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Job Description

This form enables us to accurately post your position on external sites. The information provided here will be featured in the

job post. Please do not use acronyms or industry jargon. Be clear and concise in your answers to the open-ended questions.
Incomplete forms will delay posting. Once this form is complete, email it to the CARE Laos HR Unit.

syunjafiudawvig Position Information

Shaccnny: duni:

Position Title: Project Coordinator Date requested
Ustwa29)arccoNy): weiinguwangsouay azdu (§13uHRwh): F
Type of position: Project coordinator base in field level Grade (for HR use only)

weun/gugauianiu: Guuiagniy SWARC

Department/Project Team: Strengthening Water Access for Climate Resilience in Phongsaly Province

d9udszdnin: (isg2901, (120959313 s299gSudaccong (fai): No
Duty Station: Mai and Samphan district, Phongsaly Province | Incumbent's name (if applicable)
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Job Summary

In 1000 characters or less, state the position’s overall purpose or objective, highlighting the general functions the position is
responsible for and articulating what the position is expected to accomplish. This section will appear on external sites.

The Project coordinator will work closely in cooperation with local partner, especial with Provincial Health Office,
as a core partners, also working and collaboration with others government agencies such as: with the PHO, PLWU,
PAFO, PONRE and in close coordination with other CARE development projects in Phongsaly province Lao PDR.
This position will lead the coordination and implementation of the project, providing technical and
implementation advice on key aspects of CARE’s work on promoting WASH access and behaviors, gender equality,
and climate resilience. This position will work closely with ethnic communities including women in15 communities
in Samphan and Mai districts. The project will focus on strengthening access and quality through exploring more sustainable
approaches to water infrastructure and community behavioral practices. This will be achieved through:

1. Ensuring all families in 15 target communities have year-round access to adequate volumes of safe water at the
household level and that models for the sustainable supply of clean drinking water for all households developed
and implemented in at least two communities.

2. Capacities are built at village and district levels ensure technical, social and environmental sustainability of water
1
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supply systems established.

and thus contribute to sustainable water access are piloted and assessed

and Samphan Districts with travel to Vientiane sometimes.

3. Climate resilient adaptation options that enhance community incentives for watershed forest protection / expansion

This position is based in Mai district, Phongsaly province with extensively travel to project target villages in Mai
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Responsibilities and Tasks

Describe the major responsibilities, principal tasks, and end results the position is responsible for. Please include rationale as to why it is
done and the impact it has on the team or organization. List the responsibilities in the order of importance and state the estimated

percentage of time the employee should spend on each responsibility during a typical year.

*a905uiingau 1: | STRATEGY AND LEADERSHIP
JOB RESPONSIBILITY 1:

e Work with the Program team, project staff and technical advisors to support the
development and review of the project goal, objective and its log frame and based on
Program Strategy;

e Active support of CARE Lao’s long term program strategy has a strong focus on gender
equality and women’s empowerment through actively contributing to strategy
development

e Demonstrate a passion for gender equality, women’s empowerment and a commitment
to CARE’s approach and values including ethnic diversity and cultural sensitivity.

15%

13(9219n%
%of time
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*a910Suiingsu 2:
JOB RESPONSIBILITY 2:

g3care

PROJECT DEVELOPMENT

e Support further development and review of the project design

e Active participate the gender analyses and update them periodically for effective program
development, planning, management and advocacy;

e Ensure quality, coherence and synergy of gender related work in program development planning
and management; and

e Keep informed of key trends and best practice related to the Gender priorities.

10%

*a010Sutinggu 3:
JOB RESPONSIBILITY 3:

PROJECT IMPLEMENTATION AND QUALITY ASSURANCE

holder

regulations.

" Supervise daily project activity, project implementation based on the project’ action plan
and its log frame

o Actively implement agreed technical approaches and provide feedback on cross-cutting
issues

. Facilitate action and reflection at community level to empower women and reflect on social
norms.

o Preparing quarterly report, Bi-annual report, annual report and project final report.

" Carry out monthly, quarterly, six monthly and annual meetings with implementing partners
and relevant partners including the line ministries and concerned provincial government;

o Support for monitoring change at community level.

o Learning CARE MILKA framework, closely follow up project proposal and project log-frame.
o Participation in CARE PIIRs report.

o Facilitation to consultant conduct the project baseline survey process, Mid-term review and

project final evaluation process.

o Monitoring and supporting target communities based on project action plan, including
project baseline survey, mid-term review and project final evaluation.

o Contribute to continuously improving the quality of activities through leading on joint

reflection.

o Entering data into the Activity Tracking System.

" Fully lead and manage the team to implement the project activities

" Provide technical support to the partners through mentoring and on-the-job training;

" Liaise with government counterparts on MOU negotiation, implementing agreement, and

ensure that the on-time submission of MoU reports to the relevant government partners.
Review project budget monthly and quarterly and report to provincial manager and to budget

. Sign and approve project’ advance request to do outreach activity based on financial rules and

. Verify and approval expenses concerning project activity and other costs based on financial
rules and regulations.

13(9219n%
%of time

50%

13(9219n%
%of time
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*29108Sutingau 4:] HUMAN RESOURCE MANAGEMENT:
JOB RESPONSIBILITY 4

Oversight and overall management of two project officers.

Conduct the staff Annual Performance Appraisal (including the APPA midterm review)
following the HR policy and procedure.

Ensure the staff timely submitted the timesheet.

Maintain good inter-team communications and team dynamics; promote collaborative
efforts among project staff, exercise good leadership, and take suitable action when
problems occur.

Assist in project staff selection, recruitment, briefing/debriefing, job descriptions,
appraisals, dismissal procedures and systems; and

Ensure compliance to CARE International in Lao PDR HR policies and guidelines with the
support of the senior management team.

15%

13(9219n%
%of time

*ao1uSuiing9ub: BUDGET MANAGEMENT
JOB RESPONSIBILITY

Responsible of project budget management including:

- Ensure that expenditure is in line with approved budgets and adherence with CARE and donor
financial policy and procedures.

- prepare cost work-plans (monthly/quarterly) and review monthly budget report.

- Timely preparation of project advance and clearance of all the project team members.

- Prepare yearly procurement plans and review/updated quarterly.

Ensure the efficient and proper use of project funds in line with the approved budget and

in compliance with CARE’s finance manual and donor guidelines.

Track and manage project expenditure through regular review of budget versus actual

(BVAs), and contribute to costed work plans; and

13(9219n%
%of time
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*90108uiingaud VYN IUNIVUBVBNIY 5% 297(2A1
OTHER RESPONSIBILITIES AS ASSIGNED 5% of time

e To proactively participate in the Annual Planning and Performance Appraisal (APPA) 5%
process including the annual appraisal, midyear review and regular 1:1 meeting,
ensuring that the APPA process (including the paperwork) is an integral component of
Annual Work Plans and activities;

13(9219n%
%of time
e Engage in emergency preparedness, assist in any emergency response as required;

e Promote a safe and secure work environment; foster a culture of safety and security
awareness and ensure compliance with the safety and security policies, procedures;

e Demonstrate an ongoing commitment to gender equality, diversity and child protection
and Safeguarding policy (Protection from Sexual Harassment, Exploitation and Abuse);

e Comply with CARE Laoss financial and operational requirements, foster strong
communication between operations and programs teams and uphold high standards of
honesty and integrity in personal conduct.




Cxd

aadi (§5uviSacvala)

QeYROUNIUENI, Ysdunau «e finge 2ucignd{cducds Wicowaedugiduciacoitynio e dedinoiiogngauniuandiuain

Sa v

0392992938 9N10. USNIINUNOUIY AeuNIWEN, YeSuniy, e dings SugAundginind.

Qualifications (Know How)
Indicate the minimum required level of education, experience, and skills necessary to qualify for the position and fulfill the organization’s
expectations for job performance. Also include the education, experience, and skills desired for the position.
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Education/Training

E.g. high school diploma; college degree (specify major/minor); specialty (ex. Accounting). Include the following phrase when possible: “or
equivalent combination of education and work experience.”

aavinArcdu rRequired

e Bachelor's degree in construction Engineer/or rural development.

I I
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Azauniudnal, YzSunavy (s zh’nazsmf]c'mm"‘ﬁﬁ'lmmﬁ Desired

Minimum 5 years work experience in Engineer/or rural development:
- Have experience on water supply construction and water supply system management.
- Have experience in climate change adaptation promotion.

- Have experience in WASH/or hygiene promotion.




PEOPLE
& CULTURE

dzduniu/ningazaaudganay
[oufeu/Jegju:IuniunigerSuitiauua Tusicognewany. foe19: W, NIUDYEY; Judsay; NaduSuunIy;
NNKeNNIR; NIWALALRY; NIWENSUS U/NIUSTUDUNIIUKENDIN, (RTSU).

Experience/Technical Skills
Number of months/ years of previous professional experience in a similar position. Examples: languages; planning; budgeting; basic
accounting; presentations; fundraising; training/facilitation, etc.

Y SUN/Nngs3u32an [y Required

e Good communication in English skill.
e Atleast5 years’ experience work with ethnic communities including women/ ethnic farmer.

e Fluent oral and written communication skills in Lao, knowledge of local ethnic language highly desired.
e Basic skills in Microsoft Office with knowledge in Microsoft Word, Excel and PowerPoint.
e Have the patience to work in remote areas for long periods.
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Problem Solving

Click on each level (1, 2 or 3) below to indicate what level of problem-solving this position will face.

(d9n20U Select Levels
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What has to be done and how to do it are clearly defined, and the incumbent with face identical or similar problem on a regular basis
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What has to be done is known, but how to do it is not defined. The incumbent must use interpolative skills to pick and choose the right
strategy to address a given problem.
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Why things are done is known, but what has to be done and how to do it is not defined. : Situation are variable and the incumbent’s
response will involve analysis, problem definition, development of alternatives, and making recommendations. He or she will face and
address problems that are typically non-recurring.
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cdumégdaccmiydynaonagourzdusivguasEuii? Why does the position fall into this category?

This position is project coordinator, must be respond for project planning, implementing the
plan, monitoring and evaluating. Also coordinated with public sector partners and
associations.
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Competencies

CARE has 5 Core Competencies that all staff are expected to demonstrate and 2 Leaders Competencies expected of those in management
and leadership positions.

Competency proficiency levels define the degree to which a person in a given job is required to demonstrate the competency through

observable behavior.
The chart below provides guidance when assigning proficiency levels to jobs. This guidance should be used as a starting point.

. diugaw: dadnadiugau. aynazuiivazoyy cwhgaw/wziing - Junior Officer
aztu 1 : : = ¥ Cleaner/Guard - Junior Officer
Foundational: Baseline behaviors. Support (Grade A-C)
o o o A
) 3:%‘52%‘;%‘; BRI Sgamaw weiingaulagniau-vidnardusiala
azdiu 2 ¥’ o + Project Officer- Senior Advisor/Manager
Capable: Practical application of the Professional (Grade D-H)
behaviors.
nuggasytivaiuta: ducvuday,
dnaswy waz d13usyylagrdialoi
asdu 3 wivdiadina. §ua99 G91wa8nIv - viawiaginay
" Inspirational: Role models, coaches, Managerial Director- CD (I-CD)
and influences demonstration of the
behaviors.
nuviudju: %un:.:mmn «as
o a'ljaumnnp'lqunlq._ J3mauyn viaviagnay
azau 4 Transformational: Envisions and Execitive D
innovates the next generation of the
behaviors.
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A. Core Competencies

Please indicate at what proficiency level you expect this role to demonstrate each Core Competency. This may be used in
performance conversations and as a guide for staff development.
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RELATIONSHIP U/LD/NG

Develops internal and external trusting & professional relationships. Purposefully develops networks to build value through
collaboration.
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INCLUSION

Contributes to an environment where all employees feel a sense of belonging, valued for their differences, and empowered to
participate and contribute freely.
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DYNAMIC LEARNING MINDSET

Continuously seeks opportunities to learn, questions past approaches in the current environment, owns growth and learns from
failure.
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DELIVERING RESULTS
Invests time in planning to achieve goals while meeting quality standards & demonstrating commitment.
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COMMUNICATION

Effectively and appropriately interacts with others to build relationships, influence, and share ideas. Uses tact, diplomacy & cross-
cultural sensitivity to navigate difficult situations.
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B. Leadership Competencies

If this role is expected to manage direct reports, please indicate at what proficiency level you expect this role to demonstrate each
Leadership Competency. This may be used in performance conversations and as a guide for staff development.
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Strategic Leadership & Execution



Applies vision to think beyond the immediate situation. Invests time in planning, discovery, and reflection. Ensures business goals
are met by executing, monitoring, & adjusting.
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PEOPLE LEADERSHIP

Inspires, motivates, & empowers people to achieve organizational goals. Coaches, mentors, and manages employee experience, and
employee performance. Creates space for others to lead.
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C. Functional Competencies

Choose the top 3 Functional Competencies that this role must demonstrate to create the desired impact. There are many

competencies that will fit the role, however, please think about the most essential skills needed for this position to succeed in their
role. This may be used in performance conversations and as a guide for staff development.

A. a91ug1uramn1ydunaudsidio Competencies asduasaugavaa Proficiency Level
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ta3s1In1w3ad929989naw Organization Structure
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Project Manager

|
| | | | |
1000 day _ _ _
project SWACR Project ACIS4 project. WECR project KFSP project

Project Coordinator

Senior project officer

Project officer
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