JOB DECRIPTION 
Position title:
Project Support Officer, WWF (Laos)
Grade:
A
Directly reports to:
Project Manager, WWF Laos)
Technically reports to:
Finance Manager
Supervises:
N/A

Technically supervises:
N/A
Validity:
One year
Location:
Khong District, Champasak
Background

This post is with the Conservation and sustainable use of aquatic natural resources in Siphandone project. The post holder will work as part of a team based at the field office in Khong District, Champasak, & will also sometimes work in Pakse and there will be occasional visits to Vientiane.

The general objective of the project is to contribute to overall socio-economic development of the Lao PDR through the conservation and sustainable use of aquatic natural resources in the Siphandone area of Champasak Province. 

· Specific objective 1: A Management plan for the priority wetland site, Siphandone, of global significance along the Mekong River is developed, approved, and ready for implementation. This will be achieved through : 

· Activity 1: Local Government departments and communities collaborate to agree on sustainable use of natural resources

· Activity 2: Official 10 year management plans for Siphandone nature conservation areas developed and approved

· Specific objective 2: An improved system of monitoring river-related activities and law enforcement is in place. This will be achieved through: 

· Activity 3: Community-based patrolling system is tested, proved and is in use

· Activity 4: Reference values (trends) for biodiversity status are established and regularly monitored

· Specific objective 3: Diversified local livelihoods and enhanced environmental awareness strengthen communities’ capacity to adapt to continuously changing environmental conditions. These will be achieved through:

· Activity 5: Communities are supported in developing Community Fisheries organizations

· Activity 6: At least 700 households benefit from complementary income activities

· Activity 7: Environmental education and outreach enhance public perception of project activities
I. Major Function
The Project Support Officer provides assistance in various aspects of administration, finance and implementation of the project and ensures compliance with operations systems, policies and procedures of WWF (Laos).

II. Major Responsibilities 
	A. Project Administration
	

	· Take care of all aspects of project management, administration and finance (Applied to project site)
	

	· Provide support to the Project Manager in budgetary planning and accounting
	

	· Responsible for logistic arrangements of external and internal project meetings, workshops, study tours, visits, travels, and training courses to ensure that they are properly organised and conducted and that minutes are accurately recorded and circulated to related people
	

	· Prepare contracts with project partners and counterparts upon requirements of the Project Manager, and follow up with finance team to ensure payments are made on time
	

	· Prepare contracts with suppliers, service providers, and consultants upon requirements of the Project Manager, ensure the compliance with contract management procedures of the organisation, and follow up with finance team to ensure payments are made on time (Applied to project site)
	

	· Manage all project finance, petty cash, assist in keeping track of the project expenses, and ensure all finance matters are well documented in soft and hard copy (Applied to project site without finance/accountant)
	

	· Purchase field equipments upon approval and in compliance with purchasing policy and procedure, manage the office properties, monitor the maintenance, and conduct annual inventory (Applied to project site)
	

	· Monitor the performance of contractors to ensure that work is carried out to the required standards (Applied to project site)
	

	· Assist in the design and implementation of project surveys and studies when required
	

	· Act as interpreter or translate documents when required
	

	· Assist in information management including data collection and processing as required, maintenance and update of project databases and related section on website, maintain a comprehensive and reliable filing service
	

	· Provide a comprehensive and reliable photocopying service (Applied to project site)
	

	B. Networking
	

	· Support liaison between the project office, partners, and other stakeholders
	

	· Establish and maintain effective formal and informal links with suppliers, service providers, agencies, consultants to ensure that the organisation is providing the appropriate range and quality of services
	

	C. People Management 
	

	· Work with the Project Manager and HR team to arrange work station for new staff 
	

	· Provide induction to new staff on operations procedures (HR, Finance and Admin) (Applied to project site)
	

	· Provide support to HR team in keeping track of staff leave, timesheets, and employee separation (Applied to project site)
	

	D. Monitoring and Evaluation, Reporting
	

	· Provide support to the monitoring and evaluation of the project and preparation of reports when required
	

	· Submit monthly budgetary and expenditure reports to the Project Manager 
	

	· Prepare financial and property reports when required
	


III. Working Relationships
1. Internal 



· WWF GMPO:  Work in close collaboration with project staff. Keep regular contacts with HR, finance and admin teams of WWF (Country) 

2. External   
· Liaise with communities, partners, private sector organisations, consultants and international and local NGOs. Interact with suppliers and service providers.
IV. Requirements

3. Education and Qualification

· College diploma in development studies, English, finance and accounting or in relevant fields, bachelor’s degree is an advantage

4. Knowledge

· Basic knowledge of environmental and conservation issues in (Laos), especially in aquatic resources, wetlands and fisheries
· Good understanding of normal practice in non-profit organisations
· Familiarity with the project area is preferred
· Understanding of administrative issues is an advantage

5. Experience

· 2 years of practical experience as Project Support Officer or Project Assistant

· Experience of working in INGOs or the United Nations or bilateral development agencies or in related fields is an advantage

6. General Skill
· Communications and negotiation

· Teamwork

· Fluency in written and spoken English and local language
· Proficiency in MS Office 

7. Technical Skill

· Organisation and time management

· Organisational awareness and service orientation

8. Ability

· Working under pressure and towards tight deadline with minimum supervision and staying on task

· Working well in a multi-cultural team

· Working with communities

· Travelling to the provinces and working overtime if required

· Operating standard office equipments including but not limited to computers, printers, calculators and fax machines 

9. Personality
· Attention to detail

· Flexible

· Enthusiastic

