TERMS OF REFERENCE

Junior Professional Officers (JPO)

General Information:

Title:
JPO/ Project Management Officer

Sector:
Human Development

Location:
West Bank

Supervision:

Director Supervision by:
Mr. Sufian Mshasha

Title of the supervisor

Head, Human Development Unit

Content and methodology of supervision:

The JPO will assist in the management of the Human Development Unit’s activities and will receive backstopping directly from the Unit Head.  There will be periodic meetings between the Head and the JPO to provide assistance, assess weaknesses and identify methods to remove barriers to the professional development of the JPO and his/her integration into the unit. Supervision system used in UNDP/PAPP: The JPO will be under the direct supervision of the head of the Human Development Unit. Upon his/her arrival the supervisor and the JPO will together draft a learning objective plan for the first year of the JPO's assignment. Monthly meetings to assess the progress toward achievement of the plan will be conducted by the supervisor and the JPO, and if needed, alterations will be made. The JPO will be given a two months orientation period to acquire the basic skills and knowledge of the UNDP/PAPP operation prior to assuming a project/programme management responsibility. Daily interaction between the supervisor and the JPO will be required to discuss projects progress and issues. A weekly Unit meeting including the above with all other Unit's staff will be conducted to assess all individual portfolios including that of the JPO. On an Annual basis the performance of the JPO will be evaluated through the RCA system (Results and Competency Assessment). In addition, an evaluation of the attainment of the learning objective plan will be conducted.

Duties, Responsibilities and Output Expectations:

The JPO will, in coordination with the Unit Head, contribute to the development of the gender and social integration portfolios of PAPP.  His/her main responsibilities include assisting in the managing, monitoring and administering the unit’s activities in order to ensure its smooth running and effective implementation.  The JPO will specifically:

· Assist in the day to day backstopping of the projects activities;

· Supervise and monitor the progress in the projects implementation and ensure that all projects activities are in compliance with the framework and objectives set forth in the various approved projects documents.

· Coordinate and facilitate with the national counterpart;

· Assist in maintaining and monitoring of project budget, including budget revisions and financial forecasting;

· Assist the Unit in data collection, needs assessment, project identification and formulation; prepare draft project documents for onwards participation in discussion and presentation to the relevant counterpart institutions and donors.

Qualifications and Experience:

· Masters degree in management, planning, community development or related fields;

· Professional experience relevant to Gender, planning, community participation and project management;

· Mature personality, capable of handling sensitive, politically-related situations, and contacts with government;

· Excellent written and verbal English skills, Knowledge of Arabic would be a strong asset;

· Interest and availability to server for a two-year assignment;

· Dedication to the principles of the United Nations, especially of working in a culture of diversity;

· Ability to work within a team and under pressure;

· Previous working experience within the UN System and/or NGOs would be an asset.

Learning Elements:

Upon completion of the two-year assignment, the JPO will have excellent experience in project management in terms of financial and administrative monitoring of large-size projects, implementation, tendering, and supervision.  The JPO will also gain experience in Gender In development as well as social integration activities. More specifically the JPO is expected to gain the following skills and knowledge as a result of his/her two year assignment:

· He/she will be able to apprise and prepare projects addressing gender in development and poverty alleviation activities.

· He/she will be able to gain sufficient knowledge to write assessment reports on the subject of feminization of poverty and marginalized groups.

· He/she will be able to gain sufficient skills in order to monitor progress of project in the area of poverty alleviation utilizing both qualitative participatory tools and quantitative evaluations methods.

· He/she will be able prepare and monitor projects budget utilizing UNDP financial tracking tools such as FIM.

· He/she will be gaining sufficient skills and a good knowledge base to enable him/her to present their portfolio to representative of donor countries engaged in assisting the Palestinian people. 

Background Information:

· Organizational structure of the Country Office: organgram attached

· Portfolio Outline: The JPO will be involved in the Gender in Development activities and in the social integration activities managed by the SHD unit.  The overall objective of the Projects is the improvement in living standards and participation of both women, youth and other marginalized sectors of the Palestinian population living in the West Bank and Gaza Strip, along with capacity building to support women machinery.

Currently the unit manages the following activities:

· A rural girls development project to target female school drop-out in rural areas and to provide them with alternative educational activities.

·  An economic empowerment project targeting female headed household and their projects in the West Bank and in Gaza.

· A youth development project that provides assistance to Palestinian youth mainly those living in rural areas.

· A disability prevention and integration project that will target the issue of preventing disability in the Palestinian society.

Portfolio development:

  The core budgets of the projects are earmarked for actual implementation of activities on the ground; receiving additional staff is important to facilitate effective management, implementation and monitoring of the projects’ activities.  New funds are added from both UNDP and donors’ resources to projects related to this portfolio.

Due to UNDP/PAPP specific situation, information on living conditions will be provided upon individual request from JPO candidates.
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