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	UNITED NATIONS POPULATION FUND

GENERIC JOB DESCRIPTION




	I.  Position Information



	Project title:                      

Project Number:               

Job Code Title:     
Duration of Employment

Working nature:                 

Working hours:                 

Duty station:                     
Pre-classified Grade:        

Supervisor:            
	Project Manager
One year with possible prolongation

Full-time assignment

40 hours a week (09:00-18:00; 12:00-13:00 lunch time) 

Bishkek
SC 8
Assistant Representative 


	II. Organizational Context 



	UNFPA has received funds from Peace Building Support Office (PBSO) to implement a GPI3 project during 2017-2018 (18 months): “Women and girls as drivers for peace and prevention of radicalization”. The project is the joint project with UNDP, UNICEF and UNODC under the leadership of UNFPA. 
Under the guidance of the UNFPA Assistant Representative, the Project Manager will provide high quality services to UNFPA to ensure timely and efficient management, monitoring and implementation of the project. The Project Manager promotes a client, quality and results-oriented approach.



	III. Functions 



	1. Work towards achievement of goals set up in UNFPA strategic documents, relevant national legislation and projects documentation;

2. Work with UNFPA staff on the substantive aspects of the projects. Provide advisory and technical assistance to the UNFPA staff on matters related to the project implementation; 

3. Responsible for operational management of the project and in compliance with the UNFPA rules and regulations;

4. Responsible for formulation, implementation and evaluation activities on the substantive side of the projects;

5. Responsible for the implementation of the projects activities; 

6. Responsible for the development of AWPs and budget revisions and progress reports;

7. Timely preparing and compilation of the Project Annual/Quarterly progress and final reports and other documentation;

8. Responsible for the delivery of the projects resources against approved budgets;
9. Conduct the monitoring and evaluation of the project activities and overall management of the final project evaluation; 
10. Liaise with key stakeholders and other partners to ensure proper coordination and partnership within the framework of project activities implementation;

11. Maintain fulfillment of standard procedures, including the ones on procurement, contracting of services and formalizing partnerships, in accordance with UNFPA rules and regulations within the NEX and HACT frameworks;

12. Maintain proper documentation and codification of project methodologies and experiences for wide dissemination and institutional memory;

13. Handle correspondence and keep the filing system related to the projects;

14. Undertake regular field visits;

15. Monitor regularly and ensure timely and adequate implementation of the AWPs, undertake necessary preparatory actions for the planned activities, and liaise with relevant parties, if needed;

16. Arrange events including meetings, trainings and other activities related to projects implementation;
17. Coordinate all the activities with partner UN Agencies; 
18. Perform other duties that may be required by Assistant Representative for effective implementation of the projects. 


	IV. Recruitment Qualifications/Competencies


	Education:
	· Master degree or equivalent in political, social sciences, communication or other related fields;

	Experience:
	· 2 years of relevant experience in managing/coordinating projects and hands-on experience in design, monitoring and evaluation of development projects; 
· Managerial experience;
· Strong knowledge of the issues on peacebuilding, gender equality, prevention of violent extremism, radicalization and GBV. Experience of work with religious leaders and communities is an asset. 

· Experience of work with the international organizations, governmental bodies and local administrations; 
· Experience in the usage of computers and office software packages (MS Word, Excel, etc.).  

	Language Requirements:
	Fluency in English, Russian, Kyrgyz. 


	V. Signatures- Post Description Certification



	Incumbent 

Name                                              Signature                                         Date

	Assistant Representative          Signature                                        Date

	Country Director                         Signature                                        Date


