Annex. C

Terms of References

This Annex provides brief Terms of References (TORs) for long term positions under the project. The TORs for short term activities including ad-hoc consulting missions and evenets will be developed by the CTA. The TORs for the staff to be recruited under the UNEP component of the project, i.e. Outcome H, are detailed in the UNEP-UNOPS Inter-agency Agreement. The TORs are presented in three groups namely internationally, regionally and nationally recruited positions. The internationally recruited positions will include:

· Chief Technical Advisor  (CTA) 

· The Biodiversity Expert
· The Information Technology and Data Management Expert (DIME) 
The regionally recruited positions will include:

· Programme Coordinator
· Programme Coordinator Assistant
· Strategic Action Programme Implementation Coordinator (SAPIC)

· Regional Liaison Advisor (RLA)
· Matched Small Grant Programme and Public Participation Advisors (MPPA)
And the nationally recruited positions, including the project supported PCU administrative staff will include:

-
MSGP-Public Participation Manager (MPP Manager),

-
MSGP-Public Participation Administration Assistant (MPP Assistant),

-
Administration Senior Assistant (ASA),

-
Administration Assistant (AA),

-
IT Technical Assistant (ITTA),

· Receptionist/Technical Documents Unit Assistant,

The internationally and nationally recruited staff will be based at the PCU in Tehran which will also accommodate the Programme Coordinator, a Programme Coordinator Assistant, a Technical Assistant tasked to support the UNEP component of the project as well as other ad hoc and/or short terms staff. The PCU will also welcome staff of other CEP projects which choose to operate out of the PCU under agreed arrangements.

 The TORs provide for flexibility in order that most of the staff could to a certain extent cover other’s basic duties in case of absence. A collegial rather than hierarchical approach has been adopted. In the case of the secretarial staff, clerical duties have been minimized in order to further integrate the staff in the basic operations of the PCU and eventually promote career development.

All staff will be encouraged to familiarize themselves with these descriptions in order to understand each other’s roles and to avoid eventual misunderstandings. The descriptions will be reviewed and, if necessary updated, on an annual basis. Additionally, in times of exceptional workload or where specialist support is required, some part-time or temporary support may be hired. Information on office hours and special conditions may be found on the final page of this annex.

Internationally Recruited Positions

Caspian Environment Programme

Terms of Reference 

Chief Technical Advisor

Tehran; I.R. Iran

The project Chief Technical Advisor (CTA) shall be responsible for the overall management and supervision of the GEF project. He/she will manage and provide overall supervision for all GEF staff in the Programme Coordination Unit (PCU). He/she shall liaise directly with the CEP Programme Coordinator, National Focal Points (NFPs) and the representatives of the CEP partners in order to develop the annual work plan for the project. The work plan will provide guidance on the day-to-day implementation of the project document noting the need for overall coordination with other CEP component projects and on the integration of the various donor funded parallel initiatives. He/she shall be responsible for the effective and efficient implementation of the project activities towards full achievement of its stated objectives and for all substantive, managerial and financial reports from the Project. He/she shall consult with, and coordinate closely with, the Principal Project Resident Representative, senior representatives of partner agencies as well as the respective UNDP officers in all Caspian Countries.
Duties:

The CTA will have the following specific duties:

· to manage the GEF components of the PCU, its staff, budget and imprest fund;

· to engage in a constructive dialogue with the Programme Coordinator, NFPs, CNSs  and other CEP partners towards consistency and synergy between the various programme components in  preparation of the project road map and annual work plans and implementation of project activities while taking into full account as guiding  documents the  Strategic Action Programme (SAP) and the National Action Plans (NCAPs) ;

· cooperate and liaise with the Programme Coordinator and the Caspian Regional Advisory Groups to develop thematic strategies, programme and action plans;

· to prepare and oversee the development of Terms of Reference for consultants and contractors;

· to arrange for the timely recruitment and procurement of quality services and equipment and for implementation of project activities  of in accord with applicable rules, regulation and standards; 

· to monitor  progress towards achievement  of objectives and  implementation of activities as described in the project work plan vis-as vis the agreed progress indicators; 

· to coordinate and oversee the preparation of the substantive and operational reports from the Project ;

to foster and establish links with other related Caspian initiatives and, where appropriate, with other regional International Waters programmes.

· cooperate with the CEP Programme Coordinator is dispensing his /her function including efforts towards international, multi-lateral and bi-lateral coordination; networking between NFPs and NCSs; dissemination of information; resource mobilization for the NCAPs and SAP and preparation of reports on  implementation of same;
· maintain and develop the CEP web-site seeking and incorporating data and information from all CEP partners ;
· maintain and develop the PCU based Technical Documents Unit 
represent  the  project at the Steering Committee meetings , technical meetings and other appropriate foras. 
Skills and Experience Required

Post-graduate degree in environmental management or a directly related field, e.g. applied marine science, natural resources economics; at least fifteen years experience in fields related to the assignment including ten years of experience at a senior project management level. Demonstrated diplomatic and negotiating skills; familiarity with the goals and procedures of international organizations, in particular those of the GEF partners; excellent knowledge of English; familiarity with the coastal countries, knowledge of one of their languages would be an asset.

Duty Station: Tehran , I.R .Iran

Duration:   Three years on a fixed-term contract

Suggested Grade:  P5 

Caspian Environment Programme

Terms of Reference 

Biodiversity Expert

Tehran; I.R. Iran

The Biodiversity Expert will in general assist and deputize the CTA to manage the project and to supervise staff in the Programme Coordination Unit (PCU). In particular he/she will be responsible for the management and supervision of the elements of the project that deal with the priority areas of biodiversity and invasive species, as well as for the elements that might be delegated to him /her by the CTA. He/she will substantively input towards development of the project annual work and for the effective and efficient implementation of the elements that deal with the priority areas of biodiversity and invasive species. He/she will work under direct supervision of the CTA. 
Duties:

The Biodiversity Expert will have the following specific duties:

· to fully assist and deputize the CTA in engaging in a constructive dialogue within the CEP and with its partners towards developing a consistent programme road map and annual work plans for the CEP component projects;
· to assist the Caspian Regional Advisory Groups to develop their own thematic strategies, programme and action plans, in particular RAGs related to Outcomes, A, B and C;

· assume responsibility for developing and updating work plan and TORs for activities targeting  Outcomes A, B and C; 

· assist towards the timely recruitment and procurement of quality services and equipment and for the implementation of project activities and  in particular assume responsibility for those dealing with the Outcomes A, B and C,  all in accord with applicable rules, regulation and standards; 

· to fully assist achievement monitoring vis-as vis the agreed progress indicators and assume responsibility of   monitoring of Outcomes A, B and C ;

· to substantively contribute towards  preparation of the substantive and operational reports on project activities and progress;

· to substantively contribute towards formulation of regional agreements and protocols under Outcome H;  and revisiting of the TDA, NCAPs, and the SAP under Outcome F;
· support DIME in maintaining and developing the CEP web-site seeking and incorporating data and information from all CEP partners; 
· support the PPM Manager  to achieve the MSGP and Public Participation outcomes of  the project; 

· represent  the  project at the Steering Committee meetings , technical meetings and other appropriate foras. 
Skills and Experience Required

Post-graduate degree in biodiversity conservation, environmental management or a directly related field; at least ten years experience in the related fields; proven experience with computer data bases; experience in training other specialists; familiarity with the problems and opportunities of the Caspian region ; full fluency in written and spoken English

Duty Station: Tehran, I.R .Iran

Duration:   Three years on a fixed-term contract

Suggested Grade:  P 4
Caspian Environment Programme

Terms of Reference

Data & Information Management Expert

Tehran; I.R. Iran

The project Data & Information Expert (DIME) shall be responsible for information capture, exchange and networking between a wide range of participants in the CEP including government officials, international partners, scientists, non-governmental organizations and the public at large.  He/she will work closely with institutional focal points, CEP partners, international and national NGOs, industry, academia and public and will cooperate with and encourage activities of other CEP partners in this field.  He/she shall work under the direct supervision of the Project Chief Technical Advisor (CTA) within the Programme Coordination Unit (PCU), which will be established in Tehran.

Duties

He/she will have the following specific duties:

· to identify data & information sources and arrange for collection, storage, updating, and maintenance of same in electronic  and hard forms copy forms  as applicable; 

· to generate and maintain updated a directory of all persons and institutions engaged in work related to the implementation of the programme;

· to facilitate  and supervise data exchange and the maintenance of the data communications network between CEP cooperating institutions;

· to develop, edit and electronically publish on website a regular information bulletin on the programme activities including  undated events calendar

· to supervise the development of a Technical Documents Unit at  the PCU;

· to supervise the development and maintenance of information management strategies ;

· to develop and maintain a user friendly  Home page for  the CEP

· to liaise with CEP partners, donors, specialized UN agencies, international and national NGOs, academia, industry and other stakeholders in establishing and managing scientific research programmes in the Caspian;

· to supervise the production of the Technical Series publications; 

· lead and effectively participate in IT capacity building activities under the project including organizing training  initiatives; 

· provide advice on procurement, operation, maintenance of  IT hardware and software including PCU LAN; 

· to assist with the administration of other information-related technical issues where required by the CTA.

Skills and Experience Required

post-graduate degree in environmental science, oceanography, information management or a directly related field; at least five years experience in similar international posts dealing with information exchange and international scientific/environmental management projects; proven experience with computer data bases, GIS, web design and information systems; experience in training other specialists; and  fully fluent in English and Russian including a proven writing and editing ability; familiarity with the problems and opportunities of the Caspian region would be a major advantage.

Duty station:  Tehran, Iran

Duration:  Thirty months 

Suggested Grade:  P 4

Regionally Recruited Positions

Caspian Environment Programme

Terms of Reference

Programme Coordinator

Tehran; I.R. Iran
The Programme Coordinator shall be responsible in general for the overall coordination of all aspects of the Caspian Environmental Programme (CEP) and implementation of the Strategic Action Programme in particular. He/she shall liaise directly with the National Focal Points (NFPs) and the representatives of International Partners and other donors in order to coordinate the annual implementation plan for the programme including the SAP, and the National Caspian Action Plans. 

The implementation plan will provide day-to-day guidance on implementation of the programme and on the integration of the various donors funded initiatives. He/she shall be responsible for all CEP substantive managerial and financial reports. He/she will provide overall administrative supervision of the Programme Coordination Unit, as well as guiding and supervising all external policy relations. He/she will be active in promoting the CEP and mobilizing funds from other donors and the private sector to assist with SAP implementation.

Duties:
· Prepare an annual implementation plan for CEP on the basis of the SAP, NCAPs and support projects, in close consultation and coordination with the NFPs, International Partners and relevant donors. The plan will provide day-to-day implementation guidance on the programme and assist with integration of donor funded initiatives;

· Cooperate closely with NCS and Regional Advisory Groups;

· Coordinate and monitor the implementation of the SAP and, with the assistance of NFPs, RAGs and the National Caspian Structures, of the NCAPs;

· Ensure consistency between the various programme elements and related support project activities;

· Oversee preparation of the regional technical documents, such as protocols to the Framework Convention, relating to environmental governance of the Caspian; and

· Foster and establish links with other related Caspian programmes and, where appropriate, with other Regional Seas programmes.

Skills and Experience Required

Degree in environmental sciences, development economics, finance or a directly related field; known managerial and leadership skills with at least ten years of managerial experiences accompanied with extensive exposure to international and/or regional environmental challenges; deep familiarity with the problems and opportunities of the Caspian; full fluency in spoken and written English. Knowledge of regional languages is a major advantage. 

Candidates for the position to be nominated by the littoral countries  and approved on majority basis by the CEP Steering Committee. The position to be funded by the nominating country. 

Duty station:  Tehran, Iran

Duration:  Three years 

Suggested level /grade:  P5

Caspian Environment Programme

Terms of Reference

Programme Coordinator Assistant (PCA)

Tehran; I.R. Iran
Under the supervision of the Programme Coordinator the PCA will provide support to the work of the Coordinator. He/she will be responsible for provision of substantive support as well as executive assistance to the Programme Coordinator including assuming responsibility with respect to finances, technical services, procurement and personnel matters associated with dispensing the programme coordination function. The post holder will be the principal line of liaison between the CEP, PCU and the Programme Coordinator in all financial and administrative matters. 

Duties

The CAA will have the following specific duties: 

· will input to the development and updating of an annual implementation plan for CEP on the basis of the SAP, NCAPs and support projects; 

· will monitor the execution of the implementation plan; 

· will dialogue and liaise closely with the CEP partners,  National caspian structures and  the Regional Advisory Groups on CEP activities to ensure full exchange of information, regional consultation and consensus building ;  

· will keep the Coordinator fully informed of status of the CEP through quality briefings and reporting. 

· Will deputize the Coordinator if so specifically authorized by the Coordinator

· will arrange the efficient delivery of coordination functions through appropriate planning, effective arrangements, communication,   and   securing all necessary funding and authorizations, 
· Will assume management responsibility for personnel assigned to the Coordinator and will be responsible for the proper running and upkeep of all equipment including the computers, copiers, etc put at the disposal of the Coordinator and staff under his/her supervision,
· will  arrange for documenting Coordinator activities including bookkeeping, inventorying  and likewise

 Skill and Experience Requirements

Degree in management, environmental or a directly relevant field; three years of experience in management; knowledge of computer or other office technology equipment;  fluency in English. Knowledge of Russian will be a major advantage. 

Candidates for the position to be nominated by the littoral countries and approved on majority basis by the CEP Steering Committee. The position to be funded by the nominating country. 

Duty Station : Tehran

Duration : three years

Suggested level /grade : G 6/II

Caspian Environment Programme

Terms of Reference

     SAP Implementation Coordinator (SAPIC)

                                                                    (in all five countries)

The CEP-SAP project and the EC initiatives follow up and build upon the earlier work towards protection of the environment of the Caspian which started under respective CEP/GEF and Tacis projects under the CEP and resulted inter alia in formulation and approval of the SAP and of the NCAPs and the signing of the Caspian Framework Convention. Successful implementation of the CEP-SAP, and indeed any other regional environmental initiative, to a large degree depends on the enhanced regional and national ownership of the programme activities; structured linkages to the SAP and to the NCAPs; completion of strategic studies began earlier; enhanced stakeholders participation; capacity building; improved environmental legal frameworks and compliance and effective resources mobilization. 

The CEP-SAP implementation mechanism and structure have therefore been designed to fully take into account these factors. The present TORs defines the task of responsibility of a position namely the SAPIC who will work closely with the NFP of the country within the pertinent CNS while maintaining a constructive continuous dialogue with the CEP partners to assure timely and full communications with the CEP on the implementation of the SAP, NCAP, CEP-SAP and other regional wide environmental initiatives under the CEP umbrella.  SAPIC will work full time at the facilities provided by the NFP.  He/she will liaise closely with the UNDP Country Office, the PCU, the CEP Programme Coordinator and the CEP-SAP Chief Technical Advisor (CTA). 

Duties

SAPIC will have the following specific duties:

· keep himself/herself fully informed, and share same with the NFP, of developments of relevance to the environment of the Caspian Sea, assist NPF in his/her responsibilities with regards monitoring of CEP activities including review of road maps and work -plans and assist CEP in general and the  NFP in particular to identify coordination and management issues, challenges and options, within the CEP umbrella; 

· monitor SAP and NCAP implementation at the national level through assessing progress against established indicators; identify opportunities, challenges and options; share information with NFP, PCU and Programme Coordinator;

· provide and/or arrange for capacity building events,  training and guidance for the participants in the SAP/NCAP and CEP  implementation processes  whenever required;    

· assist NFP and country based RAGs and/or other thematic region -wide centres of excellence to fully engage PCU and other CEP partners in substantive and coordinated dialogue and cooperation on issues related to CEP activities and help NFP to assure co-ordination between the various projects, initiatives and activities under CEP in the country including timely nomination of candidates for CEP studies and events and timely delivery of required  and contracted  national inputs ;

· cooperate fully with CEP partners towards initiation and development of Caspian related concepts, project proposals; draft protocols and  regional agreements; 

· assist CEP partners towards collection of data and information for CEP research, studies and activities and for updating of CEP web-site; and cooperate fully with CEP partners towards completion and /or revisiting of strategic studies including  the TDA, NCAP and SAP;

· assist CEP partners, in particular the NFP and the CNS, and in resource mobilization activities towards implementation of SAP and NCAP;

· assist NFP in inter-sectoral and inter-ministerial co-ordination activities including organizing meetings   and providing timely reports on same to Programme Coordinator and to PCU;

· fully collaborate towards implementation of the CEP-SAP  public participation plan  strategy  through inter alia encouraging fuller stakeholders involvement in CEP activities;   

· fully cooperate with the Matched Small Grant Component of the CEP-SAP in its outreach, proposal assessment  and  implementation monitoring activities;

Skills and Experience Required:

Degree, preferably, in an environmental field. Experience in management coordination, public relations and administrative work. Knowledge of computers and common computer applications. Knowledgeable in use of fax, email, and internet. Good written/spoken English language skills. Excellent Russian language abilities or native language abilities as applicable.  

Duty Station:
One in each of the Caspian littoral countries.

Duration:   Three years

Suggested Grade:   G 6/I
Caspian Environment Programme

Terms of Reference

Matched Small Grant Programme and Public Awareness Coastal Area Advisor

(MPP Coastal Advisor)

In all five countries

The MPP Coastal Advisors will be responsible for the effective implementation of the Matched Small Grant Programme (MSGP) and the Public Participation Strategy in the Caspian coastal areas in the five littoral countries under the project.  There will be one advisor in each of the five littoral countries.  He/she will be a national of the country and will reside in the coastal area of that country. He/ she work closely with Governmental, NGOs, Caspian local authorities and communities, industry, media and will liaise with corresponding activities of other CEP partners in this field.  He/she shall work under the supervision of the Project Chief Technical Advisor (CTA) and the MPP Manager. 

Duties

The MPP Coastal Advisor will have the following specific duties:

· under the supervision of the MPP Manager  input  into the design of a comprehensive Caspian oriented public environmental awareness campaign and a stakeholders involvement action plan, with special emphasis on local communities;

· manage and monitor the project public participation strategy, the awareness campaign and the stakeholders involvement action plan in his/her country of assignment including development and implementation of  country specific sensitization initiatives, information campaigns and  local NOG  networking and establishment of at least one functional Caspian Concern Group in his/her country of assignment;   

· establish and coordinate technical support and capacity building initiatives targeted at the local communities and authorities and Caspian NGOs including the effective implementation of micro grants under the public participation strategy in his/her country of assignment;

· fully participate in outreach activities to the potential beneficiaries for MSGP  and micro grants; actively engage is encouraging grant applications from local authorities, communities and NGOs; assist in establishing grant awards to awardees, and  closely  monitor  implementation of awarded grants;

· through the MPP Manager closely cooperate with the DIME to share out information on CEP in general and on the project and MSGP in particular to the  Caspian stakeholders  and others;

· liaise with other CEP partners, in particular with the EU supported Sustainable Community Development  Advisors, on the implementation of projects which support public participation/ public awareness in  his /her country of assignment,

Skills and Experience Required
Degree in environmental, development studies or a directly related field; at least two years direct related experience; familiarity with the problems and opportunities of the Caspian coastal area of assignment; and full fluency in spoken and written in English and the language of the country of assignment. 

Duty station:  Coastal areas of the five littoral countries  

Duration:  Three years 

Suggested level /grade : G 5/I

Caspian Environment Programme

Terms of References

Regional Liaison Advisor (RLA)

Baku; Azerbaijan

In general terms the RLA, who will be based in Baku and will work on part time basis, will be responsible for facilitating the work of the Programme Coordinator and the PCU Team in a) assuring broad regional coordination in the project implementation process, including ensuring timely and adequate inputs from the countries; and b)  in arranging  backstopping  support  to the PCU in particular arranging for translation work. The work will include frequent regional briefings, contacts, dialogues and if so required meetings to keep the regional stakeholders, in particular the NFPS informed and involved. 

Duties

The RLA will have the following specific duties
· liaise and maintain dialogue with the environmental authorities in the Caspian region with a view to seek out and exchange views and information on CEP issues and assist in expediting actions  including nominations , authorization and likewise ;

· keep  PCU Tehran fully abreast of developments of concern to CEP and provide information and advise on logistical support and coordination issues as may be requested by the PCU; 

· assist, through provision of information and advice, the environmental international and national projects that cooperate with CEP, in particular  the ones which might wish to use the former PCU premise in baku; 

· maintain a log of UNDP expenses  including MSGP at PCU: contact and followup with the UNDP to ensure the timely release of due payments for services delivered to CEP; 

· arrange for translation  and editing of documents and other material referred to him /her by the CTA submitting electronic outputs to PCU.

Skills and Experience Required

Degree in environmental studies, economics, finance or a directly related field; at least five years direct experience with the familiarity with the problems and opportunities of the Caspian; and full fluency in spoken and written in English and Russian 

Duty station:  Baku, Azerbaijan

Duration:  Three years, part time

Suggested level /grade : G 7/I 

Nationally Recruited Positions 

Caspian Environment Programme

Terms of Reference

Matched Small Grant Programme and Public Awareness Manager ( MPP Manager)

Tehran, I.R. Iran
The MPP Manager will be responsible for the project elements designed for implementation of the Matched Small Grant Programme (MSGP) and the Public Participation Strategy under the project He/she will work closely with Governmental, NGOs, Caspian local authorities and communities, industry, media and will liaise with corresponding activities of other CEP partners in this field.  He/she shall work under the supervision of the Project Chief Technical Advisor (CTA) and will liaise with the Programme Coordinator within the Programme Coordination Unit (PCU) in Tehran. He/she will coordinate closely with the Data and Information Management Expert (DIME) in the dissemination of all information.

Duties

The MPP Manager will have the following specific duties:

· assist the CTA and the International Public Awareness Consultant, in consultation with the Programme Coordinator and CEP partners, in the design of a comprehensive Caspian oriented public environmental awareness campaign and a stakeholders involvement action plan, with special emphasis on local communities;

· manage and participate in the implementation and monitoring of the project public participation strategy, the awareness campaign  and the stakeholders involvement  action plan; 

· establish and coordinate technical support and capacity building initiatives targeted at the local communities and authorities and  Caspian NGOs including the effective implementation of micro grants under the public participation strategy;

· arrange for and participate in MSGP outreach to the potential beneficiaries; prepare materials and documentations including announcements, flyers, application package, evaluation criteria  for MSGP  and micro grants; arrange for and participate in  evaluation and award of grants including technical review for pre-selection of proposals for consideration by the MSGP Evaluation Committee; closely monitor  implementation of awarded grants;

· provide leadership, technical assistance, training and coordination support to the five MPP Advisors to be placed in the coastal areas; assist in identification of candidates for these positions 

· closely cooperate with the DIME to share out information on CEP in general and on the project and MSGP in particular to the  Caspian stakeholders  and others;

· liaise with other CEP partners, in particular with  the EU supported Sustainable Community Development  Advisors, on the implementation of projects which support public participation/ public awareness in the Caspian region; 

· fully cooperate with the World Bank MSGP team located in Baku towards arranging joint training events, sharing of knowledge, best practices  and information  and in monitoring of grants already awarded.  

Skills and Experience Required
Degree in environmental studies, economics, finance or a directly related field; at least two years direct experience with the establishment and management of NGOs; familiarity with the problems and opportunities of the Caspian; and full fluency (spoken and written) in English and Farsi. Knowledge of Russian is a major advantage 

Duty station:  Tehran, Iran

Duration:  Three years 

Suggested level /grade : G 7/II

Caspian Environment Programme

Terms of Reference
Administration Senior Assistant (ASA)

Tehran, I.R. Iran

Under the supervision of the Project Chief technical Advisor (CTA), the ASA will manage the day to day operations of the PCU, particularly with respect to finances, technical services, procurement and personnel matters, all to be carried out in close cooperation with the counterpart staff of UNOPS and the UNDP Field Office in Tehran. The post holder will be the principal line of liaison between the PCU and the UNOPS PMO in all  financial and administrative matters. 

Duties

The ASA will have the following specific duties: 

· ensure the proper day to day functioning of the PCU by supervising the provision of all necessary supplies and services including maintenance contracts, office supplies and communications.  He/she will personally supervise the Administrative Assistant(s).  He/she shall be responsible for the proper running and upkeep of the PCU hardware including the computers, copiers, etc.

· administer the petty cash and imprest account on behalf of the CTA and prepare relevant documents including monthly cash statements, requests for replenishment and budget reviews and revisions.  He/she shall oversee the work of the Administrative Assistant regarding financial issues.  The ASA shall also be responsible to arrange for due payments.  

· undertake all duties relevant to local procurement.  He/she will maintain records of suppliers, obtain competitive bids for the consideration of the CTA and complete the relevant documentation including that pertinent to the tax status of the PCU.  He/she will arrange for customs clearance of imported.  He/she will maintain precise records of all goods purchased and for maintaining proper equipment inventories as well as for ensuring the proper labeling and recording of equipment delivered to the field

· assist all the PCU staff with personnel matters relevant to the performance of official duties.  This work, with support from other administrative staff, will include the obtaining of visas for official missions and assistance to newly arriving or departing staff for shipment of their personal effects, opening bank accounts, etc. The incumbent will also supervise keeping records of time and attendance and informing staff of vacation periods and any other UNDP-related administrative functions as required by the CTA.
Skill and Experience Requirements

Degree in administration or a directly relevant field; three years proven experience in administration and budget management; fluency in English and Farsi; proven experience in the management of computer or other office technology equipment; good knowledge of UNDP policies and regulations; knowledge of Russian will be a major advantage 

Duty Station: Tehran

Duration: three years

Suggested level /grade: G 6/II
Caspian Environment Programme

Terms of Reference
              Administration Assistant

     Tehran, I.R. Iran

Under the supervision of the project Chief Technical Advisor (CTA) the Administration Assistant will deputize and fully assist the Senior Administration Assistant to perform his/her tasks. 

Duties

The Administration Assistant will have the following specific duties: 

· prepare and maintain the local records of project accounts, particularly those pertaining to the imprest fund. He/she shall prepare all relevant documents for administering the imprest account for final approval by the CTA, in conformity with the stipulations of the financial regulations of the executing agency. He/she shall prepare bank reconciliation and records of total project expenditure including, where possible, full records of counterpart contributions to the project; 

· monitor Project expenditures with reference to the approved budget. He/she will prepare budget proposals and also attend to all financial and budgetary aspects of the implementation of the programme including the following specific duties:

· to monitor expenditures entailing  monitoring the Inter agency agreements, review of the executing agency finance records of expenditures against MODs and budget lines;

· to prepare draft budget revisions and working budgets in consultation with the UNOPS and CTA;

· to assist the project staff to prepare budgets for meetings and activities and to review incoming authorizations to ensure adequate recording against budget lines 

· to assist the CTA to prepare special budget and financial statements for Steering Committee and Donor meetings, etc) and to regularly brief the CTA on the financial status of the project.

· assume the duties of the Administration Senior Assistant during his/her periods of absence.

Skills and Experience Required

Degree in a directly relevant field; proven experience in accounting; fluency in English and Farsi; proven experience in the management of computer or other office technology equipment; good knowledge of UNDP policies and regulations; knowledge of Russian will be a major advantage 

 Duty Station: Tehran

Duration: three years

Suggested level /grade: G4/II
Caspian Environment Programme

Terms of Reference

Matched Small Grant Programme and Public Awareness Administration Assistant (MPP Assistant)

Tehran, I.R. Iran
The MPP Assistant will provide administrative and logistical support towards implementations of the project elements dealing with the Matched Small Grant Programme (MSGP) and the Public Participation Strategy.  He/she shall work under the supervision of the Project Chief Technical Advisor (CTA) and the MSGP-PA manager and will deputize the latter in his/her absence. 

Duties

The MPP Assistant will have the following specific duties: 

· provide all the required administrative and financial management support for and participate in the implementation and monitoring of the project public participation strategy, the awareness campaign  and the stakeholders involvement  action plan; 

· provide all the required administrative and financial management support for the MSGP outreach campaign;  documentation development;  proposal evaluation and grants award; 

· assist in the implementation of training and other capacity building measures under the MSGP and PA components of the project

· closely monitor  financial development of the wards that are being implemented  and  maintain updated financial  records of the same

· Liaise with the other PCU staff on programmatic matters. 

Skills and Experience Required  

Degree in administration, finance or a directly related field; proven computer skills; full fluency spoken and written  in English and Farsi.  Knowledge of Russian is a major advantage

Duty Station: Tehran

Duration: three years

Suggested level /grade: G 4/II
Caspian Environment Programme

Terms of Reference

Receptionist/Technical Documents Assistant ( RTDA)

Tehran, I.R. Iran
The RTDA, working under the close supervision of the Project Chief Technical Advisor (CTA) will have responsibility for answering telephones and greeting visitors to the PCU. In addition, the RTDA will maintain the efficient operation of the PCU Technical Documents Unit.  

Duties

The RTDA will have the following specific duties:

· assume responsibility for the external communication of the PCU. This includes managing telephone, fax and electronic mail communication and the PCU address book.

· Assume responsibility to collect technical documents produced by CEP, develop and update a record of all technical reports and documents available at PCU in a web-friendly electronic from; respond to requests for use of the documents unit, and in general manage the unit in an orderly form

Skills and Experience Required

Degree in a directly relevant field; experience and interest in organizing documentation units, proven computer skills; and fluency in English and Farsi. Knowledge of Russian will be a major advantage. 

Duty Station: Tehran

Duration: three years

Suggested level /grade: G 2/II
Caspian Environment Programme

Terms of Reference

Information Technology Technical Assistant (ITTA)

Tehran, I.R. Iran

The ITTA will work closely with the Project Chief Technical Advisor and the Data and the Information Management Expert (DIME) deputizing for the latter. He /she will be responsible for the efficient functioning of the PCU servers and LAN.

Duties

The ITTA will have the following specific duties: 

· collaborate with the administration staff towards  development and maintenance of a statistical data base on project management. This work will include inter alia, records of all contracts including Inter-Agency Agreements, participation in CEP events, records of all MODs opened, information regarding the project expenditures within each budget category and for each project thematic area.

· maintain and update of the PCU Web-Server including virus protection, run of the test programs, etc. at the permanent basis

· organize and supervise the permanent backup system for main PCU files and electronic documents.

· provide coordination with computer supplying companies and Internet provider in case their involvement is necessary for repair/troubleshooting service

· assist PCU staff in installation/utilization of the new software/hardware through on-job training and explanations

· participate in the PCU DIME activities including quality control, transformation and loading into the databases of all data and information received by the PCU

· perform other LAN and software related duties as required

· identifying technical, logistical and personals needs of the IT/LAN in the  PCU and providing practical advice on meeting same. 

Skills and Experience Required  

A degree in computer sciences/information management or relevant fields. Experience in the Windows NT LAN administration, computer system administration and software development more than 3 years. Proven abilities in working with the MS Access and other office applications. Experience in the DBMS and application software development Experience in the database management. Fluency in English and Farsi. Knowledge of Russian will be a major advantage 

Duty Station: Tehran

Duration: three years

Suggested level /grade:  G6/II
Caspian Environment Programme

Terms of Reference

Program Coordination Unit (PCU)

Tehran, I.R.  Iran

The Programme Coordination Unit (PCU) will provide a coordination and management structure for the implementation and further development of the Caspian Environment Program (CEP) in accordance with the rules and procedures of the CEP Institutional Arrangements and the component projects, where applicable, based on directions provided by the CEP Steering Committee.

Tasks:

· Assist in networking between the National Focal Points and the Caspian National Structures (CNSc) in all the five littoral countries;

· Act as Secretariat for the CEP steering Committee:

· Coordinate international, multi-lateral and bi-lateral environmental activities in the Caspian, where appropriate;

· Coordinate the activities of the International Partner projects ensuring maximum targeting of the National Action Plans (NCAPs) and the Strategic Action Programme (SAP);

· Assist in resource mobilization for the NCAPs and SAP;

· Cooperate and liaise with RAGs and other participating Caspian regional thematic bodies, where applicable, in all five coastal countries for programme activities;

· Assist in capacity building within and among littoral countries;

· Establish and assist in networking between specialized institutions in participating countries and technical specialists from elsewhere;

· Maintain the CEP web-site and Caspian information system;

· Disseminate information on policy, economic, environmental, scientific and technical issues related to the programme;

· Prepare administrative and financial progress reports concerning programme activities;

· Prepare, with the assistance of the NCSs, reports on implementation of the NCAPs and SAP on a regular basis for the Steering Committee;

PCU Office hours

A system of flexible office hours will be established as follows:

Working day: 8 hours in accordance with the UN ongoing practice in I.R. Iran

Core time: Presence of all staff is obligatory from 9:00 to 14:00.

Flexible time: 2 hours daily to be taken outside core time and transferable from day to day within the period of one week.

Meetings and special events: Office hours to be determined by the Programme Coordinator in consultation with the CTA.

Timekeeping: All staff will be required to sign the time sheet when arriving and leaving the office. The Senior Administration Assistant will maintain the time and attendance records.

Special Office Regulations

The PCU will be declared a non-smoking environment for staff and visitors.  A smoking area will be available.  

