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UNITED NATIONS    

TERMS OF REFERENCE

Finance and Project Assistant

Project title:
UN Inter-Agency Project on Human Trafficking (UNIAP)

Position:

Finance and Project Assistant

Duty station
Vientiane, Lao PDR 

Duration:
Six months renewable

Under the direct supervision of the National Project Coordinator (NPC) and the guidance of the Finance and Operations Specialist from Bangkok Office, the Finance and Project Assistant provides financial and administrative services ensuring compliance with UNDP rules and regulations, high quality, accuracy and consistency of work.  In addition, the Finance and Project Assistant supports the implementation of activities in the country.

The Finance and Project Assistant works in close collaboration with UNIAP partners and UNDP Finance, Procurement and HR Units in the country.

· Prepare timely and accurate request for payments to vendors/staff for processing in ATLAS, ensuring correctness, validity of payments and sufficient supporting documents.

· Create requisition and register of goods receipts in Atlas and assist in solving ATLAS problems and COA corrections as appropriate 

· Act as cash custodian for advance office expenses or advance for activity implementation as appropriate and ensure settlement of advances in a timely manner. 

· Liaise with implementing partners and ensure timely flow of project funds and submission of financial reports in accordance with UNDP procedures;

· Prepare and update project budget records and monitor project expenditures on a monthly or quarterly basis as appropriate;

· Maintain administrative file and keep information and reference materials in a manner allowing easy retrieval.

· Liaise with related UNDP focal points for administrative and human resources related matters.

· Make travel arrangement for the NPC, consultants or meeting participants and assist with settlement of travel claims.

· Support the NPC in developing the annual work plan and coordinating the implementation of national-level activities;

· Coordinate with project counterparts and other agencies in organizing activities, seminars, workshops, training and meetings;

Qualifications and Experiences:
· Bachelor’s degree in relevant field.

· At least 3 years experience in project administration; experience in accounting is an advantage.

· Familiarity with United Nations policies and administrative and reporting procedures is a strong advantage.

· Fluency in oral and written English with ability to draft clear and concise reports; knowledge of one or more languages of the sub-region would be an advantage.

· Ability to work in a multicultural environment.

· Strong initiative and enthusiasm.

· Literacy in Windows-based computer applications.

A full copy of the Terms of Reference can be obtained from Mr. Vannasith Somthaboun:  Vannasith.somthaboun@undpaffiliates.org or (856 21) 267 791.

Interested candidates should submit their CV and letter of interest by 06 -19 January 2011 to: 

UNIAP Lao Office

United Nations Resident Coordinator in Lao PDR

Lane Xang Avenue, PO Box 345

Vientiane, Lao PDR

Only short-listed candidates will be contacted for interview.

