TERMS OF REFERENCE
ADMINISTRATIVE/ FINANCIAL ASSISTANT for the 
UNDP / GEF “Gef-6 Belarus POPs Legacy and Sustainable Chemicals Management”
	Job Title
	Administrative/ financial assistant for the UNDP / GEF “GEF-6 Belarus POPs Legacy and Sustainable Chemicals Management”

	Location
	Minsk, Belarus

	Duration of position
	The initial assignment is for one year subject to further extension. Service end date – 18.12.2022.

	Requirement for travel:
	Within the country and abroad when necessary

	Conditions of employment and payment:
	Full time; monthly payments

	Proposals should be submitted to waste@minpriroda.gov.by and lukina.icd.belarus@gmail.com  no later than by 18.00 on 25h October 2019. All and any requests for clarification must be sent in writing, or by standard electronic means of communication to the above e-mail address. Ministry of Natural Resources and Environmental Protection of the Republic of Belarus will respond in writing by regular or electronic mail.

The proposals should be submitted both in Russian and English.

	Qualifications: 
	· University degree in economics, finance, administration, management, in bookkeeping or any other related field; 

· At least 5 years of relevant finance management experience;

· Relevant administrative experience;

· Work experience in UNDP-GEF projects under the national implementation modality is highly desirable;
· Working knowledge of UNDP rules and regulations is a strong asset;

· Demonstrable ability to maintain effective communications with different stakeholders, and arrange stakeholder meetings and/or workshops; 

· Demonstrable ability to administer project budgets, and track financial expenditure;

· Excellent computer skills, in particular mastery of all applications of the MS Office package;

· Excellent written communication skills;
· Working knowledge of written and spoken English, Russian and/or Belarusian.

	Competencies:
	The Administrative/ Financial Assistant will be locally recruited based on an open competitive process. He/she will be responsible for the overall financial management of the project. The administrative/ financial assistant will report to the PM. Generally, the administrative/ financial assistant will be responsible for supporting the project manager in meeting government obligations under the project, under the national implementation modality (NIM).
· Job knowledge and technical expertise: financial and budgeting skills; ability to manage complex data; monitor and analyze budgets; attentiveness to details;

· Delivery: ability to perform a variety of repetitive and routine tasks and duties related to finance; ability to handle a large volume of work possibly under time constraints; ability to organize and complete multiple tasks by establishing priorities;

· Communication: listens to develop awareness of client’s needs, respects difference of opinion, finds common ground to solve problems; demonstrates behaviors such as teamwork, maintaining relationships, recognizes potential blocks to completing tasks and seeks guidance from supervisors to address issues.

	Direct manager
	The administrative/ financial assistant works under the direct management of the project manager and the supervision of the National Project Coordinator assigned by the Ministry of Natural Resources and Environmental Protection of the Republic of Belarus and in coordination with UNDP.

	Brief information about the project in the context of this work:
Belarus joined the Stockholm Convention on Persistent Organic Pollutants in 2004. POPs stockpiles inherited by the country from the Soviet Union include OP and PCB containing equipment as well as PCB contaminated soils and liquids in small quantities, and POPs pesticides principally DDT and HCH. Belarus is an active participant of the SC and strives to implement its obligations as manifested by its leading positions in this area among post-Soviet countries. Guided by Belarus’ obligations under the SC, the Government has put POPs under a separate category of hazardous wastes and is undertaking rigid control of the management of these chemicals at all stages in an effort to prevent their release. Historical OP storage and disposal arrangements have included rural storehouses and a number of controlled burial sites. Currently, 88 rural OP storehouses owned by agricultural enterprises and 5 subsurface storage sites established in Soviet times remain.   The country has developed a facility for hazardous waste storage in Chechersk rayon of Gomel Oblast. The facility’s design and construction provides for a possibility of setting up an installation for destruction of POPs wastes in its territory. There are approximately 700 entities owning PCB containing equipment across the country.  The national legislation requires the owners to ensure environmentally secure storage of equipment removed from service and prohibits any commercial transactions with PCB containing equipment. 

To date, the country has successfully eliminated a significant amount of the historical stockpiles of POPs as well secured remaining stockpiles of PCBs and OPs and maintains a comprehensive inventory of these along with remaining in service PCB equipment.  During the period 2009-2013, a GEF/World Bank project eliminated 1,800 t of POPs pesticide waste and 823 t of PCB based equipment from priority higher risk holders’ stockpiles. An additional 14.7 t of PCB equipment from small holders was eliminated by an innovative NGO “Green Economy” administered program in framework of SGP GEF in the 2015-2016 period. 330 tons of OPs were eliminated in 2016 under an EU/FAO project. 

The project will contribute to achieving the UNDP Belarus Country Programme 2016-2020 (Output3.1: Solutions developed at national and subnational levels for the sustainable management of natural resources, ecosystem services, chemicals and waste) and UNDAF for Belarus for 2016-2020 (Outcome 3.1: By 2020, policies will have been improved and measures will have been effectively implemented to increase energy efficiency and the production of renewable energy, to protect landscape and biological diversity, and to reduce the anthropogenic burden on the environment).

The objective of the Project is the protection of health and environment through elimination of retained POPs legacies and development of sustainable POPs management capacity within a sound chemicals management framework in the Republic of Belarus. This objective will be achieved through 3 components: i) Sustainable PCB Management; ii) Elimination of Obsolete Pesticide Legacies; iii) Capacity Strengthening and Planning for Sound Chemicals Management. The Project will be implemented over a 4-year period and involve the environmentally sound elimination of existing PCB equipment stockpiles (estimated 1,100 t), progressive environmentally sound elimination of PCB equipment as generated in accordance with the nationally mandated PCB phase out plan during the project period (estimated 1,270 t) and repackaging, transport and environmentally sound elimination of 1,900 t from of the remaining 88 rural stored OP obsolete pesticide stores stockpiles in the country. Additionally, the project provides support and capacity strengthening for various aspects of POPs and hazardous waste management infrastructure, environmental monitoring, sound chemicals management, gender mainstreaming, updating of the Stockholm Convention National Implementation Plan (NIP) and enhanced public consolidation and awareness in the subject area.

	Responsibilities:
Key function of the Administrative / Finance Assistant is to provide effective administrative and financial support services to the Project Team in accordance with respective national and the UNDP procedures to ensure successful implementation of the project with delivery of all the intended outcomes and outputs in accordance with the Project Document within the approved budget, including such duties and responsibilities as::

Ensure administration and implementation of operational strategies, adapt processes and procedures focusing on achievement of the following results: 

· Full compliance with respective national and the UNDP rules, regulations, and policies of financial activities, financial recording/reporting system and follow-up on audit recommendations; 

· Implementation of effective internal controls, proper functioning of a client-oriented financial resources management system. 

· Ensure administration of budgets:

· Implement the control mechanism for development projects through monitoring budgets preparation and modifications;

· Contribute to preparation of periodic financial reports required by relevant national and/or donor procedures for project, donors, government and other parties involved in implementation and funding of activities;

· Liaise with the UNDP Country Office to request funds transfer, verify financial reports, budget revisions, receipts of contributions;

· Assist in recruitment processes; 

· Advise all project counterparts on applicable financial procedures and ensures their proper implementation;

· Support the preparations of project work-plans, budgets and operational and financial planning processes;

· Assist in the preparation of payments requests for operational expenses, salaries, insurance, etc. against project budgets and work plans; 

· Work closely with financial counterparts on payment requests;

· Maintain data on co-financing commitments to the project; 

· Perform other duties as required.

Provide accounting and administrative support to the project:

· Ensure proper control of the supporting documents for payments, review of financial reports for NEX advances and grants, if applicable;

· Interact with sub-recipient organizations of project funds in facilitation and preparation of the financial reports and other related documentation, directing and consulting of sub-recipients on proper reporting tools;

· Ensure timely submission of expenditure reports to the Ministry of the Environmental protection and the  UNDP Country Office and verify the accuracy of such reports;

· Prepare and submit payment requests with proper support documentation to the Ministry of the Environmental protection and the  UNDP CO;

· Provide financial monitoring over project commitments and expenditures and assist the Project Manager in assuring proper project delivery;

· Control the usage of non-expendable equipment (record keeping, drawing up regular inventories); 

· Perform cash custodian's duties being primarily responsible for project’s cash disbursements and maintain project’s petty cash book;

· Ensure compliance with appropriate operational and financial closure procedures, subject to the incumbent's mandate and authority;

· Prepare and submit travel documents in accordance with the Ministry of the Environmental protection and the  UNDP requirements;

· Assist in procurement of services and goods under the project where appropriate;

· Provide necessary administrative, financial and logistical support to project events, including among other workshops, seminars, working meetings and visits of national and international delegations (visa support, transportation, hotel accommodation etc.); 

· Prepare meetings of the Project Steering Committee (PSC) and further follow-up, and perform secretarial duties during PSC meetings;

· Keep files of project documents and expert reports and ensure general circulation of documents; 

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

· Provide translation of documents for/to English/Russian/Belarusian as required. Provide English/Russian/Belarusian interpretation during meetings on project related issues upon Project Manager request; 

· Draft project correspondence and documents; finalize correspondence of administrative and financial nature; edit reports and other documents for correctness of form and content;

· Collect, register and maintain all information on project activities; 

· Contribute to the preparation and implementation of progress reports; 

· Advise all project counterparts on applicable administrative procedures and ensures their proper implementation; 

· Assist in procurement and recruitment processes; 

· Receive, screen and distribute correspondence and attach necessary background information;

· Prepare routine correspondence and memoranda for Project Managers signature; 

· Assist in logistical organization of meetings, training and workshops; 

· Prepare agendas and arrange field visits, appointments and meetings both internal and external related to the project activities and write minutes from the meetings; 

· Maintain a project filing system;  

· Maintain records over project equipment inventory.

Implement HR services such as:

· Assist in preparation of draft job descriptions, vacancy announcements, compiling matrixes in consultation with Project Manager for the Ministry of the Environmental protection and the  UNDP HR approval; 

· Assist in collection, preparation and submission of support documents for Service Contract (SC) and Individual Consultant (IC) recruitment, using UNDP recruitment system;Maintain and monitor monthly and annual staff attendance records for the Ministry of the Environmental protection and the  CO review;
· Keep regular contact with project experts and consultants to inform them about the project details and changes;

· Under Project Manager’s coordination provide services for performance evaluation review of project personnel.
Performs General User’s role in ATLAS, subject to completion of IPSAS trainings (guidance to be provided by the UNDP at the beginning of the contract).
Other: 

· Perform any other administrative and financial duties related to the project as requested by the Project Manager.


