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Terms of References for Project Administrative and Financial Assistant (PAFA):

Job Title Project Administrative and Financial Assistant (PAFA)
Project Initial Biennial Update Report (BUR1) Project
Location Head Office No. (53), Environmental Conservation

Department, Nay Pyi Taw

Duration of contract Yearly contract system starting from the contract

agreement

Under overall guidance of the National Project Director (NPD), and with directly

reporting to the National Project Manager (NPM), the Project Administrative and Financial

Assistant (PAFA) is responsible for;

Duties:

Assist the National Project Manager (NPM) in overall project management and provide
general administrative support to ensure the smooth running of the Project
Management Unit (PMU)

Manage office work, to schedule meetings and maintain contacts with all
institutions/experts involved,

Organize all PMU initiated events (workshops, working group meetings, stakeholder
consultations, etc.)

Ensure reporting requirements of UNEP and of all administrative UNEP regulations,
policies and procedures;

Maintain the project’s files and the equipment inventory file;

Compile and/or prepare the documentation necessary for the procurement of services,
goods and supplies under the project;

Assist the NPM in liaising with national and international institutions and
organizations;

Draft correspondence and documents; finalize correspondence of administrative
nature; edit reports and other documents for correctness of form and content;
Provide oral interpretation and written translation as required,

Act on telephone inquiries, fax, post and e-mail transmissions, and co-ordinate
appointments;

Arrange duty travel and provide all the logistic support for the coming

missions/visitors;



N

= Perform any other administrative duties as requested by the NPM;

» Undertake any other actions under the project as requested by the NPM;

= Assist NPM in all financial matters related to the Project development;

» Ensure that financial requirements of UNEP and the national legislation, where
relevant, are adhered to;

» Draft quarterly cash flow projections based on the agreed project work plan;

* Prepare the project’s financial reports to UNEP;

= Maintain the payments supporting documentation in impeccable order;

= Perform any other financial duties as requested by the NPM,;

* Prepare payments requests
Qualifications:

= University degree; (preferably advanced degree (M.Sc. or equivalent))

= Five years of experience in the field.

» Administrative skills, Finance management skills and Computer skills, especially in
databases and spreadsheets;

= Ability in liaising with relevant international institutions and collaborating with
governments and/or multilateral organisations;

» Good knowledge of English - both oral and written, as well as excellent knowledge of
Myanmar;

» Understanding, familiarity with the government administrative system and its staff.



