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Project Manager, UNICEF

a)

b

<)

d)

£

g)

h)

JOB_DESCRIPTION
OF -

MR. M, BALAGHAT ULLAR, JOINT DIRECTOR,
(Ex., Tr., & Spl. Projects), IRDP

In co-operation with UNICEF, Planning Commission, DPHE and
ather Government and non-Government Agencies responsible for
the implementation and development of the MOSTI programme

Responsible for organizing training and motivational
activities for the expansion of hand tubewell irrigation

Responsible for exﬁansion of knowledge of farmers about the
benefits of nutritious crops and to encourage them te grow and
consume such crops

Reéponsible for publication of posters, pamphlets, booklets,
etc. to help develop and expand MOSTI Programme

To ensure availability of MOSTI to small farmers oun credit
through co-operatives

To remain responsible for supervising all [ield activities

regarding distribution of MOSTI, realisation of money,
monitoring all field activities, undertaking survey and
evaluation of the programme.

To ensure realisation of money and utilise this in procurement
of all MOSTI materials in subsequent years for the continuation
of the programme A

To maintain separate accounting procedures and make a regular
statements available to UNICEF

.._.4 g._
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Personnel Action Request (Local)

(Submit in quadruplicate)

1. Employee's name: Savauya Chaloryoco 2, Organizational Location:
(1f f?r recruitment, write Oifice of Program Planning and
vacancy) Evaluation
(Division, Office, Section)’
3. Nature of Action Requested: 4. Effective Date Propoused:
(Specify whether promotion, reas-
signment, separation, recruitment _
LWOP, transfer abolishment, etc.} .
Recruitment to fill June 25,1979
vacancy :
. . - PSN#06T2
S5, Title of Present Position & Grade: 6. Proposed Title & Grade: %E5#0549
{Also show position number, if any)
. Assistment Program Economist Assistant Program Economist (FS5L-10)
' (ESL-10)
7. Namé and title of immédiate U.S. 8. Concurrence Division or Office
supervisor requesting this actjon: Chief:
. Signature :
Richard R. Brown Richard R. Brown, BDirector O/PPE
Director, O/PPE . ._Daté:'June'i9,.i979
Approved: - Approved:
Personnel Officex Executive Qfficer
‘Patana Manopatana Paul V. Coles, Executive
. Officer
Date Date June 21, 1979
FOSITION DESCRIPTION
1. JOB SUMMARY: (Outline the principal duties and responsibilities of the in-

cumbent, using one sentence for each duty if possible.
duties are outlined in descending order of (
} sequence of operations.)

(X) time consumed, {

Check whether
)} level of complexity,

A. The Assistant Program Economist works within the Office of Program
Planning and Development (O/PPE) under the general supervision of the
Director, OfPPE. However, given the specialized substance of the work



to be performed, the employee will report to the Program Economist for
day to day work assignments,

B. The ?mployeg is assigned to serve as a member of several USAID Project
Commiltees and as such is responsible for conducting any economic
analysis or inputs that may be required during project design or
Implementation.

¢. The employee develops and maintains a close professional relationship
with appropriate colleagues within the Thal Government, the university
community and with other private organizations involved with Thai
development to insure that USAID is knowledgeable of and can obtain
. current, relevant and accurate data on econimoc and social trends and
activities in Thailand,
{See Continuation Sheet)

MAJOR DUTIES: (Following the outline established above, describe in some
detail the principal steps taken in performing each major duty. Provide
factual information in terms of the “how'" of specific operations not broard
general statements.)

A, The employce uses his/her professional economic skills to provide
economic analysis to support the conceptualization, design, imple-
mentation and evaluation of sound USAID projects. Employee must
travel with USAID project design teams to field locations to
interview potemtial aid recipients, RTG officials and others to
gather data relevant to project design and implementation.

B. The employee gathers and maintains socio-economic data from such
RTG and private organizations as the Natjonal Statistical Office,
National Economic and Social Development Board, Department of
Taechnical and Economic Cooperation, Buresu of the Budger, Bank of
Thailand, Thai universities and research institutes, and other
private foundations and organizations working in Thai development.

GC. The employee works closely with the Program Economist in apalyzing
and interpreting macro economic data, im forcasting economic trends,
and in preparing reports which analyze current economic events,
These papers must be done in a rofessional manner so that USAID
executives can have solid economic data and analysis at hand when
they make ducisions pertaining to USAID programs and projects. The
employee must develop a therough understanding of the economic
implications of social and political forces at work on USAID-sponsored
activities and serves as an economic adviser to rhe various USAID
Project Dfficers during both design and implementation phases of
the projects.

(See Continuation Sheet)

(if morc space is required attach supplemental sheet)

JOB CONTROLS: (indicate nature of supervision in terms of scope amdl extent
Lo assigunments, instruction received, degrees of review of work, and
extent of authority to make decisions and commitments.)

The employee works under the general supervision of the Director, 0/PPE.
While the cmployee will alsoc report EO the Program Economist for day to day



work assignments, he or she is expected to exercise a maximum degree of
initiative and individual judgment in setting work priorities. The
employee has not been granted authority to make commitments on behalf of
USAID.

9UAIlFlCA110N :-(Indicate special skllls requiled for perfOImance of job,
1anguage proficiency level of education desired, etc.)

The employee must have at least an.M.A. in Economics or Agricultural
Economics and should have several years of professional’ work ‘experience,
The employee should also have a strong academic background in {or work
experience using) the quantitative skilis needed for project design and
economic analysis. Excellent control of both written and spoken English
are essential,

CERTIFICATE: (This is to certify thak this is a complete and accurate
description of thls position and that the duties described above are
presently being pe1formed or will be performed beginuning with the accession
of an incumbent.)

Gxgnatule of immediate quperv1sor

1. JOB SUMMARY - Continued:

D. The employee collaborates closely with the Program Economist in
preparing such macro and micro economic studies as may be
required by USAID.

E. The émployee collaborates closely with other O/PPE and USAID
officers in the development and review of all research proposals
submitted for USAID fivancing. -

¥. The employee performs such other :special assignments as may be

o required hy the USAID Director, the Director of O/PPE, and/or
the Program Economist.

2. MAJOR DUTIES - Continued:

D. The employee collaborates with others in the USAID to insure
that research proposals presented to USAID for possible AID .
Pinancing are well desipned, relevant to the needs of UGSAID
and economically scund,

E. Given the wide variety of assignments made to O/PPE, the
employee must be prepared to perform a wide range of professional
tasks some of which will be outside his or her economic
specialty and occasionally during non-scheduled work hours.
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UNICEF JOB DESCRIPTION

POST TITLE
NATTONAL OFFICER

{FOR HEADQUARTERS USE ONLY)
Job Number:

POST LEVEL

N, 0. A4

ORGANIZATIONAL: UNIT

Programme Office

STATION
NAIROBT

DUTY

DATE PREPARED
December 1977

00U

SOURCE OF FINDING (Check block}
Administrative Services and
Programme Support Budget

Project Funds

Sponsored (by whom)

Other (please specify)

-
PURPOSE OF THE POST

Assistant Programme Officer for the Kenya Programme

organization unit)
RegionaliDirector
Senior Programme Officer

!
Asst. Programme Officer

ORGANTZATION CHART {(Simple diagram showing pesition of post in structure of

Other Regional Services

—

World Bank funded _
Nairobi project and Ministry
of Local Government

order of importance}

4., Work with NGD/UNICEF Warer Project.

MAJOR DUTIES AND RESPONSIBILITIES (Please list, if possible, in descending

1. Develop, monitor, advise on urban activities and propose
a model for support by UNICEF and action by Kenya.

2. Directly responsible for planning, monitoring,'implementing consultancy
services and préparing Plans of Operation for Day Care, Family Life
“Training, Urban Activities and other to be decided later.

Carry oul survey of mon;toring/evaluation capabilities and assist
with developing future programm, training and curriculum.




MAJOR DUTIES AND RESPONSIBILITIES {continued)
5. Be available to advise ather country officers on urban activities.

6. Kenya Programme officer who is alsc responsible for womein's activities
in the other countries of the region, must’ travel frequently. The
Assistant Programme Officer must assume the Programme Officer's
rvesponsibilities at those times.

7. Arrange programmes with Minlstlies and NGO's for the countless visits
Lo Kenya.

REPORTS TO (Please indicate post to which this position reports and the
general nature of the supervision: - e.g. "under the supervision of the
Programme Officer who provides general guidance only on matters affecring
policy or of a precedent nature.)

Senior Progranme Officer, who provides general guidance on matters
primarily affecting policy.

SUPERVISORY RESPONSIBILITY {List all positions by post title and grade which
report directly to the Job holder. In addition, state total number of staff
supervised.)

Office secretary in absence of Programme Officer.

PERSONAL CONTACTS

(a) INTERNAL (Indicate those persons by post title within the Organization
with whom there is regular contact for the job to be accomplished and
show degree of contact by marking against each position listed
FREQUENT or OCCASIONAL.)

Finance officers - frequent
Supply " - "

CIs " - Occasional
Admin, " - Frequent

(b) EXTERNAL (If the duties of this post involve reguigr contacts outside
~  the Orgamization, please indicate the type, level and frequency of the .
contacts - show frequency by using FREQUENT or OCCASIONAL.)

Ministry of Housing and Social Services - all levels, up to
cand including Commissioners. - Frequent

Ministry of Local Government - all levels up to and including
Commissioners — Frequent

Kenya Institute of Adm. — Qccasional

NGO's dincluding the chairman - Frequent




W .
WORKING CONDITTONS (Do the duties of this post involve frequent travelling

or unusual conditions or is it a normal office-based post?)

Ex;ensive travel within Kenya and cxpected to do menitoring of
URICEF assisted projects and to assist ministries in technical
consultancy capacity,

JOB_SQ%TISTICS (Please quote relevant stabistics For Finances, budgets or
fixed asscts under the direct control of the job holder.) (State approximate
Uss value.)

Responsible for the expenditure of approximately $§756,000 for
the period July 1978 through December 1981 of programme funds.

MINIMUM QUALLFICATION REQUIREMENTS ESSENTTAL TO THIS POST:

Lducation! Bachelor's Degree

Lanpuage(s): English
Specialized Training: WNot required

Experience: Programme plamming, mounitoring, implementation
of social services activities and good contacts
with Ministries. Ability to develop programmes
work well in groups, and have demonsgtrable
leadership experience.

Prepared by: Approved bf:

Name and Post Title Name and Post Title
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Personnel Action Request {(Local)

(Submit in quadruplicate)

1. Employee's name: 2. Organizational Loecation:
Op;th J. Sirivongse NARC Project
(If for recruitment, write E —
vacancy) (Division, Office, Section)
3. Nature of Action Réquested: 4. BEffective Date Preposed:
{Specify whether pfomotibn; reag-
sigmment, separation, recruitment :
LWOP, transfer abolishment, etc.) 11719776
Revision of Job Descriptidn
. SO E—
5., Title of Present Position & Grade: 6. Proposed Title & Grade:
; .
(Also show position ggg ﬁgggg :
number, if any) ’ Assistant Project Officer
_Assistant Project Officer, FSL 1/8
7. Name and title of immediate U.§. 8. Concurrence Division or Office
R . . . s Chief:
supervisor requesting this action: —
Farl N. Coodwin Signature égfl N. Guodwin
ject OFf f1 )
Project Officer Date
Ly —
Approved: Approved:
Personnel Qfficer Executive Dfficer
Date . Date —
POSTTION DESCRIPTEION
1. OB SUMMARY: (Outline the principal duties and responsibilicies of the

incumbent,

( ) time consumed, (

uging one sentence foy each duty if possible.
" duties are outlined in descending order of {
} sequence of operations.)

Check whether
) level of complexity,

A. Asslsts the Project Offjcers in program planning, negotlations,
decumentation and implementation for projects in their area of

responsibility.

Represenls the Project Officers in negotlatlons with agenC1es of

the Royal Thai Government concerning propesee projects, changes to
existing project and evaluation studies. and prepares. necessary
drafts for the approval of the Project Officers.




C. Assists Project Officers in matters reldting to the organization
and functions of the Ministries and Departments of the RTG,

D, Provides advice concerning the application of Thal law to the
conduct of government and Lo contracl administration for all elements
of the USOM staff when requested.

MAJOR DUTIES: (Following the outline established above, describe in

some detail the principal steps taken in performing each major duty.
Provide factual information in terms of the "how" of specific operations -
not: broad general statements.) '

(1) Participates in project planning, negotiationsg, . implementation
and evaluation.

{2} DParticipates in drafting, cocrdinating and follow up of
: project documentation.

(3) Coordinates project actions with coacerned USG offices and RIG
agencies.

(4)  Assists in monitoring and ewvaluation of project implementation.

(5) Maintains project statistical and analytical records reguired fer
project monitoring, implementation and reporting.

(6) Presents information and briefings on RIG organization, functions
and Local Covernment Administration.

{7) Provides information and advice concerning RIG laws and
regulations.

(8) Scrves as Project Officer during his absence.

(if more space is required attach suppleméntal sheet)

JOB CONTROLS: (Indicate nature of supervision in terms of scope and
sxtent to assigmments, instruction received, degrees of review of work,
and extent of authority to make decisions and commitments. )

Under the supervision of the Project Ufficer, rthe incumbent will
operate with wide latitude for independent action and personal
initiative.

QUALTFICATIONS: (Indicate special s5kills required for performance of
job, language profliciency level of education desired, etc.)

Bachelor Degree in Law or Public Administration. Fluent in
Thai and English, both writtem and spoken.




5. CERTIFIGATE: (This is to certify that this is a complete and accurate
description of this position and that the duties described above ave

presently being performed or will be performed beginning with the
accession of an incumbett.) )

Opath J. Sirivongse karl N. Gooﬁﬁln

Signature of immediate supervisor

Qualificaticns

Able to use Selectric typewriter which requires gpecific skill.
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A. Project Officer

UNICEF .JOB DESCRIPTION

POST TITLE (FOR HEADQUARTERS USE ONLY)

Project Officer {(Rural Water Supply) | Job Number:

POST LEVEL SOURCE OF FUNDING (Check block)
P-4 [[] Administrative Services and
Programme Support Budget

ORGANTZATTONAL UNIT Rx Project Funds

EAROQ, Nairobi Sponsored (by whom) "

DUTY STATION )
BUJUMBURA, BURUNDIL

0 &

Cther (please specify) ]
DATE PREPARED ]
JUNE 1978

PURPOSE OF THE POST
- to evaluate the rural water situation and formulate feasible proposals
for future projects.
- to assist government officials in organizing and implementing rural
water schemes. :

- to monitor and evaluate the water projects.

ORGANTZATION CHART (Simple diagram showing position of post in structure of
organizational unit)

l Regional Director!

IProgramme Officeﬂ '[Prog. Officeﬁj [Programme Officegw

|
I ! !

.. Office L.0. L.0. L.O.
Burundi

Project Officer {Rural Water Supply)

MAJOR DUTIES AND RESPONSIBILITIES (Please list, if possible, in descending
order of imporgance)
1. Assist govérnment officials to design and implement rural water

supply projects in Burundi: 1) protection of small springs,
ii) construction and rehabilitation of gravity schemes for




MAJOR DUTIES AND RESPONSIBILITIES (continued)

providing water to dispensavies and health centres, iii) construc-
tion of cisterns at health centres and dispensaries For collecting

rain water.

2. . Assist govermment officials in Lhe Orgaul?atlon and managcmonL of
such projects {(arranging for supplies, transportation of labour
and material, recruitment and training of iabourers, control of
qupplles and [inances, preparvation of budgets and the timely call-
forward of supplies and cash assistance).

‘3. Assist in organizlng and training technicians to maintain
the water schemes.

4. Assist the PSC 0fficer te launch national campaigns for sanitary
education and sensitization of the population for voluntary.
participation in the project.

5. 1In collaboration with governmenl officials, assess the present
water supply situation in the rural areas, establish the water
supply requ1rement and draw up vecommendations for low-cost water
supply schemes.

REPORTS TO (Please indicate post to which this position reports and the
general nature of the supervision:- e.g. "under the supervision of the
Programme Officer who provides general guidance only on matters affecting
policy or of a precedent nature'.)

Under the supervision of the Programme Officer for Burundi who
provides general guidaace only on malters dffectlng policy or
of a precedent nature.

SUPERVISORY RESPONSTBILITY (List all positions by post title and grade which
report directly to the job holder. 1In addition, state total number of
staff superv1sed }

‘1. Four field officers (UN experts)

2. Clerical aund technical staff working under his direction:
secretary, storekeeper, surveyor, mechanics, draftsmen, etc.

PERSONAL CONTACTS

(a) INTERNAL (Indicate those personq by. post title within the
Organization with whom there is regular comtact for the Job to
be accomplished and show degree of contact by marking agalnst
cach position listed FREQUENT or DCCASIONAL.)

Field Officers (daily) ) Programme Of Ficer (Francdphone)
Clerical & technical staff Liaison Officer, Burundl i Fre-
Chief, Supply Section guent

'Chief, Admin & Finance -

Regional Director {occasional)




e

PERSONAL CONTACTS

(b) EXTERNAL (If the duties of this post lavolve regular contacts

' gutside the Organization, please indicate the type, level and
frequency of the contacts - show {requency by using FREQUENT
.or OCCASTONAL.)

Covernment counterpart — daily
Government officials - {requent to occasional
URDE & other UM

organization officials - occasional

WORKING CONDITIONS (Do -the duties of this pest involve frequent travelling
or unusual condilions or is it a normal office-based post?)

Office and field work : 50 -50% of the time

JOB STATISTICS (P;ease quote relevant statistics for finances, budgets or
fixed assets under the direct control of the job holder.)
(State approximate US$ value.)

Vehicles + 560,000
Store stocks : $100,000
Anngal budget » $1,500,000

MINIMUM QUALIFICATION REQUIREMENT ESSENTTAL TO THIS POST:
Education: University degree geology or engineering

Eanguége(s): French and Euglish

Specialized Training: Special training in water problems, organization
’ abilities, able to establish contact with government
officials at all levels down te the population.

Experience: Minimum 4 years in matter rtelated Lo water resources
evaluations, design of water schemes.

Prepared by: Ms. §. Prosper Approved by: Ms. A. Gindy
: Programme Officer Regional Director
Name and Post Title Name and Post Title

—f ] —



B, Program Offfcer (National Staff)

J0OS. T DE&CRIPTTON

NAME ' : ZAMIRUL KARIM

FUNCTIONAL TITLE . ASSISTANT PROCRAMME OFFICER
_ UNICEF, DACCA

PRESENT LEVEL ¢ NOB-VI

SECYION/DUTY STATION : WATER SECTTON/DACCA

EFFECTIVE DATE OF PRESENT
JOB DESCRIPTION

DUTIFS AND REQPDVSIBILITIFS

2 JANUARY 1976

1. Responsible for overall development of the hand tubewell irrigation
progranme

2. " Responsible for providing technical expertise on problems relating
to irrigation programme of UNICEF-Bangladesh

3. Respénsible along with other Water and Nutrition'Section staff for
the expansion of the handpump 1rr1gat10n methods te new crops
and new areas

4. Responsible for co~operating with Government Agencies and Voluntavy
Agencies involved with handpump tubewell irrigation programme

5. Responsible for supervising field activities (in planning,
implementation and evaluatlon) and carry oul field syyveys as
necessary. :

6. Responsible for arranging and conducting tvaining programmes
for Covernment staff to help improve their technical and nutritional
knowledge of the MOSTI Programme :

7. Responsible for getting posters, pamphlets, booklets, on tubewcll
availability, operation, maintenance, crop diversification, crop
nutrition, health education, etc,

‘8. Responsible along with other Water Section staff on the organi-
‘zational problems relating to the dirigation programme

9. To investigate, field test and help improve manual irrigation
tubewell components most suited to the sonlal, economic and
technical circwmstances of Bangladesh

Other Duties:

In addition te the respounsibilities in the Manually Operated Shaliow Tubewell
for Irrigation Programme, reaponalLle for working in the Drinking Water
Programme as and when necessary, particularly din survey, evaluation and

staff recruitment,

$d.- z. Karim d/- Jobn D. Skoda
Signature of staff member Signature of Supervisor -
Date: 8 October, 1977 Date: 25/10/77
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