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Job Description 

A) Definition of tasks

Job title: Project Officer
1. Positioning in the organization 
	Employment degree
	100%

	Office
	Program Office

	Location
	Vientiane Capital

	Reporting to
	PIASVC PM 

	Supervised by
	Project Manager

	Superior to
	N/A

	Cooperates with
	

	Management or collaborator level
	Project Officer 


2. Overall targets (numbered A, B, C, D)
	A.
Support is provided to project management and government liaison to ensure timely and high-quality performance of all planned activities.

B.  Administrative and logistics support is provided and contributes to a smooth activities and project implementation.

C.  Information about the project is regularly disseminated through PIASVC and Helvetas communication channels.

D. Adhere to Helvetas values and principles and their application in daily operations


3. Main tasks 

Derived from the overall targets under pt. 3

	A.
	1) Provide project management and support services (drafting/preparation of reports/workplan,  support to contracts/partnership management, etc.)  and contribute to the achievements of project outcomes

2) Communicate with key partners and stakeholders to facilitate exchange of information and support sound project implementation 
3) Act as a focal point, liaise  and coordinate with Government partners and agencies as needed within the framework of the MoU (for activities, meetings, reporting, visits, etc.)
4) Support monitoring and evaluation processes (M&E system, evaluations, etc.)
5) Maintain good relationship and information sharing within the team and with external stakeholders

6) Support the team with translation and/or interpreation as needed

	B.
	1) Provide administrative (drafting/preparation of documents, support for MoU process, etc.) and             

logistical support to the team 
2) Contribute to the organisation and implementation of project’s activities and events (mobilization of participants, procurement and booking of venue/transportation/interpretation, payments of DSA, etc.)

3) Support the team with budget estimates preparation, payment and collection and verification of supportive documents/receipts.

4) Support Procurement of relevant activities in accordance with donors and Helvetas rules and regulations.
5) Maintain project’s assets and keep record of stationary and project supplies
6) Carry out annual checks of the Project and subgrantees fixed assets and update the register accordingly

7) Support PO for timely delivery of visa and work permit of PM 
8) Maintain proper filing system for project’s documents (e.g. contracts, agreements, events’ evaluations, training records, etc.) both hard copies and electronic files

	C.
	1) Support to the elaboration and development of knowledge management, promotional and informative material about the project in Lao and English

2) Support the diffusion of project information/updates and highlights on available channels (LIWG website, Helvetas Laos Facebook Page, etc.)

	D.
	1) Adhere to professional behavior standards in working with teams and partners. 
2) Adhere to and promote HELVETAS Laos principles and values among team, with partners. 
3)  Demonstrate commitment and reliability in attitude and approach 
4) Cooperate pro-actively and initiate opportunities to support and strengthen team dynamic 
5) Demonstrate openness and be clear in communication 
6) Collaborate well with other team members and HELVETAS staff 
7) Other responsibilities as appropriate and requested by the Project Manager.


4. Responsibilities

Derived from pt. 4
	A
Support to Project implementation and knowledge management
B          Administrative and logistic support 

C.         Assets management


B) Competency profile

1. Basic education

	Mandatory

· Bachelor’s degree in business administration or Arts, Social, Political Sciences 

	Optional

· Postgraduate education in development studies


2. Further training or specific skills

	Mandatory

· Further training in project administration/management and knowledge sharing

	Optional

· Further training in communication and digitalisation  


3. Professional experience

	Mandatory

· 1-3 years work experience related to the different task areas 

	Optional

· Experience in development project administration / monitoring and communication 


4. Organizational and methodological competencies
	· Multi-tasker and able to prioritize effectively
· Self-directed, reliable, accountable, professional; effective coordination and delegation; good in

communication from a distance (to partners in other provinces)


5. Social and personal competencies

	· Outstanding social, team building and communication skills;(fluent) for scientific analysis


6. Languages

	Mandatory

· Lao and English (fluent)

	Optional
· n/a


7. IT skills

	Mandatory

· Standard IT skills

	Optional

· IT skills for design of communication products and digitalisation 
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