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BACKGROUND

The Government of the Philippines {GOP) has received a loan from the International Bank
for Reconstruction and Developmgnt (IBRD or the “Bank”), specifically under Loan
Agreement for lBRD Loan No. 8421 PH dated September 8 2014 in an amount equwalent

DOLLARS (USSSOI 250 000] for the purpose of part- ﬁnancmg the Phlllppme Rural
Development Project (PRDP), and arjother loan from the same Bank in the amount of ONE
HUNDRED AND SEVENTY MILLION YNITED STATES DOLLARS ($170,000,000), under Loan
Agreement for IBRD Loan No. 8816-PH dated March 2, 2018, for the purpose of providing
additional financing to scale up the driginal Project.

The development objective of the Prdject is to increase rural incomes and enhance farm and
fishery productivity in targeted areaf in all the 16 regions of the country. It is envisaged to
promote more inclusive rural develgpment by supporting smallholders and fisher-folk to
increase their marketable surpluses,fand by improving access to markets. The PRDP would
also support reforms in the planning|resource programming and implementation practices
of the DA. It will facilitate the integrafion and financing of priority local investments derived
from the DA’s agricultural and fishefies modernization plans which have been developed
using a value chain approach, and tl'Jtl'ough a consultative process with local stakeholders.

The Project will be implemented ove} a period of six years (2014 to 2020).

Specific investments and interventlmls are implemented under four (4) central components
of the Project enumerated and briefly described as follows:

Component 1: Local and National L.evels Planning (I-PLAN). This component supports
the implementation and mainstreanging 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 regional and local levels, regional AFMPs are being
developed taking Into account spatial and value chain analysis and using tools for
vulnerability and suitability assessment, participatory resource analysis. The local AFMPs

shall build on the success of local| governments in the implementation of their own
development plans.
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SCOPE OF THE ASSIGNMENT
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pUTIES AND RESPONSIBILITIES

The Administrative Aide is expected o carry out the following tasks and as will be directed

by his/her immediate supervisors:

1)
2)
3)
4)
5)

6)

7)

Assist in the preparation ¢f vouchers and other financial documents needed by
the component/unit in its pfficial transactions/activities;

Facilitate routing of docurfients to various component and units, DA offices and
PRDP clientele;
Operate the business/offige machines such as photocopiers, facsimile and others
as directed and to ensure if is properly maintained; _

Undertake daily office jan{torial and housekeeping tasks as directed by his/her
immediate superiors ;

Assist PRDP personnel In orting, filing, retrieval, duplicating and indexing of all
PRDP documents;

Assist during the conduct pf office meetings and conferences and to ensure that
office conference rooms arg properly arranged and provided with necessities for
efficient conduct of meetings;

Facilitate other menial| tasks as may be requested by the Project
Directors/Deputy Directo

REQUIRED EDUCATION AND QUALJFICATION

B.

Education and Relevant Experienges

College Level or completion of relgvant Technical/Vocational course is an advantage;
Minimum of 2 years experience irysimilar position.

Knowledge, Competencies and Serlls
1. Able to read and write;

2.

w

Knowledgeable in operating bjisiness/office machines and maintaining its

usability;

Physically able to carry out thd messengerial and liasoning tasks;

Able to carry out office houseKeeping , maintenance and other janitorial /sanitation
task as directed and/or requirgd.
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