TOR 2. Job Description for Project Assistant

	Function title
	Project Assistant 



	Project ID and title
	Building capacity to eliminate POPs pesticides stockpiles in Vietnam – ID: 00060927

	Starting Date
	1 September 2011

	Duty station
	Ha Noi

	Duration
	12 month full time with potential extension 

	Supervision
	National Project Director (NPD) 


Background:



The Ministry of Natural Resources and Environment is implementing GEF/UNDP funded project entitled “Building capacity to eliminate POPs pesticides stockpiles in Vietnam” over a period of 4 years, 2009-2012. Project objectives are to remove capacity barriers to the sustainable elimination of POPs pesticides in Vietnam.

The project has three components as well as three outcomes as follows: (i) Improved capacity facilitates elimination of POPs pesticides stockpiles; (ii) All known stockpiles are destroyed and impacts on human health relieved; and (iii) Improved chemicals management prevents importation and use of POPs pesticides.  

The Project Assistant will work at the Project Office in Hanoi and have following responsibilities/duties.

Duties and Responsibilities:

1. Provide necessary assistance in the operational management of the project according to the project document and the HPPMG procedures.

2. Draft correspondence on administrative and program matters pertaining to the Project Office responsibilities;

3. Undertake all preparation work for procurement of office equipment, stationeries and support facilities as required;

4. Undertake preparation for project events, including workshops, meetings (monthly, quarterly and annual), study tours, trainings, etc. This also includes preparation of background materials for use in discussions and briefing sessions on project matter;

5. Logistical arrangements. This includes visa, transportation, hotel bookings for project staff, consultants and invited guests coming for project activities;

6. Assist in preparation of project work plan and reports;

7. Be responsible for project filing system. This includes setting up the filing, numbering and filing all incoming and outgoing correspondence.

8. Prepare regular list of events for sharing of information within project staff and outside;

9. Take care of project telephone, fax, and email system;

10. Assist with project communication activities, including publications;

11. Assist with preparation of TORs and contracts for consultants/experts for project activities;

12. Calculate and prepare staff time records;

Qualifications

1. University degree in chemicals, environment, business administration, or related fields;

2. At least  2 years of solid experience in similar position (administrative assistant, secretary experience of budgeting and planning, for foreign funded projects;

3. Good secretarial skills and good organizational capacity;

4. Knowledge in administrative procedures of the Government;

5. Good computer skills in common word processing (MS Word), and spreadsheets (MS Excel);

6. Good communication skill both spoken and written in English and Vietnamese language skills.

Remuneration condition:  

1. The level of remuneration corresponds with the qualifications and work experiences required for the post as referred to in the cost norms as provided for in the existing UN Cost Norms Guidelines.  

2. The payment of other related expenses follows the existing UN Cost Norms Guidelines and relevant provisions of the HPPMG.

