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Enabling poor rural people to overcome poverty

Qeuvrer pour que les populations rurales pauvres se libérent de la pauvreté
Dar a la poblacién rural pobre la oportunidad de salir de la pobreza
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JOB DESCRIPTION




	I.  Position Information



	Job Code Title:            Field-presence officer
Pre-classified Grade:   Consultant (6 month contract – 10 days per month)
Reports to:                   Country Programme Manager (CPM)



	II. Organizational Context 



	Under the overall guidance and supervision of the Country Programme Manager, the Field-presence officer ensures the effective functioning of the IFAD office, fully confidentiality in all aspects of assignments, management of information flow and follow up on deadlines and commitment made. 



	III. Functions / Key Results Expected



	Summary of key functions:

· Support to IFAD programmes’ activities 
· Support to policy dialogue and liaise with GOL and other development partners

· Facilitation of knowledge management
· Administrative and logistic support to the CPM and IFAD missions



	The main tasks are the following:
· Liaise with GOL on follow-up issues associated with ongoing IFAD projects, NSEDP, IFAD PBAS and donor harmonization;
· Through field visits and participation in IFAD missions, become familiar with the ongoing IFAD portfolio in Lao PDR to ensure a thorough understanding of the ongoing IFAD portfolio and the key issues emerging from projects;

· Ensure routine follow-up with ongoing projects on outstanding supervision recommendations and advise CMP as necessary and as requested; take actions as per IFAD missions’ recommendations. 

· Enhance IFAD’s involvement in the existing in-country policy processes (Donors round table meetings/ANR/UNDAF/NSEDP, etc) and follow-up to ensure that IFAD’s positions are reflected in these processes; attend plenary and sub-group meetings ;

· Draw attention of policy makers to policy issues which are emerging as a direct result of IFAD project implementation;

· Maintain strategic partnerships with development partners for support to ongoing IFAD projects and to identify future programmatic approaches in Lao PDR (in particular with multilaterals such as WB, ADB, WFP, UNDP, FAO and key bilateral donors such as GIZ, SDC, Ausaid). 

· Involve in  IFAD Newsletters ;

· Work on Audit Logs developed by CPM;

· Any other tasks as and when requested by CPM.


	IV. Impact of Results 



	Accurate analysis and presentation of information ensure proper delivery and contribution. A client-oriented and efficient approach impacts on the image of IFAD in the country.


	V. Competencies 



	Corporate Competencies:

· Demonstrates commitment to IFAD’s mission, vision and values
· Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability

· Treat all people respectfully and fairly without favoritism 

· Demonstrate high integrity

Functional Competencies:

Knowledge Management and Learning

· Shares knowledge and experience

· Actively works towards continuing personal learning, acts on learning plan and applies newly acquired skills 
· Provide helpful feedback and advice 
· Willing to learn and share good practices and lessons learnt
· Basic knowledge about IFAD would facilitate the adaptation to the work environment
Development and Operational Effectiveness

· Able to perform a variety of specialized tasks related including administrative support,  managing data, schedule management, maintenance of protocol, support to programme/projects implementation, reporting and so on
· Demonstrate excellent organizational skills

· Able to provide input to business processes re-engineering, implementation of new system, including new IT based systems
· Able to analyse problems carefully and logically
· Able to handle information and documents with effectiveness and confidentiality
· Develop and enhance understanding about IFAD systems, procedures and programme activities
· Multi tasking and ability to work under stress 
Leadership and Self-Management

· Focuses on result for the client and responds positively to feedback

· Exercise sound judgment, tact and diplomacy

· Be pro-active and demonstrate initiative, and be able to work independently as well as in a team 
· Consistently approaches work with energy and a positive, constructive attitude

· Remains calm, in control and good humored even under pressure

· Demonstrates openness to change and ability to manage complexities
· Focus on results for clients, and respond positively to feedback
· Able to prioritize conflicting tasks depending upon urgency and importance
· Willing to take on added responsibility and to build team morale and consensus
Communication

· Demonstrate strong written and oral communications skills and interpersonal skills in dealing with colleagues, stakeholders and client. Writes and speaks English and Lao clearly

· Capacity to maintain good contacts at all levels
· Listens actively, acknowledging and responding constructively to other points of view.


	VI. Recruitment Qualifications



	Education:
	Post Secondary Education 



	Experience:
	· At least 3 years of working experience 
· Experience in utilizing computers and office software packages (MS Word, Excel, etc),  experience in handling of web based management systems
· Good communications and drafting skills

· Experience in working in a multi-national setting(s) with people from different cultural backgrounds is an asset



	Language Requirements:
	Fluency in the UN (English) and national language of the duty station.


	VII. Signatures- Post Description Certification



	Incumbent  (if applicable)

Name                                          Signature                                         Date

	Supervisor

Name  / Title                               Signature                                         Date

	Chief Division/Section

Name / Title                                Signature                                         Date


Deadline for application: 25 April 2011

Contact person: Stefania Dina, Country Programme Manager for Lao PDR, s.dina@ifad.org
To apply, please send your CV and a motivation letter (max 1 page) to s.dina@ifad.org 

