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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.

2JUNJINUAACDIY Position Information

sy weiingawdganiv duui:

Position Title: Project Officer Date requested
dstwaz9jdacoy): weiingaudganau azdu (§13uHRh13D):
Type of position: Project Officer Grade (for HR use only)

weeun/dugauianiu: Jupuiainiy We-ACT2

Department/Project Team: Empowering Communities through Participatory Climate Actions Phase Il (We-Act2).

dsuyzdnin: (i99)a9y, (229N 3299dSudaccong (§aid): No
Duty Station: Long District, Luangnamtha Province Incumbent’s name (if applicable)
A18az9jaUi10N

Wizyandedy § Wweqougeiiacoisdeiy 1,000 618y § slsand, tneciuigoiiSuiingsulneouzey

clcmighigniao s Seagaornnmdgeiigg Aclicmishynolieu:finTrididn. windassondsning Tucdutguieuentoawznn
Suzinwsiingav.

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.

This position will work closely with the project manager and relevant government partners to implement the We-ACT2
project activities promoting climate resilience and livelihood activities including:

- Lead the community assessment using the Gender sensitive Community Vulnerability and Capacity Assessment
(GCVCA) and Community Adaptation Action Plan (CAAP);
- Work together with the CSO partners to carry out the project activities;
- Work closely with the government partners to ensure that the project activities are implemented smoothly.
In addition, this role is also responsible the project monitoring and evaluation by working closely with CARE MEAL team from
the CARE head office in Vientiane to make sure that the project has its M&E plan and it is implemented effectively.

This role is based in Long district, Luangnamtha Province and extensively travel to the project target villages.
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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.

. - PROGRAM DEVELOPMENT, IMPLEMENTATION AND QUALITY ASSURANCE
*a9105uiingou 1:

JOB RESPONSIBILITY 1:

MAIN RESPONSIBILITIES:
STRATEGY AND LEADERSHIP: 40%
e Actively contribute to CARE Laos strategic direction setting and organisational development as a

member of CARE Laos; o
139219n%

e In cooperation with senior managers promote organisational cohesion and learning organisation %of time
through coordination and information sharing with and between all staff; and

e Demonstrate a passion and commitment to CARE’s approach and values including gender equality,
ethnic diversity and cultural sensitivity and inspire leadership on these issues through the CARE Laos
team.

PROJECT DEVELOPMENT:

e Contribute the development and review of the project design including analysis, theory of change,
developing project concepts and sourcing funding and partnership opportunities; and
e Keep informed of key trends and best practice related to the CARE Laos program priority.

PROJECT IMPLEMENTATION AND QUALITY ASSURANCE:

e Implementing project activities following the project work plans at field level;

e Support the project NPA partners (RDA and SAEDA) in all aspects relevant to project planning and
implementation;

e Implement activities such as arranging and facilitating community meetings and participate in
trainings;

e Organise and facilitate community meetings in agreement with village head (Nai Ban) and village
residents and other participants;

e Accompany Participants in the purchase and investment in income generating assets, for example
equipment or agriculture input purchase;
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- Provide technical inputs on climate change information services, establish famer field school
and agriculture practicing bringing in best practices and ensuring adoption throughout the
project activities.

- reduce poor ethnic minority household vulnerability and food insecurity linked to the effects
of drought through reducing household reliance on drought vulnerable upland rainfed rice
production. This will be achieved through:

= Increasing awareness of weather events and availability of information, including
dynamic crop calendars to improve crop planning.

=  Promotion of drought tolerant upland crops including locally exotic tree species as
well as currently used tree and field crops for food and/or income. Exotic tree types
will be introduced on a trial basis.

=  Supporting small scale bee keeping systems for cash income.

=  Supporting the creation of micro-paddy for rice production that is less vulnerable to
drought.

=  Establishing and supporting Farmer Learning Networks to facilitate farmer-to-farmer
learning; promoting farmer field schools on drought resilient crops and facilitating
drought resilient seed exchange.

=  Work with women and men to Increase gender equity and reduce women’s labour
burden and increase their power in household decision making.

*a910Suiingsu 2:
JOB RESPONSIBILITY 2:

BUDGET MANAGEMENT

e Following all appropriate safety and security policies and for administration related to
documenting work;
e Maintain good inter-team communications, contribute to good team dynamics, and report any

problems to supervisor;

e Ensure that appropriate administrative, financial, and logistical systems/procedures are adhered
to and proper coordination is made to function effectively;

e Report timely on any concerns on these procedure to Project Manager;
e Providing financial education to participants and Gol partners.

e Assist to ensure that assets are protected and maintained, and guide Participants on increasing
the value of their enterprises.

e Any other relevant responsibility requested by line management and team work.

20%

*a01uSutinggu 3:

1309219n%
%of time
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JOB RESPONSIBILITY 3:

MONITORING EVALUATION AND LEARNING
e Support for monitoring change at community level; 20%
e Entering data into the Activity Tracking System.
e Acquire knowledge on the key area of the project to which is assigned for quality field " < o
implementation; ?2(?31%31 %
e Actively implement agreed technical approaches and provide feedback on these and contribute to s%0f time
regular monitoring:
o Gender equality:
= Understand key gender equality concepts and CARE approaches;
=  Ability to facilitate action and reflection at community level to empower women
and reflect on
o Climate Change: Understand key impacts of GCVCA at community level and support
community to analyze these and take action, support implementation of climate
adaptation techniques, support generation of knowledge on CC adaptation planning at
community level, support women’s voice in adaptation planning
e Contribute to annual, monthly and weekly planning as well as to regular reflection and monitoring
within the project team and as program team;
e Under supervision of the Line Manager, participate in monitoring and evaluation activities;
*a010Sutingou 4:
JOB RESPONSIBILITY 4:
STRENGTHEN CAPACITY AND COORDINATION:
15%

e Coordination with village heads and farmer groups of visits in a timely manner;

¢ Arrange field logistics as required;

e Coordinate with Government of Laos (GolL) counterparts; Work closely with other teams 150921350 %
and government officials;

e Coordinate all activities with the Project Manager;

%of time

e Prepare timely documentation of the meetings and trainings of communities;

¢ Provide input and recommendation for improving the performance of the team.

¢ Communicate observations and significance of household issues to the line manager,
o Report Participants' progress key issues and lessons learnt to line manager,

e Report back on village meetings, decisions taken and questions needing clarification from




JOB RESPONSIBILITY |

*a0105uiing9US VYN IUNIVUSVBNIY 5% 29721
OTHER RESPONSIBILITIES AS ASSIGNED 5% of time

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

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

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

13(9219n%
%of time

5%
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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.”

20T UA1CTV Required

e Minimum Bachelor Degree in agriculture or other related fields

azdunandnga, UsSuniy «az GinazdugauRaGImMInd Desired

e Minimum 4 years’ experience relevant work experience in agriculture promotion, preferably with an
International Non-Government Organisation (INGO) and/or private company and/or community language
abilities;

Uzdunmau/vinazdaudganau
Fouteu/Jzeju:duniunigerSuitiauua Tusicogne wany. foe19: WA, NIUDYEY; Judsay; Ndusuuny;
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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 NI U Required

e At least 3 years experience work with ethnic women/ ethnic farmer.

e Fluent oral and written communication skills in Lao, knowledge of local ethnic language highly desired.
e Know khmu and Akha ethnic language at basic level

e Basic skills in Microsoft Office with knowledge in Microsoft Word, Excel and PowerPoint.

4 o esire
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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.

(3enCU Select Level:
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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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[ 3. 9909030137 (Juméigdgiinsuiatdudoc buduisanny, wridyidionsSn ws Sncuolnedudtddniuniain. :

fenusnueduinudsuedy ke naunsutdiesjdustduniinengogonuniudiats, naurialndums, (3enci1g, s
feeoi2ausn. tngosdsdunia «e whitedumindaingucdsy?).
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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cdumégdrccmyfynaoiagcourzdusivguasEuii? Why does the position fall into this category?

This position is project officer, 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. aynazulivazoyy cwhan/wziing1ueau- Junior Officer
aztu 1 ; g . > Cleaner/Guard - Junior Officer
Foundational: Baseline behaviors. Support (Grade A-C)
o o o A
) 3:%‘:.;2%’;2; BN Sgamaw weiingaulagniiu-vidnardusiala
azdiu 2 " — . Project Officer- Senior Advisor/Manager
Capable: Practical application of the Professional (Grade D-H)
behaviors.
nuggasytivaruta: ucvuday,
dnaswy waz d13usyylagrdialo
asdu 3 oivdiadina. §ua99 G91wa8nIv - viawiaginay
v Inspirational: Role models, coaches, Managerial Director- CD (I-CD)
and influences demonstration of the
behaviors.
nuviudju: %un:.:mmu as
3 a'njaumnnmquntq._ J3mauyrn viaviagnay
azau 4 Transformational: Envisions and Exotiitie oD
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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soul
RELATIONSHIP BUILDING

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

Usnaugour2a tugewiucondo uiiw ingrunnéudaorusdnducimnay, Jguaindnoivenncity €z §19001U2.0027
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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.

. mndzﬁﬁ’nn'wtﬂwmmfimj‘té:_

J9tiucoR1Tunauowucdeluqinuie JeunItuUINNETIVUVEEIU & fean) Ticdiuaotu oy

DELIVERING RESULTS
Invests time in planning to achieve goals while meeting quality standards & demonstrating commitment.

A
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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.

B. a91u3u1alunaviaw
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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.

S9us90UNIWTR €YY F13a01uc2urI2e S uteluqilnuiues S niu. Bngou, Wedngl «s gungjusdu

v

N 12 NdsBdinognguesjweiingiu Sa9lenin ‘th.”;é”'u‘cﬁﬁ'lm'mmm.
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.

C. a2au311aMn1YG1UEinin
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C. Functional Competencies
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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. a91uzwran1ydaunaudzidio Competencies
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ta3s13n1w3adfig29989nau Organization Structure

Project Manager

Project Officer
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