TERMS OF REFERENCE

Project No.: 

AD/XEE/06/J20

Project Title: 

HIV/AIDS prevention and care among injecting drug users and in prison settings in Estonia, Latvia and Lithuania

Title of the Post: 

Project Assistant
Duty Station: 

Riga, Latvia
Duration of Assignment: 
6 months (1 July – 31 December 2010)
Duties and responsibilities:
The Project Assistant will be responsible for providing administrative assistance in project implementation and management and day-to-day liaison with counterparts in Latvia. He/She will provide comprehensive secretarial and administrative support to the Regional Project Coordinator and National Project Officer in Latvia, including drafting correspondence, taking of minutes, organizing meetings and seminars, making travel arrangements and related tasks. The Project Assistant carries out his/her functions under the direct supervision of the Regional Project Coordinator. Specifically, the incumbent will:
· Monitor budget and financial expenditures of grants and other UNODC activities in Latvia.  Produce budget estimates and financial reports; assist in organizing procurement of goods and services according to the approved work plan. 

· Be responsible for day-to-day project correspondence, information sharing and filing ensuring that appropriate follow-up actions are taken. Assist in preparing evaluation reports, annual project reports, and update project files. Prepare minutes of project meetings. 
· Assist in preparation of UNODC and international experts missions to Latvia, render logistic support. 
· Collect and analyzes data, prepare and update briefs, records and other documents on project implementation and HIV/AIDS policy and response. Provide inputs for project reports and collect information related to the Project. 
· Liaise with project counterparts on day-to-day implementation of project activities. 
· Perform other duties as determined by the Regional Project Coordinator and National Project Officer.

COMPETENCIES

Professionalism - Knowledge of the UN systems. Demonstrated ability to manage processes and maintain accurate records. Ability to work independently and to maintain flexibility in working hours. Planning and Organising – Demonstrated effective organisational skills and ability to handle work in an efficient and timely manner. Demonstrated ability to coordinate tasks to meet deadlines. Teamwork – Good interpersonal skills; ability to work in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. Demonstrated ability to develop and maintain effective work relationships with counterparts. Communication – Ability to write in a clear and concise manner and to communicate effectively orally.

SKILLS AND QUALIFICATIONS

Education

University degree in public or business administration or other related area.

Work experience

At least 3 years of administrative management experience, preferably in management of international projects.
Language proficiency

Fluency in written and spoken English, Latvian and Russian.

Other skills

Computer literacy (Microsoft Office, Lotus Notes, Internet) is essential; Familiarity with UN Financial Regulations and Rules is regarded as an asset.
ASSESSMENT CRITERIA

The award will be based on cumulative analysis (a combination of qualifications, direct relevant experience and costs that represent best value for money).

Assessment criteria and evaluation points:

1. Academic qualifications:
· University degree not in public or business administration or other related area (0-10 points);

· University degree in public or business administration related area (11-20 points);

· University degree in public or business administration (21-30 points).

2. Working experience (administrative management; international projects):

· No administrative management experience (0-7 points);

· Less than 3 years of administrative management experience, no experience in management of international projects (8-14 points);
· Less than 3 years of administrative management experience, with experience in management of international projects (15-21 points);

· More than 3 years of administrative management experience, no experience in management of international projects (22-28 points);

· More than 3 years of administrative management experience, with experience in management of international projects (29-35 points).
3. Language proficiency (total amount of points is accumulative based on number of languages):
· Written and spoken Latvian (5 points);

· Written and spoken English (5 points);

· Written and spoken Russian (5 points).

4. Computer literacy (total amount of points is accumulative based on computer skills):

· Microsoft Office (5); 
· Lotus Notes (5); 
· Internet (5).

5. Familiarity with UN Financial Regulations and Rules (5 points).
Maximum amount of points to be awarded – 100.
