UN Inter Agency Project on Human Trafficking 

in the Mekong Sub-Region

(Cambodia, China, Lao PDR, Myanmar, Thailand, and Vietnam)
 
Terms of Reference

 
 
Title: Project Assistant 
 
Grade/Level: Equivalent to GS – 3
 
Type of Employment:  One – year Service Contract, renewable subject to satisfactory performance
 
Duties:
 
The Administrative Assistant will work under the direct supervision of the National Project Coordinator (NPC).   S/he will also work closely with the Regional Project Office in performing his/her duties. 
 
Specifically the Project Assistant will undertake the following duties:
 
Financial/Administrative matters

 

1.       Support the Project Office in ensuring timely flow of project funds to implementing agencies and submission of financial reports in accordance with UNDP procedures
 

2.       Assist the National Project Coordinator in release of funds to counterparts, liquidation of funds, submission of financial reports in accordance with UNDP procedures and other processes.
 

3.       Assist the NPC in preparing and providing recommendations to the mandatory budget revision during the first quarter of the year, and other substantive budget revisions as required in accordance with approved project work plans. 
 
4.       Prepare and update project budget records, monitor project expenditures.
 
5.       Maintain necessary financial records of the Project Office.
 
6.       Prepare quarterly financial reports.
 
7.       Liaise with any implementing partners:  in relation to expenditure, check supporting documentation, classify and enter data:
 
8.       Coordinate with project counterparts and other agencies, and assist the NPC in planning and organizing activities, seminars, workshops, training and meetings to be held in Laos and sub-regionally including prepare all travel arrangements for participants.

 

9.       Maintain personnel files of personnel assigned to the project, ensuring that all correspondence and periodic reports are properly kept and that matters requiring attention are brought to the attention of the NPC. 

 

10.   Keep record of contractual status of personnel and maintain up to date records of leave.

 

11.   Prospect and purchase required supply of office materials and equipment.

 

 
Other Responsibilities
 
15.   Draft correspondence to support the day-to-day management of the project.

 

16.   Maintain general office files and keeps information and reference materials in a manner allowing easy retrieval.

 

17.   Participate or represent the project office in workshops, meeting, and conferences relevant to the work of the projects.

 

18. Undertake such other tasks as may be required by the NPC from time to time

19. Provide verbal and oral translations as needed

 

Qualifications:
 
         Lao National
         At least two years experience in project administration
         Familiarity with United Nations policies and administrative and reporting procedures
         Fluency in oral and written English with ability to draft clear and concise reports; knowledge of one of more languages of the sub-region would be an advantage
         Familiarity in United Nations policies and administrative and reporting procedures, a strong  advantage
         University degree preferably in social sciences
         Experience in accounting an advantage
         Ability to work in a multicultural environment
         Strong initiative and enthusiasm
         Literacy in Windows-based computer applications
