TERM OF REFERENCE 
PROJECT OPERATION SUPPORT OFFICER
Project name:
Improving the resilience of vulnerable coastal communities to climate change related impacts in Viet Nam
Position title: 

Project operation support Officer 

Duration: 

1 year (full time) with 2 probation months and possible extension,
Duty station: 

Hanoi, Vietnam

Report to: 

Project Manager (PM)

Project information

The five-year Green Climate Fund (GCF) project “Improving the resilience of vulnerable coastal communities to climate change related impacts in Viet Nam” refer as (GCF Project) seeks to scale up interventions that are already tested to increase the resilience of vulnerable coastal communities. Building on ongoing social protection Project s related to housing for the poor and marginalized, the project will incorporate storm and flood resilient design features in new houses benefiting 20,000 poor and highly disaster-exposed people. As part of an integrated response to managing flood risks, 4,000 hectares of mangroves will be rehabilitated and/or planted to function not only as storm surge buffers, but also to provide ecosystem resources that can support coastal livelihoods. Moreover, to support and sustain both the impact of this project as well as future requisite government policy adjustments that strengthen the resilience of coastal and other communities, resources will be used to systematize climate and economic risk assessments for private and public sector application in all 28 coastal provinces of Viet Nam.

Duties and responsibilities
1) The project operation support officer is responsible for and directly implement following tasks:
· Reviewing documents prepared by CPMU staff including format editing, typographical errors, spelling, etc. before submitting to CPMU leaders for approval; editing documents, official letter as directed by leaders; submitting the documents/ official letters to the leadership for signing and promulgation;

· Being the focal point between the CPMU and the Component PMUs/PPMUs as directed by the Project Manager.

· Working as secretary in CPMU’s meetings, preparing meetings, drafting Minutes of Meetings or Notice of Conclusion of the stakeholder consultation meeting, reporting to the Project Manager before submitting to the CPMU leaders;
· Monitoring and urging CPMU staff to properly and promptly perform their tasks on weekly, monthly and quarterly basis; suggesting the Project Manager for necessary adjustments to accelerate the performance or progress (if necessary).

· Supporting the Project Manager in the preparation of the Project 6-month meetings, Final review meetings and Annual Steering Committee meetings. 

2) Support relevant staff during their task performance  
· Assisting in the organization of meetings/workshops and TOT training courses at central and local levels. This task also relates to the preparation of documents, minutes and meetings, workshop reports, collation of outputs and recommendations of workshops and seminars.

· Supporting CBDRM experts in the inspection and monitoring of all training classes at commune level.

· Assisting the drafting the Terms of Reference, official letters and procurement/Consultant service contracts for project activities;

· Being responsible for the management of project's mailboxes; taking note and summarizing comments/feedbacks of Component PMUs/PPMUs, commune technical staff, national trainers, etc.;

· Performing other related tasks as requested by the Project Director, Deputy Director and Project Manager. 

Qualifications and experience  
Education:


· University degree in water resources, administration management or relevant fields.  
Experience: 


· At least five (5) years of experience in supporting project operation, experience in ODA project is an asset.  

· Have a thorough knowledge of regulations, administrative and accounting procedures of GoV, and knowledge of the UN system will be an asset.

· Experience in communication with governmental agencies  
· With good communication skills and information integration ability;
· Competence in using MS Office software, i.e. word processing, spreadsheets;
Language Requirements:

· Good English language skills 
Duration



One-year contract, based on the qualification and performance released in the first year, the contract will be considered for extension until end of the GCF project.
Duty Station

Hanoi with travelling to pilot provinces in Vietnam as required.

Supervision

The Finance Officer will be supervised by the Project Manager

Salary level and entitlements

The Finance Officer will be compensated according to Reference Category 3 in Project Personnel Pro-forma Cost in the EU-UN Cost Norms.

Approved by…….

�The pro-forma cost is all-inclusive. Compulsory social insurance and health insurance will be deducted from the employee’s salary according to Social Insurance Law and the Health Insurance Law of Vietnam.





