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Republic of the Philippines

DEPARTMENT OF AGRICULTURE
PHILIPPINE RURAL Development PROJECT

Project Support Office – Mindanao Cluster

Alvarez Bldg., Angliongto Sr. Ave., Lanang, Davao City

Tel. No. (082) 235-8664; Fax (082) 235-8665
REQUEST FOR EXPRESSIONS OF INTEREST

ONE (1) PROJECT DEVELOPMENT ASSOCIATE 
for the Office of the Project Director (OPD)/Office of the Deputy Project Director (ODPD)
The Government of the Philippines (GOP) has received a loan from the International Bank for Reconstruction and Development - World Bank (IBRD-WB), amounting to FIVE HUNDRED ONE MILLION TWO HUNDRED FIFTY THOUSAND DOLLARS (US$501,250,000) for the purpose of financing the ‘Philippine Rural Development Project (PRDP) ‘and it intends to apply part of the proceeds of this loan to payments for the hiring of interested applicants to fill up the vacant position of ONE (1) PROJECT DEVELOPMENT ASSOCIATE (PDA). 
The PRDP is a six-year (2013-2018) initiative of the government envisioned to increase farm and fishery productivity and incomes in target areas in all 16 regions of the country.  The program seeks to achieve this objective by improving access of farmers and other industry players to a strategic network of infrastructure, market information and support services.  Specific investments and interventions are to be implemented under four central components of the program, namely: 1) Investments for AFMP Planning at the Local and National Levels (I-PLAN); 2) Intensified Building Up of Infrastructure and Logistics for Development (I-BUILD); 3) Investments for Rural Enterprises and Agricultural and Fisheries Productivity (I-REAP); and 4) Implementation Support to PRDP (I-SUPPORT).
Scope of Work

The Project Development Associate (PDA) will be engaged to provide the necessary services, inputs and support to the OPD/ODPD. The PDA will ensure that tasks, events and all other deliverables are delivered in a timely, efficient and effective manner.
Specifically, the tasks of the PDA will include but not limited to the following:

· Prepares initial draft of correspondence and document;
· Prepares activity and training design for activities & trainings to be undertaken by the ODPD;

· Assists in the conduct of such activities & trainings by acting as co-facilitator and part of the documentation team;

· Ensures that all correspondence are timely sent and feedbacks from receivers are noted;

· Acts as primary point of contact between the concerned component/unit and other component/unit of the Project;

· Assists in the coordination of meetings and training, ensuring that participants are well informed of the schedule and requirement of the event;

· Arrange component/unit meeting by developing itineraries and agenda; and
· Travel and attend meetings with the component/unit heads and prepare minutes, action lists and provide administrative support, if necessary.

Required Outputs and Deliverables

· Correspondences from the concerned ODPD are done in a timely and efficient manner;

· Activities and trainings of the ODPD are done in responsive and learning conducive manners, wherein expected objectives are met without sacrificing the well-being of participants;

· Activities, meetings and other related ODPD concerns are properly documented.

· Minutes of meeting and action lists are well prepared and updated.

Qualifications
· Excellent Written and Oral communication skills;

· Perform and prioritize multiple tasks with attention to details;

· Can work both in a team and individually

Education Requirements

· Graduate of any Four (4) year course, preferably related to mass communications and/or Development Communication;

· Minimum of One (1) year experience in providing internal and external communications support; and

· Proficient in Microsoft Office
Reporting Responsibilities:

The PROJECT DEVELOPMENT ASSOCIATE (PDA) will be directly reporting to the Project Director and Deputy Project Director while ensures close coordination with the I-BUILD, I-REAP, I-PLAN & I-SUPPORT Components.

Only applications received on or before October 15, 2015 at 10:00 AM will be considered. Short-listed applicants will be contacted for the schedule of written examination and interview.

Please submit Application letter with 2x2 picture, Comprehensive Curriculum Vitae (CV), Transcript of Records, Certificate of Employment and Training/Workshop certificates to the address below or email to prdp.psomin@gmail.com. Kindly indicate the position that the applicants are applying for as the subject.
LEALYN A. RAMOS, Project Director

PHILIPPINE RURAL DEVELOPMENT PROJECT 

Project Support Office-Mindanao

1/4 Flr Alvarez Building, Mamay Road, Lanang Davao City

Tel. No.: (082) 235-8664

Fax No.: (082) 235-8665

E-mail: prdp.psomin@gmail.com
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