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DEPARTMENT OF AGRICULTURE 
Philippine Rural Development Project
Project Support Office (PSO) Visayas Cluster
3rd Flr. Evangeline Bldg., R. Colina St, Ibabao-Estancia
Mandaue City, Cebu 6014

Tel. Nos. (032) 349-2824/349-2826

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

PROJECT DEVELOPMENT ASSOCIATE (PDA)

for 

Geo-mapping and Governance Unit

_____________________________________________________________________________________________
OBJECTIVE AND SCOPE OF THE SERVICES TO BE PROVIDED
The main objective of the Geo-mapping and Governance Unit (GGU) is to contribute to greater transparency and accountability for stakeholders.  The Project Development Associate (PDA) to be hired shall oversee the overall administrative, document control and technical support to the Geo-mapping and Governance Unit.  Her/his overall function covers administrative and technical support to the Unit Head’s daily activities and proper functioning of the office.

Reporting directly to GGU Unit Head, he/she shall oversee the provision of necessary technical support to ensure the effective, efficient and timely conduct and delivery of correspondences/trainings/meetings of the concerned unit.  The PDA shall ensure that necessary technical specifications and requirements of the concerned unit shall be met.  

JOB DESCRIPTION / DUTIES AND RESPONSIBILITIES: 
1. Responsible for ensuring the smooth and effective conduct of training events and activities involving the Unit, such as:
a.) Preparation of the required documents and correspondences for a given activity, 

b.) Planning, coordination, facilitation and execution of regular training programs and those short-term trainings, meetings or orientations initiated in the Project. 

2. Assists the Unit in providing technical modules and assists in the conduct of trainings in geo-mapping work as necessary;

3. Assists the Unit in providing technical assistance to I-BUILD, I-REAP, I-SUPPORT and I-PLAN Components in the conduct of geo-mapping activities;

4. Provides technical assistance to PSO, RPCO and PPMIUs in the collection, processing and posting of Geo-mapping output for uploading on-line;

5. Records all incoming and outgoing documents as well as proper filing according to their types (e.g. No Objection Letter) as well a encoding of documents and reports;

6. Maintenance of data base, consolidation of progress reports and submission to appropriate concerned offices;

7. Prepares and conducts administrative works (maintain schedule of activities, travel schedules, prepare travel orders, liquidation of cash for office supplies, WFP, PRAS, etc..) for the Unit; and

8. Performs other functions as may be directed by the Deputy Project Director and/ or GGU Unit Head from time to time.

REQUIRED QUALIFICATION

A. Education

Graduate of any four (4) year course, preferably related to Agriculture, Fisheries, Information Technology and other related fields.

B. Job Experience and Skills 

1.  Must have a minimum of one (1) year work experience in performing similar and related works;

2.  Must have a knowledge on GIS technology and mobile technologies;

3.  Must have a knowledge on Geo-mapping (e.g Geolocation, Geocommons, Geotagging) applied technologies for rural infrastructure sub-projects;

4.  Must have strong leadership and management skills; and

5.  Must have strong interpersonal and teamwork skills; 

APPROVED:

REMELYN R. RECOTER, MNSA, CESO III

Regional Executive Director, DA-RFO VI/ 

Project Director

