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Email: psovisayas@gmail.com
TERMS OF REFERENCE (TOR)


for


________________________________________________________________________________________

PROGRAM DEVELOPMENT ASSOCIATE (PDA)

For Monitoring & Evaluation Unit


_________________________________________________________________________________________

OBJECTIVE AND SCOPE OF THE SERVICES TO BE PROVIDED
The Project Development Associate for Monitoring & Evaluation Unit will directly report to the M & E Unit Head/ Supervisor. He/she shall ensure that the necessary technical specifications and requirements of the Unit are met in a timely, efficient and effective manner.  
JOB DESCRIPTION / DUTIES AND RESPONSIBILITIES 
1. Acts as primary contact between the M & E Unit and other Components/Units in the Project;
2. Assists in the conduct of seminars and meetings with Monitoring & Evaluation Unit;

3. Prepares presentation materials, documentation and reports for M & E Unit;

4. Assists in the preparation of training designs for activities & workshops/trainings to be undertaken by the M & E Unit;
5. Assists in the coordination of meetings and trainings with offices concerned;

6. Attends meetings and trainings with the M & E Unit Head and prepares needed documents;

7. In-charge of M & E Unit administrative concerns; and
8. Performs and Project Director.
REQUIRED QUALIFICATIONS:
A. Education

Graduate of any four (4) year course, preferably related to Social Sciences, Community Development, Economics, Information Technology or other related field.

B. Job Experience/ Skills and Knowledge
1. Minimum of one (1) year experience in providing internal and external communication support;
2. Must have a high degree of computer literacy; strong proficiency in MS Windows and Microsoft office; 

3. Proficient in written and oral communication;
4. A minimum of one (1) year experience in working with foreign assisted and special project implemented by government and non-government agencies is an advantage;
5. Has an extensive experience in handling administrative/ multiple tasks with attention to details; and

6. Can work both in a team and individually.

APPROVED:

REMELYN R. RECOTER, MNSA, CESO III

Regional Executive Director, DA-RFO VI/ 

Project Director

