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TERMS OF REFERENCE – EXECUTIVE ASSISTANT

Objective and Scope of the Services to be Provided 
The EXECUTIVE ASSISTANT will be engaged to provide services, inputs and support to the Program’s implementation and capacity-strengthening activities for the PRDP. The EA will perform a wide variety of responsible, complex and confidential administrative, secretarial, analytical and research duties. Duties required considerable confidentiality, initiative, tact and mature and independent judgment. The Executive Assistant will report directly to the RPCO 6 Deputy Director as the primary point of contact for the internal and external constituencies on all matters pertaining to the Office of the RPCO 6 Deputy Director.
Job Description/Duties and Responsibilities:
1. Acts as Liaison to the Program Support Office (PSO)-Visayas and the different project components of the RPCO 6;

2. Represents the RPCO 6 Focal Person by welcoming visitors, reviewing correspondence and arranges program functions, answer queries and meeting requests directed to the RPCO 6 Deputy Project Director;

3. Records all incoming and outgoing documents;
4. Travels and attend meeting with the RPCO Deputy Project Director and prepare minutes, action list and provide administrative support if necessary;

5. Organizes and coordinates the appointments and activities of the RPCO 6 Deputy Project Director;
6. Prepares initial drafts of correspondences and documents coming from Office of the RPCO 6 Deputy Project Director; 

7. Prioritizes conflicting needs, handle matter expeditiously, proactively and follows through on project implementation to successful completion of projects;

8. Organizes and coordinates executive outreach and external relations efforts; and   

9. Performs such other duties as the RPCO 6 Deputy Project Director or higher authorities may assign.

Required Qualification:
A. Education


Bachelor’s degree in any Communication or Administrative Course

B. Job Knowledge/Skills/Experiences


1. Minimum of one (1) year experience in providing executive support;

2. Minimum of one (1) year work experience and interest in internal and 
                external communications, rural and institutional development;

3. Excellent in written and oral communications;


4. Strong interpersonal skills;


5. Can perform and prioritize multiple tasks seamlessly with attention to details;


6. Proactive approach in problem solving with strong decision making capability;


7. Highly resourceful team player and can work independently; and

8. With ability to handle confidential information with discretion.


9. Proficient in Microsoft Office Application
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