Terms of Reference 

PEI Financial Coordinator
Project Title:


Poverty Environment Initiative (PEI) in Lao PDREnvironment Initiative 
Position Title:

Financial Coordinator 
Funding/project number:
00064088 (PEF Fund) for PEI-IPD
00074227 (UNDP originating from UNEP-DEPI) for PEI-NERI
00064088 PEF Activity 6
Duty Station:


National Economic Research Institute, MPI, Vientiane, Lao PDR/




Investment Promotion Department, MPI, Vientiane, Lao PDR




UNDP CO, Environment Unit, Lao PDR
Duration of Appointment: 
6 months (July 2011 to Dec 2011)
Working Conditions: 
Standard Government of Lao working conditions: 8am – 4:30 pm, when working for UNDP CO: 8am – 5 pm
Type of contract:
Special Service Agreement
Expected Starting Date:
July 2011

1. Background
Environmental management is central to the health, livelihoods and vulnerability of poor people in Asia and the Pacific. Mainstreaming seeks to improve environment outcomes that contribute to achieving the MDGs. Governments and other stakeholders improve environment outcomes that matter to poor people by mainstreaming poverty environment issues into key processes and their implementation – including national plans, sectoral strategies, environmental policies, economic decision making and subnational planning. The UN and other development partners can encourage mainstreaming by expanding knowledge and strengthening capacity, incentives and institutional processes to give a higher priority to environment issues that matter to poor people.  
The Joint UNEP and UNDP Poverty-Environment Initiative (PEI) was formulated in Lao PDR to integrate pro-poor environmental concerns and opportunities in the national development planning, implementation and budgeting processes. PEI will provide targeted support to the Government of Lao PDR’s on-going efforts to achieve poverty reduction through sustainable natural resource management. PEI programme will be implemented over a period of 31 months (May 2009 – December 2011) by the Ministry of Planning and Investment (MPI) and provincial authorities in targeted provinces with support from the UNDP CO Lao PDR. 
Its expected outputs include the integration of poverty-environment linkages in the 7th National Socio Economic Development Plan (NSEDP) (output 1), strengthened capacities of national and provincial authorities to plan and manage investments for poverty reduction and sound environmental management (output 2), strengthened capacity of the Environmental and Social Impact Assessment (ESIA) Department of WREA to ensure comprehensive review and approval processes of environmental and social assessments and management plans (output 3), awareness raising of the National Assembly in the areas of natural resource management and sustainable management of investment for poverty reduction and environmental sustainability (output 4), strengthened capacity of NERI to carry out research and analysis on economic valuation of ecosystem services and communicate information on their trade-offs in development decisions (MPI/ NERI) (output 5).
This TOR reflects the current demands of the PEI programme for this post over the period of 6 months till the end of the PEI programme phase 1 (July-Dec 2011).  This position will cover overall financial management for all components of the PEI programme, support for the transition from PEI Phase 1 to PEI Phase 2, accountancy support to two specific PEI components/ projects, and to UNDP Environment Unit.  The job tasks are as follows:

a) Overall financial management and reporting for the Poverty Environment Initiative programme, covering 3 components 

b) Manage and coordinate the financial close out of PEI Phase 1 and design of financial structure in the formulation of PEI Phase 2

c) Day-to day project accountancy support to PEI-IPD (Output 2) and PEI-NERI (Output 5) 

d) Provide training and mentoring on financial management and ATLAS to the Environment Unit Programme Associate and to other PEI accountants, as required. Assist Environment unit during the transition to IPSAS.

e) Duty stations: 1 day in UNDP, 2 days in PEI-IPD and 2 days in PEI-NERI
However, the time allocation may be adjusted slightly based on the actual needs. 
2. Duties and Responsibilities
Financial management for the PEI programme  
The Financial Coordinator will provide support to overall financial management and oversight across the PEI programme under the guidance of the PEI National Project Managers and Environment Unit, including timely reporting to the PEI regional office in Bangkok and ensuring timely reporting between project components and UNDP CO.

He/ She will be responsible for advising on the financial management of the PEI outputs and the maintenance of accurate accounting and financial records and reports, in accordance with the project document and UNDP Guidelines for Nationally Executed Projects. 
The Financial Coordinator will also provide support to the PEI team in the financial close-out of PEI Phase 1 programme in end 2011, and support design of financial management structure in the formulation of the new PEI Phase 2 programme, which will begin in 2012.  The major tasks here will include, but not necessarily be limited to, the following:
· Support financial close-out of all PEI outputs for the end of PEI Phase 1, in accordance with UNDP Guidelines for Nationally Executed Projects.

· Participate in the design of programmatic and financial structure in formulation of PEI Phase 2.

· Carry out budgetary scenarios for PEI Phase 2 to support programme planning.

· Support budgetary analysis to PEI fundraising activities, as required. 

In addition, acting under supervision of the Deputy Director General of Investment Promotion Department (IPD) and Deputy Director General of National Economic Research Institute (NERI), the Financial Coordinator will provide support to the daily management of finance and accounting for PEI Output 2 (IPD) and Output 5 (NERI). The major tasks here will include, but not necessarily be limited to, the following:
· Ensure that proper financial records and files are maintained in accordance with prevailing procedures;
· Prepare financial reports for the project team and advising them accordingly;
· Monitor expenditures by project;
· Monitor project expenditures with respect to approved budgets and work-plans;
· Assist in quarterly budget planning; 
· Coordinate with UNDP Finance Unit and UNDP Environment Unit Programme Analyst and Programme Associate;
· Ensure that financial guidelines are followed and best practices maintained during the implementation of all project activities.
Under supervision of Head of Environment Unit, the Financial Coordinator works in close collaboration with the UNDP Operations, and especially with the Environment Unit Programme Analysts and Programme Associate for supporting the programme delivery and performing financial ATLAS management for PEI. 

The Financial Coordinator will also provide training and mentoring to the Environment Unit Programme Associates and PEI accountants with performing financial analysis and in use of ATLAS, as required.
3. General Timeline of Tasks 
	Tasks


	July 2011
	Aug 2011
	Sept 2011
	Oct 2011
	Nov 2011
	Dec 2011

	Overall support to financial management for PEI 
	
	
	
	
	
	

	Lead tasks related to financial close-out of PEI Phase 1 and design of PEI Phase 2
	
	
	
	
	
	

	Support to daily financial management of PEI Output 2 (IPD)
	
	
	
	
	
	

	Support to daily financial management of PEI Output 5 (NERI)
	
	
	
	
	
	

	ATLAS management, training and mentoring
	
	
	
	
	
	


3. Qualifications and Experience 
· Bachelor degree, preferably with specialization in accounting, finance, economics or business administration.  Master’s degree would be an advantage, but not required.
· Minimum of five years accounting experience and progressively responsible administrative or programme/project experience is required at the national or international level. 
· Minimum of three years experience working with development projects or international organizations.
· Recognized accounting qualification required.
· Knowledge of modern accounting and office procedures.
· Experience in using ATLAS (UNDP financial management software) is preferred.
· Familiarity in the usage of MS Office software (Word, Excel, etc). Experience in handling web based management systems would be desirable.
· Fluency in English and Lao required.
4. Reporting, Supervision and Performance Evaluation
· The Financial Coordinator will report jointly to the UNDP Environment Unit Head, PEI-IPD and PEI-NERI Project Managers (PMs).
· He/ She will work closely with the PEI team in Lao PDR and the regional UNDP-UNEP PEI team in Bangkok.
· Performance will be evaluated by the Environment Unit Head and PMs.
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