
UNITED NATIONS DEVELOPMENT PROGRAMME 
SERVICE CONTRACT - TERMS OF REFERENCE 

I. Title and Reporting Structure 

Title 

Post Level 

Supervisor 

: Research Officer 

: S6 3 

: Project Manager 

II. Organizational Context 

Bangladesh has enjoyed sound economic growth, but this is unevenly spread, and many are not benefiting 
sufficiently from this process. Moreover, while some MOO targets are on track, others are not and there are 
significant territorial differences and local specificities in meeting them. There is a need to engage, via number of 
channels, with economic and social inequities. Within the governance arena, this implies a strong emphasis on 
localism, both in the delivery key services but crucially also, in shaping the demand side, in terms of community 
representation and mobilization. 

Local government's role in relation to MDG achievement in Bangladesh operates at two levels: direct service 
delivery in key areas of provision; and in shaping the operating environment, including securing accountability and 
community leadership. These roles vary between the two tiers and the intervention addresses: Union Parishads with 
greater delivery mandates playa more immediate role, whereas Upazilas have a more catalytic function to play, 
representing local demands and views. 

The MDG challenges are substantial and in spite of considerable progress some of the goals require urgent 
attention. In Bangladesh's progress towards achieving the MDGs, the most serious perionnance gaps occur on 
nutrition, maternal health, gender equity and a raft of environmental concerns. These issues are precisely those 
which can be either directly addressed by local government service provision or local community mobilization, where 
local government bodies have important roles to play. There are substantial local variations in local performance. 
This calls for a highly tailored approach to MDG achievement. local planning is a key dimension of the two projects' 
work. These local appraisal processes serve both to identify variations in needs and perionnance and to allocate 
resources accordingly. 

The UZPs work with Government officials from the line ministries, who have clear1y delineated roles and 
development functions financed from central resources. Promisingly, the recently enacted UZP law identifies the 
UZP as representative bodies that strengthen voice and accountability for overall Government service delivery 
managed at Upazila level. In effect. the UZPs will have a role in co-ordinating service delivery to all c~izens across 
the entire Upazila. Implementing this function will require the active participation and input from the line agencies and 
other actors (such as the UPs, directly elected chairs and women members comprise the Parishad members), the 
private sector and civil society organizations). 

The fundamental challenge over the coming years will be to establish an appropriate balance of power, with checks 
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and balances, at each level, as well as between the different tiers of local government. This will involve developing 
and defi ning the practicalities of how the different tiers of government and the different actors (including non-state 
actors) at each level will collaborate and cooperate, to deliver the services needed to achieve the MDGs and ensure 
adherence to democratic principles. 

Given the challenges to deliver services in attaining the MDGs and ensure adherence to democratic principles, the 
Programmatic Framework outlays intervention that will be delivered through two distinct but complementary projects 
namely: 

1) Union Parishad Govemance Project (UPGP); 2) Upazila Govemance project (UZGP). 

These interventions envisaged to a broader package of support to local government and will link support for 
democratic institutions and support for local development in a creative and innovative way. 

The proposed intervention will be looking at a rich array of past and ongoing projects. The components/outputs 
UPGP and UZGP projects are directly built on the experience of the Local Governance Support Project - Learning 
and Innovation Component (supported by the EU, UNDP, UNCDF, DANIDA, World Bank and its preceding pilot 
project the Sirajganj Local Governance Development Fund Project (UNDP and UNCDF) for the UP level and on the 
UpazHa Parishad Strengthening Preparatory Assistance (UNDP) for the UZP level. Both projects will run for five 
years from 2011 to 2016. 

The Research Officer in close collaboration with NT A and PM will conduct a thoroughly conceptualized scheme for 
evidence based documentation and analysis of the problems and potentials of UZPs & UPs that will help govemment 
and policy makers bring about the necessary changes in current law and administrative procedures within and 
around the UZP & UP. The researchers side by side with recording , documentation and analysis of problems and 
potentials, will also jointly develop a framework through which a comprehensive, local-level participatory planning 
process can be initiated and established from the grassroots. 

III. Functions I Key Results Expected 

• Assist the Policy Support Unit and Policy Advisory Group in developing Annual Research Plan 
• Facilitate all kinds of research and study agreed in the work plan 
• Develop TOR for hiring survey/research firm and local and international consultant to carry out planned 

research 
• Take lead in procuring survey/research firm and local and international consultant 
• Provide feedback to hired firmlindividual consultants on survey/research tools and technique. 
• Provide necessary documents/materials in accomplishing planned research 
• Provide inputs for finalizing research paper 
• Take necessary actions to disseminate the research findings. 
• Develop policy paper on the basis of research findings for the government, so that the govemmentlLGD can 

take necessary actions to reform policy. 
• Brief the policy advisor group on the research findings. 
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IV. Skills and Competencies 

Corporate Competencies: 

• Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability 
• Treats all people fair1y without favouritism 

• Have positive gender balance attitude 

Functional Competencies: 

• Excellent inter-personal, training, and communications skills; 

• Have working IT skills (MS word, SPSS, Access, Power point, Excel and others) 

• Have strong skills on research work. 

• Have a proven track record of being able to work in a team; 

Technical Competencies 

• Understanding of political environment, reform issues and policy formulation; 

• Ability to analyze country context and development situation 

• Involvement in decentralization and local govemance program 

• Strong background on field level case studies 

• Good grasp on the issues of surrounding political and administrative context and dynamics, local 
administrative and procedural problems and strengths and weaknesses of democratic govemance 
institutions at Upazila and Union Parishad 

Behavioral Competencies 

• Strong analytical skills 

• Excellent communication skills, both written and oral 

• Ability of establishing and good working relationships to facilitate work goals 

• Ability to demonstrate results-oriented approach to work 

• Strong networking and inter-personal communication skills 

• Understanding of gender and human rights issues in the LGI context 

V. Required Qualifications and Experience 

Education: Minimum Master's Degree in any discipline of social sciences; 

Experience: • An exper1 in the field of democratic govemance 

• Minimum 5 years relevant experiences 

• Working experiences in Bangladesh at the local govemance related fields 
Professional achievements in the relevant fields of research and analysis; 

• Ability to work under critical situation with regard to political environment. 

Language Requirements: Fluency in written and spoken Bangia and English 
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VI. Signatures- TOR Certification 

Incumbenl (if applicable) 

Name Signature Date 
Supervisor 

Name SiQnature Date 
Chief Division/Section 

Name Signature Date 
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UNITED NATIONS DEVELOPMENT PROGRAMME 
SERVICE CONTRACT - TERMS OF REFERENCE 

I. Title and Reporting Structure 

Tille 

Post Level 

Position Number 

Supervisor 

: Divisional Facilitator 

: SB3 

: 07 

: Project Manager 

II. Description of the Work Assignment 

Bangladesh has enjoyed sound economic growth, but this is unevenly spread, and many are not benefiting 
sufficiently from this process. Moreover, while some MDG targets are on track, others are not and there are 
significant territorial differences and local specificities in meeting them. There is a need to engage, via number of 
channels, with economic and social inequities. Within the governance arena, this implies a strong emphasis on 
localism, both in the delivery key services but crucially also, in shaping the demand side, in tenns of community 
representation and mobilization. 

Local government's role in relation to MDG achievement in Bangladesh operates at two levels: direct service 
delivery in key areas of provision; and in shaping the operating environment, including securing accountability and 
community leadership. These roles vary between the two tiers and the intervention addresses: Union Parishads with 
greater delivery mandates playa more immediate role, whereas Upazilas have a more catalytic function to play, 
representing local demands and views. 

The MDG challenges are substantial and in spite of considerable progress some of the goals require urgent 
attention. In Bangladesh's progress towards achieving the MDGs, the most serious performance gaps occur on 
nutrition, maternal health, gender equity and a raft of environmental concerns. These issues are precisely those 
which can be either directly addressed by local government service provision or local community mobilization, where 
local government bodies have important roles to play. There are substantial local variations in local performance. 
This calls for a highly tailored approach to MDG achievement. Local planning is a key dimension of the two projects' 
work.. These local appraisal processes serve both to identify variations in needs and performance and to allocate 
resources accordingly. 

The UZPs work with Government officials from the line ministries, who have clearly delineated roles and 
development functions financed from central resources. Promisingly, the recently enacted UZP law identifies the 
UZP as representative bodies that strengthen voice and accountability for overall Government service delivery 
managed at Upazila level. In effect, the UZPs will have a role in coordinating service delivery to all citizens across 
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the entire Upazila. Implementing this function will require the active participation and input from the line agencies and 
other actors (such as the UPs, directly elected chairs and women members comprise the Parishad members), the 
private sector and civil society organizations). 

The fundamental challenge over the coming years will be to establish an appropriate balance of power, with checks 
and balances, at each level, as well as between the different tiers of local government. This will involve developing 
and defining the practicalities of how the different tiers of government and the different actors (including non-state 
actors) at each level will collaborate and cooperate, to deliver the services needed to achieve the MDGs and ensure 
adherence to democratic principles. 

Given the challenges to deliver services in attaining the MDGs and ensure adherence to democratic principles, the 
Programmatic Framework outlays intervention that will be delivered through two distinct but complementary projects 
namely: 

1) Union Parishad Govemance Project (UPGP); 2) Upazila Govemance project (UZGP). 

These interventions envisaged to a broader package of support to local government and will link support for 
democratic institutions and support for local development in a creative and innovative way. 

The proposed intervention will be looking at a rich array of past and ongoing projects. The components/outputs 
UPGP and UZGP projects are directly built on the experience of the Local Governance Support Project - Learning 
and Innovation Component (supported by the EU, UNDP, UNCDF, DANIDA, World Bank and its preceding pilot 
project the Sirajganj local Governance Development Fund Project (UNDP and UNCDF) for the UP level and on the 
Upazila Parishad Strengthening Preparatory Assistance (UNDP) for the UZP level. Both projects will run for ive 
years from 2011 to 2016. 

Divisional facilitator will work under the technical guidance of the Project Manager and supervision of Director Local 
Government (DLG) and will be deployed to each of the seven Divisions. As the tille suggests their role will be very 
much to "facilitate" activities to the LGD, DLG, DDLG and the Divisional and District Offices in discharging their 
functions supporting UP and UZP govemance. They will work within the Division & District administration, and will be 
attached to the offices of DLG & DDLG. 

III. Functions I Key Results Expected 

(i) 

(ii) 

(iii) 

(iv) 

Support to DLG (Division level) for backstopping and monitoring the activities and perfonnance of local 
government Institutions 

Ensure that all key lGI officials receive training from training institutions under UZGP & UPGP project 
activities; 

Arrange exposure visits for concerned LGls officials from one area to another area to learn about good 
practices. 

Guide elected representatives of different LGis in organizing the open budget meetings, participatory 
Dlannina meetinas and other meetinas. 
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IV. Skills and ComDetencies 

Corporate Competencies: 
• Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability 
• Treats all people fair1y without favouritism 
• Have positive gender balance attitude 

Functional Competencies: 
• Excellent inter-personal, training, and communications skills; 
• Have working IT skillS (ms word, Power point, excel) 
• Have strong training & facilitation skills. 
• Have a proven track record of being able to work in a team; 

Know/edge Management and Learning 
• Sound knowledge of rural local government in Bangladesh 
• Knowledge on planning and budgeting ; 
• ExceJlent communication skills (written and oral): Sensitivity to and responsiveness to all partners, 

Respectful and helpful relations with Divisional, District, Upazila& Union level officials and project staff. 
• Ability to support implementation and monitonng of UZGP & UPGP 
• Strong IT skills 
• Ability to lead implementation of new systems (business side), and affect staff behaviou{al! attitudinal 

change 

V. Required Qualifications and Experience 

Education: Minimum Bachelor's DeQree in relevant field 

• At least 5 years of extensive experience in development 
Experience: activities; of working with rural institutions, local Government 

Institutions (LGls), NGOs in Bangladesh 
• Have experience of working with Government officials 

lanouaoe ReQuirements: Fluency in written and sooken Sanola and Enolish 

VI. Signatures- TOR Certification 

Incumbent ("applicable) 

Name Signature Date 
Supervisor 

Name Signature Date 

Chief Division!Section 

Name Sianature Date 
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r;;. w; UNITED NATIONS DEVELOPMENT PROGRAMME 
SERVICE CONTRACT - TERMS OF REFERENCE 

I. Title and Reporting Structure 

Title 

Post Level 

Position Number 

Supervisor 

: District Facilitator 

: S8 3 

: 07 

: Project Manager through Project Coordination Officer 

II. Description of the Work Assignment 

The Upazila Govemance Project (UZGP) is part of the overall programmat~ framework for UNDp·UNCDF support to 
the Government of Bangladesh local Governance reforms, supported by the European Union, and the Governments 
of Denmark and Switzeriand. The UZGP is the product of the PA the UNDP implemented for the2009·2010 to 
address many of initial challenges of UZPs. 

The UZGP is an innovative initiative with four overarching themes. 

o Firstly it will support the Government of Bangladesh to implement the governance reforms at Upazila (UZP) 
level that include the recently (re) established elected council at the middle tier of LGI Unit. 

o Secondly it will demonstrate how the UZP can fulfill its development mandate for service delivery and 
leverage its comparative advantage in delivering development and services at the local level and 
accelerating the achievement of the MDGs - recognizing locally specifIC needs. 

o Thirdly it will weave the UZP into a more holistic and integrated local governance framework in which the 
UPs, the line agencies and the Upazila Parishads complement one another, co-financing local development 
programs that are locally accountable. 

o Finally it will support central government's capacity to monitor these local govemance refonns and 10 
develop a National Framework for Local Govemment Policy and Capacity Building For local govemment 
institutions (LGls) and local level functionaries. 

To do this the UZGP will introduce following major innovations at the local level: 

• A strong focus on local democracy and accountability is an objective in its own right. This will include the 
concerted use of a wide range of participatory mechanism and methods to strengthen the functioning of the 
Upazita Parishads. This is the focus of the first UZGP Output - which will cover all UZPs with a basic 
program of support and concentrate on some UZPs for more specific measures. 

• The UZP will be an active and vibrant LG unit bringing all service providers at Upazila level under the 
accountability framework of UZP and create a mechanism of participatory, democratic and accountable 
body corporate as envisioned in the Local Govemment (UZPI ACT 1998. 
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• The UZGP will introduce an effective local level planning and visionary service delivery system by bring all 
the government, nan-gavernment and private sector initiatives under a coordinated and integrated local 
level planning and management framework. 

• The UZGP output introduces a pilot fiscal facility for the Upazila Parishad. These funds will enable the newly 
established councils to program activities co-financed with the Union Parishads and the line agencies a1 the 
local level, thus providing a 'glue' that brings together currently disparate resources under local 
accountability, and enables the UZP to further its development mandate - with a particular focus on MDG 
acceleration. 

The UZGP will run for five years from 2011 to 2016 during which the pilot fiscal facility will be extended to at least 14 
UZP and the main program will be expanded to the whole country, working through the office of the Divisions and 
Districts. 

District Facilitator will work under the technical guidance of the Project Manager and supervision of Deputy Director 
Local Govemment (DDLG) and project Coordination Officer and will be deployed to each of the districts. As the title 
suggests their role will be very much to "facilitate" activities to the LGD, DDLG and the District and Upazila Offices in 
discharging their functions supporting UZP governance. They will work within the District & Upazila administration. 

III. Functions I Key Results Expected 
I. Introduce and explain the major innovations of UZGP at local level with its four overarching themes. 
II. Suppcrt to deepening local democracy and strengthen the democratic accountability of Upazila Parishad. 

III. Work with LGD, DDLG, coordinating with Deputy Commissioner, the UNOs, UCOs and other key District and 
Upazila personnel in planning and implementation of UZGP activities; 

IV. Support to harmonize horizontal and vertical functions of services delivery by Upazila level officials and UZPs; 
V. Support to LGD (MIE wing) and DDLG (District level) for backstopping and monitoring of local govemment 

(UZP) 
VI. Regular travel to all Upazilas in the District and communication of UZGP strategies and activities to UZP staff 

and Upazila Chairs and Vice-Chairs; 
VII. MonitOring the activities and their effectiveness and impact and reporting back to the NPD I Focal Point 

through the Divisional Facilitator and the Project manager; 
VIII. Assist to District Technical Committee meetings (and/or to District Development & Coordination meetings), 

prepare agenda and inputs as regards UZGP activities, and recording agreements and decisions on behalf of 
the DC: 

IX. Organize periodic exchange meetings between Upazilas and government staff in the District. 
X. Guide Upazila Chairs and Vice-Chairs in organizing the open budget meetings, participatory planning 

meetings and other meetings relevant to UZGP; 
XI. Participate in UZGP annual and periodic work-planning exercises; 

XII. Ensure linkages with UPGP Project of LGD-UNDP-UNCDF and jOint management of common output 3 
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IV. Skills and Competencies 

Corporate Competencies: 
0 Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability 
0 Treats all people fairly without favouritism 
0 Have positive gender balance attitude 

Functional Competencies: 
0 Excellent inter-personal, training, and communications skills; 
0 Have working IT skills (ms 'NOrd, Power point, excel) 
0 Have strong training & facilitation skills. 
0 Have a proven track record of being able to work in a team; 

Knowledge Management and learning 
0 Sound knowledge of ruraltocal government in Bangladesh 
0 Knowledge on planning and budgeting: 
0 Excellent communication skills (written and oral): Sensitivity to and responsiveness to all partners, 

Respectful and helpful relations with Divisional, District &Upazila level officials and project staff. 
0 Ability to support implementation and monitoring of UZGP 
0 Strong IT skills 
0 Ability to lead implementation of new systems (business side), and affect staff behavioural! attitudinal 

chanoe 

V. Required Qualifications and Experience 
Education: Minimum Bachelor's Degree in any discipline of Social Sciences. 

0 At least 5 years relevant experience 
Experience: 0 Have experience of working with Govemment officials 

Lanauaae Re<luirements: Fluencv in written and sooken Banala and Ena lish 

VI. Signatures- TOR Certification 

Incumbent (ifapplicabJe) 

Name SiQnature Date 
Supervisor 

Name Sianature Date 
Chief Division/Section 

Name Sianature Date 
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UNITED NATIONS DEVELOPMENT PROGRAMME 
SERVICE CONTRACT - TERMS OF REFERENCE 

I. Position Information 

Job Code Title 
Post Level 

Position Number 
Duty station 
Supervisors 
Position status 

II. Organizational Context 

Capacity Building! Training Associate 
SB3 

02 Positions 
Project Office -Dhaka, Bangladesh 
Project Manager 
Renewable, based on perfonnance 

Bangladesh has enjoyed sound economic growth, but this is unevenly spread, and many are not benefiting sufficiently 
from this process. Moreover, while some MDG targets are on track, others are not and there are significant territorial 
differences and local specificities in meeting them. There is a need to engage, via number of channels, with economic 
and social inequities. Within the governance arena, this impJies a strong emphasis on localism, both in the delivery key 
services but crucially also, in shaping the demand side, in terms of community representation and mobilization. 

local govemmenfs role in relation to MDG achievement in Bangladesh operates at two levels: direct service delivery 
in key areas of provision; and in shaping the operating environment, including securing accountability and community 
leadership. These roles vary between the two tiers and the intervention addresses: Union Parishads with greater 
delivery mandates playa more immediate role, whereas Upazilas have a more catalytic function to play, representing 
local demands and views. 

The MDG challenges are substantial and in spite of considerable progress some of the goals require urgent attention. 
In Bangladesh's progress towards achieving the MOOs, the most serious performance gaps occur on nutrition, 
maternal health, gender equity and a raft of environmental concerns. These issues are precisely those which can be 
either directly addressed by local government service provision or local community mobilization, where local 
government bodies have important roles to play. There are substantial local variations in local performance. This calls 
for a highly tailored approach to MDG achievement. Local planning is a key dimension of the two projects' wor1<.. These 
local appraisal processes serve both to identify variations in needs and performance and to allocate resources 
accordingly. 

The UZPs work with Government officials from the line ministries, who have clearly delineated roles and development 
functions financed from central resources. Promisingly, the recently enacted UZP law identifies the UZP as 
representative bodies that strengthen voice and accountability for overall Government service delivery managed at 
Upazila level. In effect, the UZPs will have a role in co-ordinating service delivery to all citizens across the entire 
Upazila. Implementing this function will require the active participation and input from the line agencies and other 
actors (such as the UPs, directry elected chairs and women members comprise the Parishad members), the private 
sector and civil society organizations). 

The fundamental challenge over the coming years will be to establish an appropriate balance of power, with checks 
and balances, at each level, as well as between the different tiers of local government. This will involve developing and 
defininQ the practicalities of how the different tiers of government and the different actors (including non-state actors) at 
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each level will collaborate and cooperate, to deliver the services needed to achieve the MDGs and ensure adherence 
to democratic principles. 

Given the challenges to deliver services in attaining the MDGs and ensure adherence to democratic principles, the 
Programmatic Framework outlays intervention that will be delivered through two distinct but complementary projects 
namely: 

1) Union Parishad Govemance Projec1 (UPGP); 2) Upazila Govemance projec1 (UZGP). 

These interventions envisaged to a broader package of support to local government and will link support for 
democratic institutions and support for local development in a creative and innovative way. 

The proposed intervention will be looking at a rich array of past and ongoing projects. The components/outputs UPGP 
and UZGP projects are directly built on the experience of the Local Governance Support Project ~ Learning and 
Innovation Componen1 (suppcrted by 1he EU, UNDP, UNCDF, DANIDA, World Bank and i15 preceding pil01 projec11he 
Sirajganj Local Govemance Developmen1 Fund Projec1 (UNDP and UNCDF) for 1he UP level and on 1he 
UpazilaParishad Strengthening Preparatory Assistance (UNDP) for the UZP level. Both projects will run for five years 
from 201 1102016. 

Under the guidance and supervision of Technical Advisory Team, the Capacity BuildingfTraining Associate will provide 
Training/Capacity Building related services ensuring high quality, accuracy and consistency of work. The Capacity 
BuildingfTraining Associate promotes a client·oriented approach consistent with UNDP rules and regulations. 

The Capacity BuildingfTraining Associate will work in close collaboration with Project Management Team~ National and 
International Advisers, Women Empowerment Officer, Knowledge Management Officer to exchange information and 
ensure consistent service delivery. 
III. Functions I Key Results Expected 
Summary of Key Functions: 

S/he will be responsible for providing Training/Capacity Building related support in the efficient and effective execution 
of project activities and will have the following duties and responsibilities: 

• Manage day~to·day routine administration of the project's training component concerning personnel and logistic 
support; 

• Prepare routine correspondence and general reference documents, organize data and information, maintain 
records and documents to facil itate monitoring of all training activities; 

• Contacts with resource persons 

• Prepare routine correspondence and general reference documents, organize data and collect information for 
relevant partners 

• Assist to conduct training programs 

• Maintain project and training files, documents and provide support to Project Manager and consultants/experts. 

• Carry out any other job as assigned by the Project Management Team (PMT). 

• Maintain excellent relationship with local government officials, traditional institutions, Civil Society representatives, 
NGO partners, donors and other relevant stakeholders. 

• Assist the Technical Advisory Team in coordinating and managing project activities 

• Provide assistancein implementation of the AWP and monitoring of the implementation progress; 

• Assist NTA and other advisory group to conduct studies related to project activities; 
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• Assist to organize capacity building activities 
• Support to Divisional Facilitators in the implementation of project activities 

IV. Competencies 

Corporate Competencies: 
0 Demonstrates integrity by modelling the UN's values and ethical standards (human rights, peace, 

understanding between peoples and nations, tolerance, integrity, respect, resu lts orientation (UNDP 
core ethics) impartiality 

0 Promotes the vision, mission, and strategic goals of UNDP 
0 Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability 

Functional Competencies: 
Functional Competencies: 

• Excellent inter-personal, training, and communications skills; 

• Have working IT skills (ms word, Power point, excel) 

• Have strong training & facilitation skills. 

• Have a proven track record of being able to work in a team; 

Leadership and Self·Management 
0 Focuses on result for the client and responds positively to feedback 
0 Consistently approaches work with energy and a positive, constructive attitude 
0 Remains calm, in control and good humored even under pressure 

Management and Leadership 

0 Builds strong relationships with clients, focuses on impact and resu lt for the client and responds 
positively to feedback, timely responses queries 

0 Consistently approaches work with energy and a positive, constructive attitude 
0 Demonstrates good oral and written communication skills 
0 Demonstrates openness to change and ability to manage complexities 

Development and Operational Effectiveness 

0 Ability to engage with high-ranking UNDP Managers, Government Officials and international donor 
community and provide policy advisory support services. 

0 Ability to identify opportunities, conceptualize and develop project reports 
0 Capability to engage in team-based activity 
0 Ability to support timely project implementation and to provide the necessary trouble shooting to keep 

project implementation on schedule 
0 Ability to manage budgets and transactions 
0 Ability to implement new systems and affect staff behavioural! attitudinal change 

Knowledge Management and Learning 

0 Actively works towards continuing personal learning and development in one or more Practice Areas, 
acts on learning plan and applies newly acquired skills 

0 Excellent communication skills (written and oral): Sensitivity to and responsiveness to all partners, 
Respectfu l and helpful relations with all UN/UNDP, Project and GOB staff. 

112 



V. Recruitment Qualifications 

Education: Batchelor Degree in Social Science / Relevant subject. 

• Minimum 5 years experience in assisting Training/Capacity development programs 
Experience: • Fluency in written and spoken English and Bengali 

• Excellent leT and computer skills 
• Excellent administrative skills 
• Demonstrates results-oriented approach to work 
• Promotes a Leaming Environment 
• Political, cultural sensitivity, commitment to diversity 

Excellent communication skills in both writing and speaking English and Bengali are a 
Language Requirements: must. 

VI. Signatures- Job Description Certification 

Incumbent (if applicable) 

Name Sionature Date 
Supervisor 

Name Signature Date 
Chief Division/Section 

Name SiQnature Date 
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UNITED NATIONS DEVELOPMENT PROGRAMME 
SERVICE CONTRACT - TERMS OF REFERENCE 

I. Position Information 

Job ccxle title: 
Post Level: 

Position Number: 
Duty station: 
Supervisors: 
Position status 

II. Organizational Context 

Financel Admin Associate 
SB 3 

02 Positions 
Project Office -Dhaka, Bangladesh 
National Project Director and Project Manager 
Renewable, based on performance 

The Upa,ila Govemance Project (UZGP) is part of the overall programmatic frameworl< for UNDP-UNCDF support to 
the Government of Bangladesh Local Governance reforms, supported by the European Union, and the Governments of 
Denmark and Switzertand. The UZGP is the product of the PA the UNDP implemented for the2009·2010 to address 
many of initial challenges of UZPs. 

The UZGP is an innovative initiative with fOUf overarching themes. 

o Firstly it will support the Government of Bangladesh to implement the governance reforms at Upazila (UZP) 
level that include the recently (re) established elected council at the middle tier of LGI Unit. 

o Secondly it will demonstrate how the UZP can fulfill its development mandate for service delivery and leverage 
its comparative advantage in delivering development and services at the local level and accelerating the 
achievement of the MOGs - recognizing locally specific needs. 

o Thirdly it will weave the UZP into a more holistic and integrated local governance framework in which the UPs, 
the line agencies and the Upazila Parishads complement one another, co-financing local development 
programs that are locally accountable. 

o Finally it wi ll support central government's capacity to monitor these local governance reforms and to develop 
a National Framework for Local Government Policy and Capacity Building For local government institutions 
(LGls) and local level functionaries. 

To do this the UZGP will introduce follOwing major innovations at the local level: 

• A strong focus on local democracy and accountability is an objective in its own right. This will include the 
concerted use of a wide range of participatory mechanism and methods 10 strengthen the functioning of the 
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Upazila Parishads. This is the focus of the first UZGP Output which will cover all UZPs with a basic program 
of support and concentrate on some UZPs for more speCific measures. 

• The UZP will be an active and vibrant LG unit bringing all service providers at Upazila level under the 
accountability framework of UZP and create a mechanism of participatory, democratic and accountable body 
corporate as envisioned in the Local Government (UZP) ACT 1998. 

• The UZGP will introduce an effective local level planning and visionary service delivery system by bring all the 
government, non-government and private sector initiatives under a coordinated and integrated local level 
planning and management framework. 

• The UZGP output introduces a pilot fiscal facility for the UpaziJa Parishad. These funds will enable the newly 
established counci ls to program activities co-financed with the Union Parishads and the line agencies at the 
local level, thus providing a 'glue' that brings together currently disparate resources under local accountability, 
and enables the UZP to further its development mandate - with a particular focus on MDG acceleration. 

The UZGP will run for five years from 2011 to 2016 during which the pilot fiscal facility will be extended to at least 14 
UZP and the main program will be expanded to the whole country, working through the office of the Divisions and 
Districts. 

Under the guidance and supervision of the Operations Manager, the Finance & Admin Associate provides financial 
services ensuring high quality, accuracy and consistency of work. The Finance & Admin Associate promotes a client
oriented approach consistent with UNDP rules and regulations. 

The Finance & Admin Associate works in close collaboration with the operations, programme and projects' staff, UNDP 
and UNCDF staff to exchange information and ensure consistent service delivery. 

HI. Functions J KeY' Results Expected 

Summary of Key Functions: 

o Assist the Project manager/NPD in the preparation and execution of the project budget 
o Prepare quarterlyl annual financial reports 
I:) Assist Project manager/NPD in monitoring project expenditure 
o Timely and accurate preparation of bank reconciliations. 
I:) Manage financial documents and files 
o Implementation of financial operational strategies 
I:) Functioning of cost-recovery system 
I:) Accounting and administrative support 
o Knowledge building and knowledge sharing 
Q Ensure coordination wrth UPGP Project of GOB·UNDp·UNCDF 

1. Ensures implementation of financial operational strategies focusing on achievement of the following 
results: 

Full compliance of financial processes and financial records with UNDP-UNCDF rules, regulations, pol icies 
and strateg ies. 
Input to the CO business processes mapping and elaboration of the content of internal Standard Operating 
Procedures in Finance in consultation with the direct supervisor and office management. 
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2. Ensures functioning of the optimal cost·recovery system focusing on achievement of the following results: 

D Provision of inputs for preparation of cost-recovery bi lls in Atlas for the services provided by UNDP and 
UNCDF, follow up on cost recovery. 

3. Provides accounting and administrative support to the Finance Unit focusing on achievement of the 
following results: 

D Proper control of the supporting documents for payments and financial reports for NEX projects; preparation 
of all types of vouchers for projects. 

D Timely corrective actions on un-posted vouchers, including the vouchers with budget check errors, match 
exceptions, unapproved vouchers. 

D Presentation of information on the status of financial resources as required. 
D Maintenance of the Accounts Receivables for UNDP and UNCDF projects and recording of deposits. 
D Management of cash receipts and petty cash. 
D Maintenance of proper fil ing system for finance records and documents. 

4. Supports knowledge building and knowledge sharing in the CO focusing on achievement of the following 
results: 

D Participation in the trainings for the operationsJ projects staff on Finance. 
D Contributions to knowledge networks and communities of practice. 

IV. Impact of Results 

The key results have an impact on the execution of the GOB-UNDp·UNCDF financial services management in 
terms of quality and accuracy of work. Accurate data entry and presentation of financial information and a client· 
oriented approach enhances UNDP's and UNCDF's capability to effectively and effICiently manage financial 
resources. 
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V. Competencies and Critical Success Factor 

Corporate Competencies: 

0 Demonstrates commitment to UNDP and UNCDF's mission, vision and values 
0 Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability 

Functional Competencies 

Knowledge Management and Learning 
0 Shares knowledge and experience 
0 Actively works towards continuing personal learning and development in one or more practice areas, acts on 

learning plan and applies newly acquired skills 

Development and Operational Effectiveness 
0 Ability to perionn a variety of standard tasks related to financial resources management, including screening 

and collecting documentation, financial data processing, filing, provision of infonnation 
0 Good knowledge of financial rules and regulations, accounting 
0 Strong IT skills 
0 Ability to provide input to business processes re-engineering, implementation of new system 

Leadership and Self-Management 
0 Focuses on result for the client and responds positively to feedback 
0 Consistently approaches work with energy and a positive, constructive attitude 
0 Remains calm, in control and good humored even under pressure 

VI. Recruitment Qualifications 

Education: Minimum Bachelor Degree in Accounting/Finance/Management. 

• 5 years of relevant finance experience at the national or international1evel 
Experience: is required. Experience in the usage of computers and office software 

packages (MS Wort!, Excel, etc) and knowledge of spreadsheet and 
database packages, experience in handling of web based management 
systems. 

Language Requirements: Excellent communication skills in both writing and speaking English and Bengali 
are a must. 
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VII. Signatures- Job Description Certification 

Incumbent (if applicable) 

Name Signature Date 
Supervisor 

Name Signature Date 
Chief Division/Section 

Name Signature Date 
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UNITED NATIONS DEVELOPMENT PROGRAMME 
SERVICE CONTRACT - TERMS OF REFERENCE 

I. Position Information 

Job code title 
Post Level 

Position Number : 
Duty station 

Supervisors 
Position status 

Programme Assistant 
SB 2 

07 Pos~ions 
Division Office (Dhaka, Rajshahi, Rangpur, Chittagong, 
Barisal, Sylhet & Khulna). 
Divisional Facilitator 
Renewable, based on performance 

II. Organizational Context 

The Upazila Govemance Project (UZGP) is part of the overall programmat~ framewort< for UNDP-UNCDF support to 
the Government of Bangladesh local Governance reforms, supported by the European Union, and the Governments 
of Denmart< and Switzertand. The UZGP is the product of the PA the UNDP implemented for the2009-2010 to 
address many of initial challenges of UZPs. 

The UZGP is an innovative initiative with four overarching themes. 

o Firstly it will support the Government of Bangladesh to implement the governance reforms al Upazila (UZP) 
level that include the recently (re) established elected council at the middle tier of lGI Unit. 

o Secondly it will demonstrate how the UZP can fulfill its development mandate for seNice delivery and 
leverage its comparative advantage in delivering development and seNices at the local level and 
accelerating the achievement of the MOOs - recognizing locally specific needs. 

o Thirdly it will weave the UZP into a more holistic and integrated local governance framework in which the 
UPs, the line agencies and the Upazila Parishads complement one another, co-financing local development 
prograrns that are locally accountable. 

o Finally it will support central government's capacity to monitor these local governance reforms and to 
develop a National Framework for local Government Policy and Capacity Building For local government 
institutions (lGls) and local level functionaries. 

To do this the UZGP will introduce following major innovations at the local level: 

• A strong focus on local democracy and accountability is an objective in its own right. This will include the 
concerted use of a wide range of participatory mechanism and methods to strengthen the functioning of the 
Upazila Parishads. This is the focus of the first UZGP Output - which will cover all UZPs with a basic 
program of support and concentrate on some UZPs for more specific measures. 
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• The UZP will be an active and vibrant LG unit bringing all selVice providers at upazila level under the 
accountability framework. of UZP and create a mechanism of participatory, democratic and accountable 
body corporate as envisioned in the Local Governrnent (UZP) ACT 1998. 

• The UZGP will introduce an effective local level planning and visionary selVice delivery system by bring all 
the government, non-government and private sector initiatives under a coordinated and integrated local 
level planning and management framework. 

• The UZGP output introduces a pilot fiscal facility for the Upazila Parishad. These funds will enable the newly 
established councils to program activities co-financed with the Union Parishads and the line agencies at the 
local level, thus providing a 'glue' that brings together currently disparate resources under local 
accountability, and enables the UZP to further its development mandate - with a particular focus on MDG 
acceleration. 

The UZGP will run for five years from 2011 to 2016 during which the pilot fiscal facility will be extended to at least 14 
UZP and the main program will be expanded to the whole country, working through the office of the Divisions and 
Districts. 

The Programme Assistant works in close collaboration with the operations, programme and projects' staff with UNDP 
and UNCDF staff to exchange information and ensure consistent selVice delivery. 

III. Functions I Kev Results Expected 
Summary of Key Functions: 

o Assist the Divisional Facilitator in the preparation and execution of the project activities 
o Prepare quarterlyl annual reports 
1:1 Assist Divisional Facilitator in monitoring project expenditure 
o Timely and accurate preparation of bank reconciliations. 
1:1 Manage administrative and financial documents and files 
o Administrative, programme, petty cash and secretarial support 
1:1 Knowledge building and knowledge sharing 
o Ensure coordination with UPGP Project of GOB-UNDP-UNCDF 
o Prepare routine correspondence and general reference documents, organize data and collect information for 

relevant partners 
o Assist in procurement of office supplies and equipment, maintain appropriate inventory records 
1:1 Maintain in-coming and out-going documents, files, prepare routine correspondence and general reference 

documents, organize data and information and maintain records and files. 
o Prepare routine correspondence and general reference documents, organize data and information and maintain 

project records, files and documents. 
o Typing letters, documents, reports etc and applications of information and Communications Technologies. 
1:1 Preparing correspondence and general reference documents, organize data and information. 
o Maintain communication through e-mail 
1:1 Carry out any other job as assigned by the supelVisor 
" Ensure coordination WITh UPGP Project of GOB·UNDP·UNCDF 
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IV, Impact of Results 
The key results have an impact on the overall success of the project targets. 

V. Competencies 

Corporate Competencies: 
Cl Demonstrates integrity by modelling the UN's values and ethical standards (human rights, peace, 

understanding between peoples and nations, tolerance. integrity, respect, results orientation (UNDP and 
UNCDF core ethics) impartalily 

Cl Promotes the vision, mission, and strategic goals of UNDP and UNCDF 
Cl Displays cuttural, gender, religion, race, nationality and age sensitivity and adaptability 

Functional Competencies: 

Management and Leadership 

Cl Builds strong relationships wlth clients, focuses on impact and result for the client and responds positively to 
feedback, timely responses queries 

Cl Consistently approaches work with energy and a positive, constructive attitude 
Cl Demonstrates good oral and written communication skills 
Cl Demonstrates openness to change and ability to manage complexities 

Development and Operational Effectiveness 

Cl Ability to engage with high-ranking UNOP and UNCDF Managers, Government OffICials and international 
donor community and provide policy advisory support services. 

Cl Ability to identify opportunities, conceptualize and develop project reports 
Cl Capability to engage in team-based activity 
Cl Abilily to support timely project implementation and to provide the necessary trouble shooting to keep project 

implementation on schedule 
Cl Ability 10 manage budgets and transactions 
Cl Ability to implement new systems and affecl staff behaviouraU attitud inal change 

Knowledge Management and Learning 

Cl Actively works towards continuing personal learning and development in one or more Practice Areas, acts on 
learning plan and applies newly acquired skills 

Cl Excellent communication skillS (written and oral): Sensitivity 10 and responsiveness to all partners, Respectful 
and helpful relations with all UNDP and UNCDF staff, Project and GOB staff 
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VI. Recruitment Qualifications 
Education: Minimum Bachelor's degree in any related fields. 
Experience: Minimum 2 years of relevant experience at the national or intemational level is 

required. Experience in the usage of computers and office software packages 
(MS Word, Excel, etc) and experience in handling of web based management 
systems. 

language Requirements: Excellent communication skills in both writing and speaking Eng lish and Bengali 
are a must. 

VII. Signatures- Job Description Certification 

Incumbent (if applicable) 

Name 8ianature Date 
Supervisor 

Name Sianature Date 
Chief Division/Section 

Name Signature Date 
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UNITED NATIONS DEVELOPMENT PROGRAMME 
SERVICE CONTRACT· JOB DESCRIPTION 

I. Position Information 

Job Code Title: 
Post Level: 

Position Number: 
Duty station: 
Supervisors: 
Position status 

II. O~ganizational Context 

Office Secretary/Project Assistant 
SB 2 

02 Positions 
Project Office - Dhaka, Bangladesh 
National Project Director I Project Manager 
Renewable, based on performance 

The Upazila Govemance Project (UZGP) is part of the overall programmatic tramework for UNDp·UNCDF support to 
the Government of Bangladesh Local Governance reforms, supported by the European Union, and the Governments 
of Denmark and Switzerland. The UZGP is the product of the PA the UNDP implemenled for Ihe2009·2010 10 address 
many of initial challenges of UZPs. 

The UZGP is an innovative initiative with four overarching themes. 

o Firstly it will support the Government of Bangladesh to implement the governance reforms at Upazila (UZP) 
level that include the recently (re) established elected council at the middle tier of LGI Unit. 

o Secondly n will demonstrale how Ihe UZP can fumll its development mandate for service delivery and 
leverage its comparative advantage in delivering development and services at the local level and accelerating 
the achievement of the MDGs - recognizing locally specific needs. 

o Thirdly it will weave the UZP into a more holistic and integrated local governance framework in which the 
UPs, the line agencies and the Upazila Parishads complement one another, co-financing local development 
programs that are locally accountable. 

o Finally it will support central government's capacity to monitor these local governance reforms and to develop 
a National Framework for Local Government Policy and Capacity Building For local government institutions 
(LGls) and local level functionaries. 

To do this the UZGP will introduce following major innovations at the local level: 

• A strong focus on local democracy and accountability is an objective in its own right. This will include the 
concerted use of a wide range of participatory mechanism and methods to strengthen the functioning of the 
Upazila Parishads. This is the focus of the first UZGP Output - which will cover all UZPs with a basic program 
of support and concentrate on some UZPs for more specific measures. 

• The UZP will be an active and vibrant LG unit bringing all service providers at Upazila level under the 
accountability framework of UZP and create a mechanism of participatory, democratic and accountable body 
corporate as envisioned in the Local Government (UZP) ACT 1998. 

• The UZGP will introduce an effective local level planning and visionary service delivery system by bring all the 
government, non-government and privale sector initiatives under a coordinated and integrated local level 
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planning and management framework. 

• The UZGP output introduces a pilot fiscal facility for the Upazila Parishad. These funds will enable the newly 
established councils to program activities co-financed with the Union Parishads and the line agencies at the 
local level, thus providing a 'glue' that brings together currently disparate resources under local accountability, 
and enables the UZP to further its development mandate - with a particular focus on MDG acceleration. 

The UZGP will run for five years from 2011 to 2016 during which the pilot fiscal facil ity will be extended to at least 14 
UZP and the main program will be expanded to the whole country, working through the office of the Divisions and 
Districts. 

Under the guidance and supervision of the Operations Manager/Project Manager and direct supervisor, the Office 
Secretary/Project Assistant provides Secretarial services ensuring high quality, accuracy and consistency of work. The 
Office Secretary/Project Assistant promotes a client-oriented approach consistent with UNDP and UNCDF rules and 
regulations. 

The Office Secretary/Project Assistant works in close collaboration with the operations, programme and projects'staff 
with UNDP and UNCDF staff to exchan e information and ensure consistent service delive 

III. Functions I Kev Results Exoected 
Summary of Key Functions: 
The Office Secretary/Project Assistant will carry out hislher duties under the general direction of the Operation Team. 
He/She may be assigned to support the project activities in LGD, NILG, RDA& BARD as necessary, and will be 
responsible for the following main tasks. The summary of key functions are: 

o Provide secretarial, logistic and other support for the UZGP NPD, Project Advisor, Project Manager, Facilitators 
and consultants (national and international) 

I:l Prepare routine correspondence and general reference documents, organize data and collect information for 
relevant partners 

o Assist in procurement of office supplies and equipment, maintain appropriate inventory records 
o Maintain in-coming and out""90ing documents, files, prepare routine correspondence and general reference 

documents, organize data and information and maintain records and files. 
o Maintain project files, documents and provide support to NPD, Project Manager and consultants/experts. 
I:l Prepare routine correspondence and general reference documents, organize data and information and maintain 

project records, files and documents. 
I:l Typing letters, documents, reports etc and applications of information and Communications Technologies. 
o Proper fil ing of in-coming and out-going documents. 
o Ensure delivery and receiving documents. 
o Preparing correspondence and general reference documents, organize data and information. 
o Must have ability and willingness to work flexible hours on the computer undertaken data entry, data verification 

and report production. 
I:l Maintain communication through e-mail 
I:l Carry out any other job as assigned by the Project Management Team (PMT). 
o Perform other duties as required 
o Ensure coordination with UPGP Proiect of GOB-UNDP-UNCDF 
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N. ImDact of Results 
The key results have an impact on the overall success of the project targets. 

V. Competencies 
Corporate Competencies: 

Q Demonstrates integrity by modelling the UN's values and ethical standards (human rights. peace, 
understanding between peoples and nations, tolerance, integrity, respect, results orientation (UNOP and 
UNCDF core ethics) impartiality 

o Promotes the vision, mission, and strategic goals of UNOP and UNCDF 
a Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability 

Functional Competencies: 

Management and Leadership 

a Builds strong relationships with clients, focuses on impact and result for the client and responds positively to 
feedback, timely responses queries 

a Consistentty approaches work with energy and a positive, constructive attitude 
o Demonstrates good oral and written communication skills 
o Demonstrates openness to change and ability to manage complexities 

Development and Operational Effectiveness 

o Ability to engage with high·ranking UNDP and UNCDF Managers, Govemment Officials and intemational 
donor community and provide policy advisory support services. 

a Ability to identify opportunities, conceptualize and develop project reports 
o Capability to engage in team· based activity 
D Ability to support timely project implementation and to provide the necessary trouble shooting to keep project 

implementation on schedule 
a Ability to manage budgets and transactions 
o Ability to implement new systems and affect staff behaviouraV attitudinal change 

Knowledge Management and Learning 

a Actively works towards continuing personalleaming and development in one or more Practice Areas, acts on 
learning plan and applies newly acquired skills 

o Excellent communication skills (written and oral): Sensitivity to and responsiveness to all partners, Respectful 
and helpful relations with all UNDP and UNCDF staff. Proiect and GOB staff 

VI. Recruitment Qualifications 
The incumbent should have a Bachelor's Degree. A Diploma in ICT from a 

Education: recognized computer institution will be considered an additional advantage. 
Minimum 2 years of practical experience in secretarial duties and use of computers. 

Experience: Excellent computer skills and ability to provide ICT support, office software, internet 
and software applications. 

Language Requirements: Excellent communication skills in both writing and speaking English and Bengali are 
a must. 
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VII. Signatures- Job Description Certification 

Incumbent (if applicable) 

Name Sianature Date 
Supervisor 

Name Signature Date 
Chief Division/Section 

Name Signature Date 
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UNITED NATIONS DEVELOPMENT PROGRAMME 
SERVICE CONTRACT - JOB DESCRIPTION 

I. Position Infonnation 

Job code title: 
Post Level: 

Position Number: 
Duty station: 
Supervisors: 
Position status 

II. Organizational Context 

Data Keeper/Operator 
SB 2 

01 Positions 
Project Office -Dhaka, Bangladesh 
MIS/M&E Off~er 
Renewable, based on pertormance 

The Upazila Governance Project (UZGPI is part of the overall programmatic framewor!< for UNDP-UNCDF suppcrt to 
the Govemment of Bangladesh Local Governance reforms. supported by the European Union, and the Governments 
of Denmar!< and Switzerland. The UZGP is the product of the PA the UNDP implemenled for the2009-2010 10 address 
many of initial challenges of UZPs. 

The UZGP is an innovative initiative with four overarching themes. 

o Firstly IT will support the Government of Bangladesh to implement the govemance reforms at Upazila (UZPI 
level that include the recently (rei established e""ted council at the middle tier of LGI Unit. 

o Secondly it will demonstrate how the UZP can fulfill its development mandate for service delivery and 
leverage its comparative advantage in delivering development and services at the local level and accelerating 
the achievement of the MDGs - recognizing locally specific needs. 

o Thirdly it will weave the UZP into a more holistic and integrated local govemance framework in which the UPs, 
the line agencies and the Upazila Parishads complement one another, co-financing local development 
programs that are locally accountable. 

o Finally ~ will support central govemmenfs capacity to monitor these local governance reforms and to develop 
a National Framework for local Government Policy and Capacity Building For local government institutions 
(lGls) and local level functionaries. 

To do this the UZGP will introduce following major innovations at the local level: 

• A strong focus on local democracy and accountability is an objective in its own right. This will include the 
concerted use of a wide range of participatory mechanism and methods to strengthen the functioning of the 
Upazila Parishads. This is the focus of the first UZGP Output - which will cover all UZPs w~h a basic program 
of support and concentrate on some UZPs for more specific measures. 

• The UZP will be an active and vibrant lG un~ bringing all service providers at upazila level under the 
accountability framework of UZP and create a mechanism of participatory, democratic and accountable body 
corporate as envisioned in the local Government (UZP) ACT 1998. 
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• The UZGP will introduce an effective local level planning and visionary service delivery system by bring all the 
government, non-govemment and private sector initiatives under a coordinated and integrated local level 
planning and management framework. 

• The UZGP output introduces a pilot fiscal facility for the Upazila Parishad. These funds will enable the newly 
established councils to program activities co-financed with the Union Parishads and the line agencies at the 
local level, thus providing a 'glue' that brings together currently disparate resources under local accountability, 
and enables the UZP to further its development mandate - with a particular focus on MDG acceleration. 

The UZGP will run for five years from 2011 to 2016 dUling which the pilot fiscal facility will be extended 10 alleasl14 
UZP and the main program will be expanded to the whole country, working through the office of the Divisions and 
Districts. 

The Data Keeper will work under the guidance and overall supervision of the M&E Officer. 

III. Functions I Key Resu lts Expected 

Summary of Key Functions: 

She/He will maintain incoming and out-going documents, files, prepare routine correspondence and general 
reference documents, organize data and information and maintain records and files: 

0 Receive, register and file all reports incoming for UZGP (from Districts & Upazilas); 
0 Cross-check that such reports have been correctly and fully filled in; 
0 Ensure that incoming data from reports is regularly and promptly entered into UZGP MIS; 
0 Assist the MIS officer in processing reports from the UZGP MIS; 
0 Run verifICation checks across the MIS to ensure consistency in the database; 
0 Carry out other tasks assigned to himlher by the MIS Officer. 
0 Assist in implementation of ICT strategies and introduction of new technologies 
0 Assist in effective functioning of the CO hardware and software packages 
0 Provision of web site maintenance services 
0 Provision of related administrative support 
0 Facilitation of knowledge building and knowledge sharing 
0 Assist in maintaining electrical systems 
0 Ensure coordination with UPGP Project of GOB-UNDP-UNCDF 

1. ICT strategies and implementation of new technologies 
0 Compliance with corporate information management and technology standards, guidelines and procedures 

for the CO technology environment. 
0 Implementation of internal policies and procedures on the use of ICT. 

2. Effective functioning of the CO hardware and software packages 
0 Provision of advice on maintenance of equipment and acquisition of hardware supplies, making routine 

repairs and change of hardware electronic components. 
0 Implementation of corporate UNDP systems. 

3. NetworK administration 
0 Operation of network utility procedures defining network users and security attributes establishing directories, 

menus and drive-mappings, configuring network printers and providing user access. 
0 Trouble-shooting and monitoring of network problems. 
0 Response to user needs and questions reaardina network access. 
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IJ Maintenance of up-to-date parameters of information for the network clients and electronic mail. 
IJ Implementation of backup and restoration procedures for local drives. Maintenance of backup logs. Maintain 

off-site storage of backups. 
IJ Implement LAN Infrastructure and Internet connectivity upgrade to meet UNDP-UNCDF/Project requirements. 

4. Administrative support: 
IJ Provision of advice on and assistance in procurement of new equipment for project, provision of technical 

specifications and information on best options in both local and international markets, review of quotations 
and bids. 

IJ Maintenance of an up-to-date inventory of the software and hardware. 
IJ Maintenance of the library of reference materials. 
IJ Maintenance of the inventory and stock of supplies and spare parts in cooperation with the Procurement Unit. 

5. Knowledge building and knowledge sharing: 
IJ IdentifICation and promotion of different systems and applications for optimal content management, 

knowledge management and sharing, information provision. 
IJ Organization of trainings for the operationsl projects staff on ICT issues. 
IJ Maintenance of staff training profiles. 
IJ SyntheSiS of lessons leamed and best practices in ICT. 
IJ Sound contributions to knowledge networks and communities of practice. 

6. Networking, Advocacy and Resource Mobilization: 

• Support the management in creating positive and appreciative atmosphere for team·based work for the project 
and be an advocate for the work of UNDP and UNCDF. 

• Disseminate the information on best practices and be active member of the UNDP and UNCDF global and 
regional networks. 

• Ensure preparation of brochures, publications, and press releases for dissemination of UNDP·UNCDF/Project 
assistance and experience. 

• Support delivery of high quality and timely services, which are recognized, by the Govemment and intemational 
partners as part of the Country Office's resource mobilization strategy. 

B. Any other functions, responsibilities or portfoliO, which may be assigned by the UNDP-UNCDF/Project 
management. The Staff Member should be expected to be linked and contribute to the work of UNDP-UNCOF/Project 
in all practice areas; and, as appropriate in UNDP·UNCDF/Project, may be assigned to other practice or sub·practice 
portfolKJs. 

IV. Img;act of Results 
The key results have an impact on the overall effICiency of the Project Office including improved business results and 
client services. Forward·looking ICT management has an impact on the organization of office management, 
knowledge sharing, and information provision. 
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V. ComDetencies 
Corporate Competencies: 

0 Demonstrates commitment to UNDP and UNCDF's mission, vision and values 
0 Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability 

Functional Competencies: 

Knowledge Management and Learning 
0 Shares knowledge and experience and provides helpful advice to others in the office 
0 Ability to develop systems for structuring, codifying and providing access to information and knowledge 

Development and Operational Effectiveness 
0 Ability to provide IT support services including IT hardware! infrastructure support, ERP support, other IT 

applications support and maintenance 
0 Good knowledge of PC!LAN operating systems, Microsoft Windows, corporate protection systems, 
0 knowledge of Novell Netware network administration, ERP 
0 Knowledge on electrical system 
0 Ability to provide input to business processes re.-engineering, elaboration and implementation of new systems 

Leadership and Self·Management 
0 Focuses on result for the client and responds positively to feedback 
0 Consistently approaches work with energy and a positive, constructive attitude 
0 Demonstrates openness to change 

VI. Recruitment Qualifications 

Education: Minimum Bachelor's Degree with specialized training and certificates in related 
areas of ICT support. Bachelor's Degree, preferably in Computer Science, will 
be a siqnificant advantaae. 

Experience: Minimum 2. years of working experience in network administration and use of 
hardware/software, telecommunications facilities, general electrical issues. 
WorkinQ knowledQe of software like SPSS will be an added advantaQe. 

Lanquaqe ReQuirements: Fluency in written and spoken EnQlish and lanQuaee of the duty station. 

VII. Signatures- Job Description Certification 

Incumbent (if applicable! 

Name Siqnature Date 
Supervisor 

Name Siqnature Date 
Chief Division/Section 

Name Signature Date 

131 



UNITED NATIONS DEVELOPMENT PROGRAMME 

SERVICE CONTRACT - JOB DESCRIPTION 

I. Position Information 

Job Code mle: Driver cum Messenger 
Post Level: SB 1 

Position Number: 10 Nos. 
Dlrty station: Project Office-Dhaka and 07 No's Division 
Supervisors: National Project CirectorsfPM 
Position status: Rotational, based on performance 

II. Organizational Context 

The Upazila Govemance Project (UZGP) is part of the overall programmatic framework for UNDP-UNCDF support to 
the Government of Bangladesh local Governance reforms, supported by the European Union, and the Governments 
of Denmark and Switzenand. The UZGP is the product of the PA the UNDP implemented for the2009-2010 to address 
many of initial challenges of UZPs. 

The UZGP is an innovative initiative with four overarching themes. 

0 Firstly it will support the Government of Bangladesh to implement the governance reforms at Upazila (UZP) 
level that include the recently (re) established elected council at the middle tier of LGI Unit. 

0 Secondly it will demonstrate how the UZP can fulfill its development mandate for service delivery and 
leverage its comparative advantage in delivering development and services at the local level and 
accelerating the achievement of the MDGs - recognizing locally specifIC needs. 

0 Thirdly it will weave the UZP into a more holistic and integrated local governance framework in which the 
UPs, the line agencies and the UpazilaParishads complement one another, co-financing local development 
programs that are local~ accountable. 

0 Finally it will support central government's capacity to monitor these local governance reforms and to 
develop a National Framework for Local Government Policy and Capacity Building For local government 
institutions (LGls) and local level functionaries. 

To do this the UZGP will introduce following major innovations at the local level: 

• A strong focus on local democracy and accountability is an objective in its own right. This will include the 
concerted use of a wide range of participato_'l'mechanism and methods to strengthen the functioning of the 
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UpazilaParishacls. This is the focus of the first UZGP Output - which will cover all UZPs with a basic program 
of support and concentrate on some UZPs for more specific measures. 

• The UZP will be an active and vibrant LG unit bringing all service providers at upazila level under the 
accountability framework of UZP and create a mechanism of participatory, democratic and accountable body 
corporate as envisioned in the Local Government (UZP) ACT 1998. 

• The UZGP will introduce an effective local level planning and visionary service delivery system by bring all 
the government, non-govemment and private sector initiatives under a coordinated and integrated local level 
planning and management framework. 

• The UZGP output introduces a pilot fiscal facility for the UpazilaParishad. These funds will enable the newly 
established councils to program activities co-financed with the Union Parishads and the line agencies at the 
local level, thus providing a 'glue' that brings together currently disparate resources under local 
accountability, and enables the UZP to further its development mandate - with a particular focus on MDG 
acceleration. 

The UZGP will run for five years from 2011 to 2016 during which the pilot fiscal facility will be extended to at least 14 
UZP and the main program will be expanded to the whole country, working through the office of the Divisions and 
Districts. 

HI. Functions J Key Results Expected 

Summary of Key Functions: 

The Driver cum Mes:senger will be competent in the relevant area. The summary of key functions are: 
[J Drive Office vehicle in Dhaka and Seven project division. 
Collect and deliver mail or documents 

The incumbents will drive office vehicle within Dhaka city and the project areas to meet the transportation 
requirements of the program personneL, day-to-day maintenance of the assigned vehicles, maintain log book, 
arrange repairs when necessary, follow rules and regulations and report to the authorities in case of incidence, 
collect and deliver mail or documents when required, etc. 

133 



IV. Impact of Results 
The key results have an impact on the overall success of the project targets. 

V. Recruitment Qualifications 

Minimum sse passed or higher education is preferred. Computer literacy is an added qualification. The incumbents 

must have valid heavy/light driving license and good knowledge of Dhaka and surrounding areas. The candidates 

must have adequate knowledge and skills in minor vehicle repair and demonstrative initiative and sound judgment is 

desired. 

Minimum 5 years of experience as driver. 

Good knowledge of Bangia and working knowledge of English required. 

Vl. Signatures· Job Description Certification 

Incumbent (if applicable) 

Name Signature Date 
Supervisor 

Name Signature Date 
Chief Division/Section 

Name Signature Date 
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