidates to provide the Climate Change Office, the SNC Project Manager (PM) and Sectoral/Technical Working Groups with technical assistance and advice in order for them to develop the SNC, and to provide input to the process of development of the National Climate Change Strategy.  

2. 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.  

Specific responsibilities:
Overall project management

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

· Provide comprehensive support to the implementation of the project work plan.
· Liaise with the PM, SNC Project Board, Working Groups, and UNDP Environment Unit Manager / responsible Programme Analyst to ensure the sound overall direction and integrity of this project.
· Provide technical and managerial inputs to the PM, the Project Board and the technical working groups.

· Advise PM on substantial issues with regard to the development of the SNC as and when requested, providing technical and managerial inputs that support specific technical areas/outputs of SNC project.
· Identify and report any support and/or advice required for strengthening the management, planning and control of the project.
· Provide inputs to the PM on follow-up actions required for the successful implementation of project activities.

· Attend/hold project meetings and prepare minutes or meeting reports.

· Organize and help conduct training, seminars and workshops for government project staff on report writing, office management and administration, work planning, etc. as requested by the PM. 

· Provide translation when needed by the project.
· Ensure guidelines are followed and best practices maintained during the implementation of all project activities.

· Together with the project accountant, support the sound administration of the project.
· Coordinate with UNDP, Government Agencies, and other consultants and institutions engaged in the project.
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.
· Draft and finalize work plans and budgets for submission to and final approval by WREA and UNDP.
· Draft Terms of References (TORs) and identify consultant(s) and sub-contractor(s) as required.
Project monitoring

· Plan and engage in project monitoring and evaluation activities, including the identification of risks, issues and lessons learned on a monthly basis.
· Manage risks, including the development of contingency plans.
· Proactively identify and propose corrective actions to address risks and issues identified during monitoring and evaluation.
Project reporting

· Support the PM to report regularly to the national project director (NPD), technical working groups and the Project Board.
· Draft project progress reports, including quarterly, biannual, and annual reports, as well as Terminal or Project Performance Evaluation Report, and present to PM.
· Prepare / update Communication Logs, Risk Logs, Issue Logs, and Lesson Learned Logs and minutes of meetings.
· Provide recommendations for follow-up action as required.
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
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