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PROJECT TITLE: INTEGRATED LANDSCAPE MANAGEMENT TO REDUCE, REVERSE AND AVOID FURTHER DEGRADATION AND SUPPORT THE SUSTAINABLE USE OF NATURAL RESOURCES IN THE MOPANE-MIOMBO BELT OF NORTHERN NAMIBIA (DSL-IP PROJECT)

TERMS OF REFERENCE OF PERSONNEL

PROJECT MANAGEMENT UNIT


The Food and Agriculture Organization of the United Nations (FAO), with funding from the Global Environmental Facility (GEF), is working in partnership with the Ministry of Environment, Forestry and Tourism, as a leading implementer (MEFT) and the Ministry of Agriculture, Water and Land Reform (MAWLR) to implement the GEF-7 Project through an Operational Partners Agreement (OPA). 

Project implementation will take place from March 2022 till November 2027 with funds totalling USD 6.1 million. The project is part of a global impact programme led by FAO and focusing on Sustainable Forest Management under the broad theme titled Dryland Sustainable Landscapes Impact Programme (DSL-IP). The project will promote sustainable forest and land management in dryland landscapes of the rural northern regions of Namibia, more specifically Oshikoto, Omusati and Kavango East. It will support a cross-sector approach which will result in the mainstreaming of sustainable forest and land management to enhance ecosystem resilience for improved livelihoods. The project will be implemented in the landscapes in parts of the Kunene-Cuvelai, Etosha and Okavango river basins and, additionally, applying a transboundary focus whenever relevant. 

MEFT is the leading project executing Ministry and will work in close collaboration with MAWLR. Both ministries will coordinate activities with national bodies related to the different project components, as well as with the project partners. The project will establish a Project Steering Committee (PSC) as the main body linking the project to relevant national bodies and ensuring that the project outcomes are attained. The project will also establish a Project Management Unit (PMU), which will be located within the MEFT Head Office, Windhoek and (3) Regional Project Implementation Officers.

The following positions are available for implementation of this Project: the National Project Coordinator, Financial and Administrative Assistant, Regional Project Implementation Officers and a Driver. Below are the detailed terms of reference for each of the positions. 

1.  National Project Coordinator (NPC) 

Duties and Responsibilities:

Under the guidance of the Environmental Commissioner Office of MEFT, the FAO Representative in Namibia and the DSL IP Regional Coordinator, the NPC will be responsible for the day-to-day management of the project. He/she will be responsible for the overall planning, coordination of project activities, and monitoring of project results.

i) Specifically, he/she will carry out the following tasks: Overall technical lead for the implementation of all project outputs and activities and ensure technical soundness of project implementation. 
ii) Coordinate the project with relevant baseline initiatives. 
iii) Coordinate the project with FAO’s Technical Support Structure for the DSL IP (i.e. liaise with the DSL IP regional service providers to ensure that regional technical assistance is supported by national implementing partners). 
iv) Ensure high level of collaboration among participating institutions and organizations at the national and local levels. 
v) Ensure compliance with all OPAs’ provisions during the implementation, including on timely reporting and financial management. 
vi) Closely coordinate and monitor the implementation of project activities and provide close supervision to the Regional Project Implementation Officers.
vii) Prepare and submit Annual Work Plans and Budgets to the PSC for approval.
viii) Tracking the project’s progress and ensure timely delivery of inputs and outputs. 
ix) Provide technical support and assess the outputs of the project national consultants hired with GEF funds, as well as the products generated in the implementation of the project.
x) Approve and manage requests for provision of financial resources using the provided format in OPA annexes.
xi) Monitor financial resources and accounting to ensure accuracy and reliability of financial reports. 
xii) Ensure timely preparation and submission of requests for funds, financial and progress reports to FAO as per OPA reporting requirements. 
xiii) Maintain documentation and evidence that describes the proper and prudent use of project resources as per OPA provisions, including making available this supporting documentation to FAO and designated auditors when requested. 
xiv) Implement and manage the project’s monitoring and communications plans. 
xv) Organize project workshops and meetings to monitor progress and prepare the Annual Budget and Work Plan. 
xvi) Submit the six-monthly Project Progress Reports (PPRs) with the AWP/B to the PSC and FAO. 
xvii) Prepare the first draft of the Project Implementation Review (PIR). 
xviii) Support the organization of the mid-term and final evaluations in close coordination with the FAO Budget Holder and the FAO Independent Office of Evaluation (OED).
xix) Submit the Operation Partner’s (OP) six-monthly technical and financial reports to FAO and facilitate the information exchange between the OP and FAO, if needed.
xx) Inform the Project Steering Committee (PSC) and FAO of any delays or difficulties arising during the implementation to ensure timely corrective measure and support. 
xxi) Liaise regularly with the DSL IP regional coordinator on project progress and support the regional coordinator in bidirectional flow of information from the national project to the Southern Africa Regional Exchange Mechanism (REM) cluster.
xxii) Facilitate the recruitment of other core PMU staff and ensure the PMU’s and relevant government focal points’ active participation and technical coverage in regional and global trainings as well as knowledge events organized by the DSL IP global and regional coordination structure.
xxiii) Lead in the identification of active forest/farm producer organizations in the targeted landscapes based on set of jointly selected criteria (input to be provided by the DSL IP global and regional coordination). 

Minimum requirements
 
Candidates should meet the following criteria: 
· Advanced degree in Natural Resource Management or other relevant field.  
· Proven experience in the management of UN agencies’ environment programmes or Natural Resource Management Programmes or similar projects.
· A minimum of 10 years of relevant professional experience, including practical experience in the implementation of interventions for the sustainable management of natural resources such as forests, land management or natural resources management, institutional networking and decision-making advice. 
· Extend and relevance of experience in results-based project/programme management including the development and oversight of logical frameworks and theories of change.
· Proficiency in Excel, Word, PowerPoint and MS Office.
· Valid Driving License.  

Location: Windhoek, with extensive travel to project sites 
Duration: Full-time (2 years’ contract, renewable subject to performance, and for a maximum of 5 years) 
Language: Fluency in English (including writing and communication skills) 

2. Financial and Administrative Assistant (F&A) 

Under the general supervision of the NPC, and in close collaboration with the Project Executing Partners, the Financial and Administrative Assistant will take the operational responsibility for timely delivery of the project outcomes and outputs. In particular, he/she will perform the following main tasks: 

i) Ensure smooth and timely implementation of project activities in support of the results-based workplan, through operational and administrative procedures according to FAO rules and standards.
ii) Coordinate the project operational arrangements through contractual agreements with key project partners. 
iii) Arrange the operations needed to sign sub contracts with implementing partners as may be necessary, and in liaison with the FAO Country Office 
iv) Maintain inter-departmental linkages with FAO units for donor liaison, Finance, Human Resources, and other units as required. 
v) Manage the project budget, including the monitoring of cash availability, budget preparation and revisions to be reviewed by the NPC. 
vi) Ensure the accurate recording of all data relevant for operational, financial and results-based monitoring. 
vii) Ensure that relevant reports on expenditures, forecasts, progress against workplans, project closure, are prepared and submitted in accordance with FAO and GEF’s defined procedures and reporting formats, schedules and communications channels, as required 
viii) Execute accurate and timely actions on all operational requirements for personnel-related matters, equipment and material procurement, and field disbursements. 
ix) Participate and represent the project in collaborative meetings with project partners and the Project Steering Committee, as required.
x) Undertake missions to monitor the outputs-based budget, and to resolve outstanding operational problems, as appropriate. 
xi) Initiate travel authorizations for staff and non-staff, prepare travel expense claims and secondment reports using the Organization’s computerized travel system. 
xii) Assist in the preparation of meetings, workshop and seminars, book meeting rooms and assure that all necessary arrangements are made. 
xiii) Be responsible for results achieved within her/his area of work and ensure issues affecting project delivery and success are brought to the attention of higher-level authorities through the NPC in a timely manner.
xiv) In consultation with the NPC provide inputs regarding project budgetary matters to mid-term reviews and final evaluations.
xv) Manage the logistics for PMU’s and relevant government focal points participation to regional and global trainings and knowledge events organized by the DSL IP global and regional coordination structure

Minimal requirements

Candidates should meet the following criteria: 
· Advanced Degree in Accounting, Business Administration, Economics or related fields. 
· Proven Experience in project operation and management related to Natural Resources Management, Agriculture, or other developmental projects. 
· Experience with the implementation of UN and/or GEF-funded projects or Cooperate Companies would be a strong advantage.
· Demonstrated knowledge of GEF, UN and FAO and other project management systems. 
· Valid Driving License

Location:  Windhoek, including regular field visits to project targeted areas 
Duration: Annual contract, renewable each year subject to performance and for a maximum of 5 years) 
Language: Fluency in English (including writing and communication skills). 

3.  Regional Project Implementation Officers (3 Positions)
 
Duties and Responsibilities: 

Under the supervision of the NPC, the Regional Project Implementation Officers will be responsible for the implementation of the project interventions in each region. They will assist the NPC with planning, stakeholder coordination, knowledge management, implementation support and monitoring of project activities. Specifically, they will carry out the following tasks: 
i) Coordinate the implementation of Annual Work Plans and Budget Plan (AWP/B) in their respective sub-basin (target landscape). 
ii) Assist with the development of detailed ToRs for short-term consultants and contracts for local service provision, assist with their selection, recruitment, contracting, and monitor and supervise their work to ensure timely delivery of outputs to an acceptable standard.
iii) Monitor and maintain records of project expenditures in the regions.
iv) Assist the NPC with the set-up and implementation of the project M&E system. 
v) Provide required information for the preparation of project progress reports, including co-financing initiatives.
vi) Ensure regular communication and promote close collaboration with government and non-governmental partners in the sub-basins.
vii) Ensure continuous collaboration, communication and team work with the other field assistant. 
viii) Provide support with domestic logistic, mission planning, access to data and report, and organization of meetings with relevant officials for expert missions. 
ix) Facilitate the different workshops to be organized during the project period and support the preparation of workshop reports/proceedings as applicable. 
x) Provide technical advice to ensure that the appropriate approaches are followed during project implementation (participatory and integrated approaches, multi-stakeholder participation, etc.). 
xi) Perform other duties as may be required by the NPC to ensure that project operations proceed according to schedule and foreseen project results are achieved in both sub-basins. 

Minimum requirements: 

Candidates should meet the following criteria: 
· A degree in forestry, natural resource management or other related fields.  
· Experience in the management of UN agencies’ environmental projects will be an advantage.
· A minimum of 5 years of relevant work experience, including field experience in the implementation of interventions for the sustainable management of forest, farm and natural resources.
· Experience working in the targeted landscape could be an advantage 
· Proficiency in Computer (Excel, Word, PowerPoint, MS Office)
· Valid Driving License 

Location: Kavango East Region (1 position) and Oshikoto Region (1 position) and Omusati Region (1), with extensive travel to the intervention sites 
Duration: Full-time (2 years’ contract, renewable subject to performance and for a maximum of 5 years) 
Language: Fluency in English (including writing and communication skills). 






4. Monitoring &Evaluation Officer

Duties and Responsibilities 

Under the guidance of the National Project Coordinator and the Regional DSL IP Coordinator, the Monitoring and Evaluation officer will coordinate monitoring and reporting activities across the implementing partners.
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The M&E officer will perform the following duties and responsibilities: 
i) Regularly review, implement and maintain project activities monitoring and evaluation system, which includes: developing M&E work plans, designing monitoring and reporting tools, templates and guideline
ii) Establishing a performance monitoring framework to define bi-annual targets for the project to meet the targets defined in the project document by the end of the implementation phase;
iii) Measuring project and GEF Results Framework indicators at least 1–2 times per year to evaluate the progress of the project in meeting the targets and the application of gender disaggregated indicators;
iv) Manage the M&E functions of all and provide quarterly alerts on levels of progress; and risks of projects implemented;
v) Reporting to the PMU and PSC on the performance of the project according to project and GEF Results Framework indicators;
vi) Participate in DSL IP M&E working group and trainings.
vii) Contribute, jointly with the Global Coordination Project, to the establishment and upkeep of the DSL IP M&E System and Dashboard.
viii) Document and share project-related assessments, methodologies, and best practices related to M&E.
ix) Inform the PSC on the M&E Dashboard.
x) Support the implementation of the Integrated Landscape Assessment Methodology (ILAM) in target landscapes.
xi) Providing information against project indicators to be used for reporting to GEF Sec on a yearly basis (through the PIRs), at the project mid-point (through the MTR) and at the project end-point (through the Terminal Evaluation); and participate in the production of reports.
xii) Review and Monitor project work plan to ensure implementation and reporting;
xiii) Analyze monitoring data and produce reports that show progress in achievement of outputs and outcomes, reasons for not achieving results and recommendations for improvement and lead the process of dissemination and suggest avenues and modalities for implementation of findings and recommendations;
xiv) Liaise with FAO communications officer to document good practices, success stories and lessons learned for organizational learning and improvement; and
xv) Take lead in the maintenance of M&E systems; including tools, databases as well as the continuous provision of information from monitoring data.
Minimum requirements 

· At least an advanced post-graduate at or above MSc. level in natural resources management or a related discipline such as forestry, environmental management, agriculture, water resources management.
· A minimum of 7 years’ experience in a senior technical lead position with monitoring and evaluating the progress, performance and benefits of GEF/WB/EU projects for sustainable drylands management through leading Baseline Studies, Mid-Term Reviews and/or Terminal Evaluations including the development and monitoring of SMART indicators.
· A minimum of 5 years in a senior technical position in the design and implementation of GEF/WB/EU projects for sustainable drylands management.
· Experience in drylands ecosystems would be an advantage.
· Knowledge of Land Degradation Neutrality would be an advantage.
· Good communication and computer skills.
· Fluent in spoken and written English.
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5. Driver

Under the guidance of the NPC and the Regional Project Implementation Officers, the Driver’s duties and responsibilities includes: 

i) Ensuring provision of reliable and secure driving services by a) driving office vehicles for the transportation of authorized personnel and delivery and collection of mail, documents and other items and b) meeting official personnel and visitors at airport, visa and customs formalities arrangement when required’
ii) Ensuring cost-savings through proper use of vehicle through accurate maintenance of daily vehicle logs, provision of inputs to preparation of the vehicle maintenance plans and reports.
iii) Ensuring day-to-day maintenance of the assigned vehicle through timely arrangements for major repairs, check of tires, brakes and car washing, etc.
iv) Ensuring availability of all the required documents/supplies including vehicles insurance, vehicle logs, office directory, and map of the city/country, first aid kit, and necessary space parts.
v) Ensuring that all immediate actions required by rules and regulations are taken in case of involvement in accidents.

For operational effectiveness, the ideal candidate will also be required to have:

vi) Ability to perform a variety of repetitive and routine tasks and duties;
vii) Ability to input and/or review data e.g. vehicle logs; km travelled between different points/places, identify and adjust discrepancies;
viii) Ability to handle a large volume of work possibly under time constraints;
ix) Good knowledge of administrative rules and regulations e.g. filing fuel receipts as well as other receipts for authorized expenditures; and 
x) Ability to operate and maintain a variety of basic computerized business machines and office equipment in order to provide efficient delivery of service.
xi) Ability to organize and complete multiple tasks by establishing priorities
xii) Demonstrates excellent knowledge of protocol 
xiii) Demonstrates excellent knowledge of security issues

Required qualifications and experience:

· Secondary education with a valid and Clean Driving License.
· At least 3 years’ working experience as a driver with a safe driving record
· Knowledge of driving rules and regulations
· Fluency in English. 

Location: Windhoek, with extensive travel to the intervention sites 
Duration: Full-time (2 years’ contract, renewable subject to performance, and for a maximum of 5 years) 
Language: Fluency in English (including writing and communication skills).
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