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TERM OF REFERENCE

Post Title

:           Programme Associate 




UN Women 
Type of Contract
:
Service Contract, equivalent to GS 6 
  
Duty Station

:
United Nations Entity for Gender Equality and the Empowerment




 of Women 




Lao PDR Country Office
I. Background

UN Women’s vision is one where men and women have equal opportunities and capacities, where women are empowered and the where the principles of gender equality are firmly embedded in all efforts to advance development, peace and security.  Our fundamental objective is to enhance national capacity and ownership to enable national partners to formulate gender-responsive laws and policies and to scale up successful strategies to deliver on national commitments to gender equality.  

To meet this objective, UN Women will centre its work around 5 core principles: 1) providing demand-driven support to national partners to enhance implementation of international agreements and standards; 2) supporting intergovernmental processes to strengthen the global normative and policy framework on gender equality; 3) advocating for gender equality and women’s empowerment, championing the rights of women and girls – particularly those who are most excluded; 4) Leading and promoting coherence in UN system work on gender equality; and 5) Acting as a global broker of knowledge and experience, aligning practice with normative guidance.

UN Women focuses on 5 Thematic Priorities: 

1) Expanding women’s voice, leadership and participation 

2) Ending violence against women 

3) Strengthening implementation of women’s peace and security agenda 

4) Enhancing women’s economic empowerment 

5) Making gender equality priorities central to national, local and sectoral planning, budgeting and statistics:

The goal of UN Women in Lao PDR is to ensure that gender equality and women’s empowerment are achieved and women’s human rights are promoted and protected. In Lao PDR, UN Women has been implementing programmes and projects to support implementation of the Convention of Elimination of All Forms of Discrimination Against Women (CEDAW), including promoting the rights of migrant women workers and addressing violence against women. UN Women is now developing a Country Strategy to support Lao PDR national priorities in gender equality and women’s empowerment, within the framework of the United Nations Development Assistance Framework (UNDAF) and UN Women strategies, , with focus in the areas of women’s participation and leadership, gender responsive planning, improving legal frameworks for gender equality, access to justice, ending violence against women, migration and HIV/ADS and others. 

Duties and Responsibilities

Under the overall supervision of the Country Programme Manager,

the incumbent will perform the following functions and duties:
A. Support Programme Management and Coordination
· Provide effective support to Country Programme Manager in providing project and programme management support to the Lao Country Office;

· Under the supervisor’s guidance, coordinate and assist in the dissemination of programme-related information and communication within the Country Office and between the office and partners to support effective programme implementation;
· Create a project in ATLAS, prepare budget revisions, revision of project awards and project status, maintain records on fund utilization, and identify and support operational and financial closure of a project;

· Coordinate with implementing partners and conduct a preliminary review of reports submitted. Particularly on financial reports, liaise with the Finance Unit in the Sub-Regional Office ensuring accuracy and compliance;

B.   Knowledge Generation and coordination
· Support the conducting of research and knowledge products;
· Support and contribute to the development and production of programme-related documentation and materials, such as Programme reports, concept papers, terms of references (TORs) for technical consultancies, meeting reports, communication and other written materials as directed. Undertake and/or manage work requiring translation into Lao when required;

· Contribute to and maintain documentation and records on programmatic best practices and lessons learnt;
· Perform updates of web content on the Lao Programme web age;
C.  Administrative and Operational Assistance

· Maintain all necessary financial records ensuring timeliness, accuracy and compliance with financial accountability requirements, and act as the ATLAS focal point;

· Manage the payment processes and carry out necessary follow-ups on both PO and non-PO vouchers, register of goods receipt in ATLAS, once approved by relevant managers;
· Handle records management in the office, both in physical and electronic formats, ensuring that the information is complete and up-to-date;
· Coordinate with Operations and HelpDesk in the East and Southeast Asia Sub-regional Office in Bangkok as well as UNDP Office where applicable on various operational processes and transactions; 

· Support the organization of meetings, workshops, training sessions, presentations and other events

· Participate at Operations Management Meetings (OMT) as requested by the supervisor and bring key issues to the attention of the supervisor including the relevant person (s) at the SRO.
D. Others
· Undertake other duties as assigned by the Country Programme Manager

Corporate Competencies:

· Demonstrates commitment to UN’s mission, vision and values.

· Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability

Functional Competencies:

A. Knowledge Management and Learning

· Shares knowledge and experience

· Actively works towards continuing personal learning, acts on learning plan and applies newly acquired skills 

B. Development and Operational Effectiveness

· Ability to perform a variety of specialized tasks related to Results Management, including support to design, planning and implementation of programme, managing data, reporting.

· Ability to provide input to business processes re-engineering, implementation of new system, including new IT based systems

· Good knowledge of Results Management Guide and Toolkit

C. Leadership and Self-Management

· Focuses on result for the client and responds positively to feedback

· Consistently approaches work with energy and a positive, constructive attitude

· Remains calm, in control and good humoured even under pressure

· Demonstrates openness to change and ability to manage complexities

Qualifications, Skills and Attributes:

· Secondary Education with specialized certification in Social Sciences or development studies; qualifications in the fields of gender, migration/trafficking and/or development highly desirable;

· At least six years of relevant experience in administrative and programme support functions at the national or international level; 

· Experience and knowledge of the UN system an advantage;
Good command of both spoken and written English, including sound drafting skills;
· Good communication and interpersonal skills, especially the ability to relate to a wide range of team members and partners from varying cultural backgrounds;
· Progressive thinking, creative, flexibility, results-driven and able to function with minimal supervision;

· Proficient in standard office IT applications, including MS Word, Excel and Power Point. Proven IT skills in web development and website maintenance and updates is strongly desirable. 
NOTE: Under the terms of the contract type, this position is only open to Lao nationals only.
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