——  to-FIVE-HUNDRED-ONE-MIEHON

—

Depa
PHILIPPINE RU

TERM

AD|

National Proj
Proje
Regional Proj

BACKGROUND

The Government of the Philippines (
for Reconstruction and Developm
Agreement for IBRD Loan No. 8421+

DOLLARS (US$501,250,000) for tl
Development Project (PRDP), and arj
HUNDRED AND SEVENTY MILLION {
Agreement for IBRD Loan No. 8816-

‘tment of Agriculture
RAL DEVELOPMENT PROJECT

5 OF REFERENCE (TOR)

MINISTRATIVE AID

hct Coordination Office (NPCO)
't Support Office (PSO)

het Coordination Office (RPCO)

GOP) has received a loan from the International Bank
bnt (IBRD or the “Bank”), specifically under Loan
PH dated September 8, 2014 in an amount equivalent

e purpose of part-financing the Philippine Rural
other loan from the same Bank in the amount of ONE
INITED STATES DOLLARS ($170,000,000), under Loan
PH dated March 2, 2018, for the purpose of providing

additional financing to scale up the (Triginal Project.

The development objective of the Prq
fishery productivity in targeted area
promote more inclusive rural devel
increase their marketable surpluses,
also support reforms in the planning
of the DA. It will facilitate the integraf
from the DA’s agricultural and fishe
using a value chain approach, and th
The Project will be implemented ove

jectis to increase rural incomes and enhance farm and
5 in all the 16 regions of the country. It is envisaged to
pment by supporting smallholders and fisher-folk to
and by improving access to markets. The PRDP would
resource programming and implementation practices
ion and financing of priority local investments derived
-ies modernization plans which have been developed
rough a consultative process with local stakeholders.
- a period of six years (2014 to 2020).

Specificinvestments and interventio:#s are implemented under four (4) central components

of the Project enumerated and briefl

Component 1: Local and National

¥ described as follows:

L.evels Planning (I-PLAN). This component supports

the implementation and mainstrea

ing of the DA’s AFMP planning framework, thereby

providing an operational platform fdr integrated technical support service delivery at the
local and national levels. At the rpgional and local levels, regional AFMPs are being
developed taking into account spdtial and value chain analysis and using tools for

vulnerability and suitability assessm
shall build on the success of local

development plans.

:nt, participatory resource analysis. The local AFMPs
governments in the implementation of their own
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Component 2: Infrastructure De

elopment (I-BUILD). A network of strategic rural

infrastru'cture is being established, finking priority value chains in targeted Project areas
that are identified through the regiohal AFMPs. By the end of the Project, the component

will be able to establish an impr
infrastructure and facilities that |
infrastructures include farm-to-mg
systems (CIS), potable water system

other infrastructure such as fish l#

among others.

Component 3: Enterprise Develoj
viable rural agro- industries througl
value chains of key agricultural and f
[-REAP is designed to: (i) increase pr
products through increased access
farm and fishery household incomes

ved access to strategic and climate-resilient rural
rimarily benefit target beneficiaries. These rural
rket roads (FMRs), bridges, communal irrigation
(PWS), production and post-production facilities and
ndings, fish sanctuary/Protected Area guardhouses,

ment (I-REAP). This aims to strengthen and develop
investments in the appropriate segments of efficient
shery products in targeted Project areas. Specifically,
hductivity and marketability of agriculture and fishery
b information and support services; and (ii) increase
through engagement in value-adding activities.

Component 4: Project lmpleme:Ltation Support (I-SUPPORT). Providing overall

operational support to the implem
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bntation is the I-SUPPORT component that ensures
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procurement, monitoring & evaluatj

on, geotagging, social and environmental safeguards

and grievance redress mechanism. I
towards more effective and eff

- leads in the introduction of innovations and reforms
cient administrative support system in Project

implementation, mainly working thrqugh the existing DA bureaucracy. At the national level,
the National Project Coordination Office (NPCO) is established at the DA Central Office to

steer the overall implementation of
have been established to support the
in Luzon, 1 in Visayas and 1 in Minda
formed and functioning in each Regic
the Project in the region.

SCOPE OF THE ASSIGNMENT

The Administrative Aide under the
Coordination Office (NPCO), Projs
Coordination Offices (RPCO) shall
achieving the Project Objectives
administrative support. The Adminig
personnel to achieve efficient flow of
He/She will ensure thatall project rel
by concerned persons/offices.

the Project. Four (4) Project Support Offices (PSOs)
implementation in the main islands of the country (2
hao). A Regional Project Coordination Office (RPCO) is
nal Office of the DA to focus on the implementation of

Administrative Unit of the PRDP-National Project
et Support Offices (PSO) and Regional Project

he supporting the Components and other Units in

d Outputs thru prompt and quality delivery of
trative Aide Unit will be responsible in assisting the
fommunication and reports, clean and safe workplace.
hted documents are properly routed and duly received




DUTIES AND RESPONSIBILITIES

The Administrative Aide is expected
by his/her immediate supervisors:

1) Assist in the preparation «

2)
3)
4
5)

6)

7)

the component/unit in its
Facilitate routing of docut
PRDP clientele;

Operate the business/offic
as directed and to ensure i
Undertake daily office jan
immediate superiors;
Assist PRDP personnel in §
PRDP documents;

Assist during the conduct
office conference rooms arj
efficient conduct of meetin
Facilitate other menial
Directors/Deputy Director|

o carry out the following tasks and as will be directed

f vouchers and other financial documents needed by
bfficial transactions/activities;
ients to various component and units, DA offices and

> machines such as photocopiers, facsimile and others
[ is properly maintained; v
torial and housekeeping tasks as directed by his/her

orting, filing, retrieval, duplicating and indexing of all

»f office meetings and conferences and to ensure that
2 properly arranged and provided with necessities for

gs;
tasks as may be requested by the Project

1)

REQUIRED EDUCATION AND QUAL

B. Education and Relevant Experien

1. College Level or completion of rel
2. Minimum of 2 years experience in

C. Knowledge, Competencies and Sk
Able to read and write;
Knowledgeable in operating b
usability;

Physically able to carry out the
Able to carry out office housek
task as directed and/or requir

1.
2

W

PREPARED BY:

‘

ROLDAN G. GORGONIO ,
Assistant Secretary and(.\
Administrative Unit Head

FICATION
res

bvant Technical/Vocational course is an advantage;
similar position.

lls
1siness/office machines and maintaining its
messengerial and liasoning tasks;

eeping , maintenance and other janitorial/sanitation
bd.

APPROVED BY:

ENGR. ARIEL T/CAYANAN
ary for Operations and

National f; oject Director




