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This project aims at enhancing participation of youth in national development processes, through
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i. SITUATION ANALYSIS

Young people in all countries are both a major human resource for development and key agents
for social change, economic development and technological innovation. Their imagination, ideals,
considerable energies and vision are essential for the continuing development of the societies in
which they live. The problems that young people face as well as their vision and aspirations are
essential components of the challenges and prospects of today’s societies and future generations.
Thus, there is a special need for new impetus to be given to the design and implementation of
youth policies and programmes at all levels. The ways in which the challenges and potential of
young people are addressed by policy will influence current social and economic conditions and
the well being and livelihood of future generations. '

In its long term strategic perspective on development The Government of Saudi Arabia in the
Eighth Development Plan recognises the role of youth in sustainable human development, and
expresses its commitment to invest in youth by mobilising its capacities and resources for
developing strategies that will enhance the role of youth in the national development process °.

As statistics show, The Government of Saudi Arabia recorded several achievements related to
youth, and is on target for achieving the Millennium Development Goals (MDGs). Youth (15-24
years) literacy rate reached 96.7%, with the ratio of literate female to literate males among the
youth reaching 98:100°, the enrolment rate for primary education is 94.5% for boys and 93% for
girls and the net enrolment in secondary and tertiary education stands at 65% for both. With an
estimated annual population growth of 2.3%; the Saudi population is projected to reach 21.1
millions in 2015*. The crude birth rate is estimated at 27 per thousand, and the crude death rate at
4 per thousand. In addition to rapid population growth, the rural — urban composition of society is
rapidly changing; Also the longevity of the population is increased, with life expectancy of 52 in
1970 to 73.7 in 2008 °.

The age structure of the Saudi population is young. The percentage of population below the age of
15 constitutes 37% of the total population of 18.1 mil-2008. Nearly one out of five Saudis (21%)° is
in the 15-24 age group, pointing to the primacy of youth in the development of Saudi Arabia. This
situation poses dramatic challenges for the Saudi Government and civil society in meeting the
education, training, employment, health, and recreation needs of the youth.

Within the above context, youth societal concerns are wider and more pervasive than those merely
relating to population size. The concerns are multi-sectoral, engaging both economic and social
dimensions. While great achievements are registered in the field of education, issues relating to
quality of education and relevance to market needs remain paramount.

World Programme of Action for Youth to the Year 2000 and Beyond
Ministry of Economy and Planning, The Eighth Development Plan, 2005-2009

Millennium Development Goals,Ministry of Development and Planning, 2008, page- 39
Department of Statistics and Information, Ministry of Economy and Planning
www.undp.org.sa/salindex.php/en/human- development/human-development-in-Saudi-Arabia
Department of Statistics and Information, Ministry of Economy and Planning

6 Ministry of Economy and Planning on the web- statistics
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Il. STRATEGY NATIONAL GOAL, AND ACTIVITIES

Recognizing the importance of the role of youth in the national development process and the
attempt to develop youth strategies and policies that will facilitate and encourage youth
participation, are a major societal endeavours requiring the direct and indirect involvement of many
partners, and engaging them on a multitude of levels. These partners include government
agencies, civil society institutions, private sector, international and regional organizations, and of
utmost importance youth themselves.

Commitment of the government to achieving these goals was evident in the Eight and draft Ninth
National Development Plans, in which the government of Saudi Arabia recognized the importance
of youth in development. Acting upon this assumption The Government of Saudi Arabia
represented by Ministry of Economy and Planning (MoEP) requested UNDP KSA CO’s technical
and advisory assistance in its attempt to develop a national youth strategy containing programmes
designed to enhance youth participation in the national development process.

In parallel, one of UNDP KSA country programme document’s targets is to assist the government
in enhancing youth participation in the national development process, through developing youth
national strategies, policies, and programs targeting them.

The ultimate goal of this project is to develop a national youth strategy, with a comprehensive
action plan including programmes and actions for implementation, that will directly impact the
mainstreaming and efficient involvement and participation of youth in the national development
process.

UNDP KSA CO will assist the Government by:

e Enhancing the managerial, technical and organizational capacities of MOEP, GPYW, and
beneficiaries to manage, direct and coordinate the activities, particularly those relating to
youth development, in an effective and efficient manner.

e Assist the Ministry of Economy and Planning to develop a national youth strategy, and
support the formulation and implementation of programmes that will facilitate increasing
youth involvement in the national development process.

e Mobilize the support of policy makers, stakeholders, partners and the society at large to
advocate and assist youth empowerment through the creation of an environment that is
conducive for increased productive participation.

UNDP KSA CO will support the Ministry of Economy and Planning in recruiting consultants,
undertaking working visits (study tours) to selected countries to review actions and gain
experience on how issues relating to youth have been addressed and integrated into development
strategies and national programmes.

The main activities to be undertaken by the project include:

e Establishing of a task force to conduct comprehensive studies and surveys on Saudi
Youth.

¢ Organizing youth consultation workshops in the different regions of the Kingdom to
determine strategy themes.

¢ Undertaking working visits to selected countries with effective youth policies and
programmes to gather first hand information and gain experience.



¢ Formulating a full-fledged national youth strategy document.

¢ Developing national youth programmes and assisting the Government in the actual
implementation of these programmes.

Initiatives by the Government of Saudi Arabia, and UNDP KSA CO, addressing different issues of
concern to youth were undertaken in the past two years, which complement the activities of this
project. The results of these initiatives will contribute significantly to the formulation of the national
youth strategy. Several studies were undertaken by King Abdul-Aziz's Centre for National
Dialogue addressing issues related to youth education, health, employment, and dialogue.
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V. MANAGEMENT ARRANGEMENTS

This project will be nationally implemented in accordance with the established UNDP procedures and
guidelines. The Project Document agreement will be signed between the Ministry of Economy and Planning
and UNDP in its role as Government Coordinating Authority and national Implementing partner, which will
retain ultimate responsibility on behalf of the government.

UNDP KSA CO will provide technical and advisory support in enhancing the managerial, technical and
organizational capacities of MOEP, GPYW, and beneficiaries to manage, direct and coordinate the activities,
particularly those relating to developing youth strategy and related plan of action, as well as monitoring and
evaluation of the strategy in an effective and efficient manner. it will also assist the Ministry of Economy and
Planning in recruiting consultants, and undertaking working visits (study tours) to selected countries to
review actions and gain experience on how issues relating to youth have been addressed and integrated
into development strategies and national programmes.

A Project Board (PB) will be established at the start of the programme to provide strategic guidance
and review progress of the implementation of the project. The Project Board will be entrusted with approval
of any major changes in the work plan, budget,...etc. Any changes in the milestones and outputs of the
project will be agreed upon by the project board. The PB will be chaired by MOEP representative, and
composed of high-level representatives from MOEP, the General Presidency for Youth Welfare, and UNDP.
PB may invite representatives of other national organizations and international development partners to its
meetings (Terms of Reference in Annex II)

The Project Assurance role supports the project board by carrying out objective and independent
project oversight and monitoring functions, this role ensures appropriate project management milestones are
managed and completed, the respective UNDP Programme Officer will hold the Project Assurance role for
the Project Board. The Board will at its discretion delegate this role as they see fit.

The Project Manager has the authority to run the project on a day-to-day basis on behalf of the
Project Board within the constraints laid by the Project Board. The Project Manager is responsible for day—
to-day management and decision-making for the project under the supervision of the PB. His prime
responsibility is to ensure that the project produces the results specified in the project document, to the
required standard of quality and within the specified constraints of time and cost.

MOERP is responsible for appointing the Project Manager (can be an employee from the ministry itself), the
person assigned for the position should be available for the position full-time and not be engaged with other
extra duties.

The Project Board consists of:
s Executive: HE Vice Minister of MOEP
e Senior Supplier: UNDP CO DRR

Senior Beneficiary:

- Senior representative from MOEP
- Senior Representative from the General Presidency for Youth Welfare

Project Assurance: UNDP Programme Officer

Project Manager:

12



A Technical Advisory Committee will be formed and include personnel of relevant government
departments. Representatives of youth, academia, relevant NGO’s, and technical experts of related
international development programmes may be invited to participate in the TAC. The committee will discuss
present procedures and the proposed changes required with the project team and provide advisory support to
the project regarding the possible implementation of changes to procedures as well as the legal and
regulatory frameworks. A representative of the MOEP will chair the TAC. A Technical Advisor will assist
the chair in managing the regular operations of the TAC (Terms of Reference in Annex 11I)

A Project Management Unit (PMU) comprised of a Project Manager (PM), a Technical Advisor and
support staff, will be created at the beginning of the project (see TOR in Annexes III and IV). All Project
staff will be recruited by a committee representing UNDP, MOEP and the Project Manager on an open and
competitive basis.

PMU will be responsible for planning overall management of project activities, reporting,
accounting, monitoring of the project. The Project Manager will lead the unit, and will be accountable to the
Project Board and to UNDP for the production of outputs, the achievement of the project objectives and the
use of project resources. UNDP will also be responsible for the recruitment of Project Staff in coordination
with MOEP and following competitive recruitment processes. The recruitment will take place in the first
quarter of project implementation.

MOERP is a strategic implementation partner, offering the use of the necessary facilities, equipment,
and services available in support of the implementation of the project activities. Additionally, the MOEP
Staff will also work closely with the project team to provide further technical support as needed.

The project will be implemented over 12-18 months with a total budget of US $1,182,720. Financing the
activities will be provided by the government of Saudi Arabia, through MOEP. Funds will be managed
jointly by MOEP and UNDP KSA CO according to the applied UNDP financial and management
procedures. The amount estimated in the budget ($1,182,720) will be deposited in a joint project account
administered by UNDP.

UNDP will assist in its ability to build partnerships, especially with the different interested
stakeholders, coordinate between the various parties involved, obtain knowledge from global sources and
experiences, and assist with fund raising efforts. UNDP will be the budget holder under the National
Implementation modality and will provide training to the Project Staff if needed on the execution modality.
UNDP will charge 5% on the management of the government cost share contribution. Financial advances
will be transferred to the project per a clear payment schedule (can be on a quarterly basis), upon request
from the Project Manager, in accordance with Article VII of the Project Cooperation Agreement.

13
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VI. MONITORING FRAMEWORK AND EVALUATION

In accordance with the programming policies and procedures outlined in the UNDP User Guide, the Project
Manager will develop and submit the following:

* Detailed project work plan at the outset of the project.

*  Quarterly progress reports to the Project Board (QPR).

=  Annual Project progress report at the end of each year (APR).

* Terminal Report, one month after completion of all project activities should be submitted to UNDP.

These documents will provide critical information and lessons learned regarding the effectiveness of the
implementation of the project and the delivery of outputs.

The Project Board will meet every four months in order to take stock of the progress of the project. All
stakeholders will also participate in an annual Tripartite Review Meeting (TPR) and a terminal Tripartite
Review Meeting (TPR) at the end of the project duration, where a Terminal Report highlighting the main
achievements, results, and lessons learned will be reviewed and discussed. An independent evaluation will
also be commissioned at project cost if warranted and funds are available. The project is subject to auditing
yearly, in accordance with UNDP regulations.

A quality assurance technical team will be formulated from the TAC in order to review all the project
deliverables during all the phases.

Within the annual cycle

On a quarterly basis, a quality assessment shall record progress towards the completion of key results,
based on quality criteria and methods captured in the Quality Management table below.

» An Issue Log shall be activated in Atlas and updated by the Project Manager to facilitate tracking
and resolution of potential problems or requests for change.

» Based on the initial risk analysis submitted (see Annex I), a risk log shall be activated in Atlas and
regularly updated by the Project Manager reviewing the external environment that may affect the
project implementation.

» Based on the above information recorded in Atlas, a monthly and Quarterly Progress Reports (QPR)
shall be submitted by the Project Manager to the Project Board through Project Assurance, using
the standard report format available in the Executive Snapshot.

> a project Lessons-learned log shall be activated and regularly updated to ensure on-going learning
and adaptation within the organization, and to facilitate the preparation of the Lessons-learned
Report at the end of the project

» a Monitoring Schedule Plan shall be activated in Atlas and updated to track key management
actions/events

Annually

» Annual Review Report. An Annual Review Report shall be prepared by the Project Manager and
shared with the Project Board. As a minimum requirement, the Annual Review Report shall consist
of the Atlas standard format for the QPR covering the whole year with updated information for each
above element of the QPR as well as a summary of resuits achieved against pre-defined annual
targets at the output level.

» Annual Project Review. Based on the above report, an annual project review shall be conducted
during the fourth quarter of the year or soon after, to assess the performance of the project and
appraise the Annual Work Plan (AWP) for the following year. In the last year, this review will be a
final assessment. This review is driven by the Project Board and may involve other stakeholders as
required. It shall focus on the extent to which progress is being made towards outputs, and that
these remain aligned to appropriate outcomes.

15



Vil. EXIT STRATEGY

The UNDP exit from the project will occur when one or more mutually agreed trigger points have been
reached, usually identified through continuous monitoring of the project by the PM. The process will
involve the following steps:

1. The PB is advised that trigger points have been reached and a meeting between the UNDP and
relevant stakeholders is convened to discuss whether the UNDP’s handover process will
commence or the UNDP’s involvement will be extended. In the case of positive triggers, the
UNDP’s involvement will most likely cease as per the original agreement, whereas in the case of
negative triggers, further discussion about options for moving the initiative forward may be
required.

2. Once the UNDP’s withdrawal is agreed, the handover process is activated. This may be as simple
as compiling relevant documentation or may involve working with staff who will assume
responsibility for activities previously undertaken by the project.

3. Upon completion of the handover, a final report is drafted and delivered to the PB and UNDP. The
report should be formally acknowledged by the PB and UNDP

4. The UNDP’s withdrawal is communicated to the key stakeholders.

5. Project related electronic documents (including e-mails) are archived to CD. At least two copies
are made; one copy is to be given to the PB, the other to be retained by the UNDP. Paper
documents not available electronically should also be copied and handed over to the PB.

16



Quality Management for Project Activity Results

ategy document developed and nationally endorsed

Conducting a background study Start Date: 1/10/2009
On the status of youth in Saudi

Arabia End Date: 30/11/2009

The background study will provide information that will be the
cornerstone in strategy development

The study to be undertaken either by a combination of an international
consultant together with a national consultant or by one of the leading youth
research institutions in the Kingdom

.- 1 DateofAssessment -
End of Q4-2009

Study results compare obtained results with similar

studies done in other countries

trtegy document developed and natiomlly cndorsed

Start Date: 1/8/2009
End Date: 30/9/2009

Establishment of project
management unit

A Project Management Unit (PMU) comprised of a National Project
Manager (NPM), A Technical Advisor (Team Leader), Admin. &
Finance assistant

PMU will be established at the beginning of the project

- Advertising, Selection and Recruitment of project personnel
- Acquisition of Project equipment and facilities

- Office installation and office costs/operations

Highly qualified people End of Q3-2009
appointed following UNDP
rules and regulations

Compare obtained job description
along with the required qualification
with another project with similar size
and type.

compare obtained results with
required qualifications

17



y document developed and nationally endor

Start Date: 1/8/2009
End Date: 30/9/2009

Forming Committees and
working teams

The formed committees and teams will assist the project management
unit by giving guidance and technical advice on sectoral issues, change
in legislations, which will aid and ease the process of formulating the
youth strategy and build a sense of ownership for the implementation
stage

» Establishing a Project Board

« Establishing Technical Committee

. DateofAssessment
End of Q3-2009

Committees and teams

formed and harmonised Level of representation of related

partner institutions

1 and nationally endors:

Base line youth related
information for developing the
strategy

Start Date: 1/10/2009
End Date: 30/12/2009

National surveys to explore youth needs, hopes and aspirations

e Forming surveys and statistics team

s Establishing a mechanism to survey youth’s hopes and aspirations
all over the Kingdom

s Conducting the survey

Collecting and analysing information

End of Q4-2009

Results obtained represent
youth views all over the
kingdom

representativeness of samples

Compare the survey methodology
with that of other countries

18



Youth strategy themes

Start Date: 1/3/2010
End Date: 30/7/2010

Preparing the strategy themes reports

Reports produced represent
and follow directions of
similar reports prepared in
other countries and satisfy
youth hopes and aspirations

Drafting theme paper

Organizing 13 ( male) national consultations

Focus group workshop to identify strategy’s thematic
concerns and enrich the strategy content.

Organizing 13 ( female) national consultations

Focus group workshop to identify strategy’s thematic
concerns and enrich the strategy content

National/ regional consultants identified and
appointed according to the themes

Forming themes-working groups.

Drafting the themes final reports including full

action plan and M&E plan

End of Q2-2010

Compare the process with similar
process in other countries
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OUTPUT 1: National

youth stra‘t}egy‘ docitinent i‘devekibped and 'natiﬁnaﬁy endorsed
oipated ~

Start Date: 1/7/2010
End Date: 31/1/2011

Draft national youth strategy
document

youth strategy document

. Compile and consolidate the themes
document into draft strategy document
including the M&E plan

bl Launching and disseminating the strategy at

the national level

. Recording lessons learned

n Estimating the costof the strategy’s action

plan and related programmes.

. Approving the strategy

. Proof-reading and editing of the strategy
document.

. Revising and Editing draft strategy document

] Design and print

_ ia |  QualityMethod | Dateof Assessment
Quality strategy document Workshop feedback End of Q3-2010

includes an action plan for
implementation Compare the process with similar
process in other countries
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The full framework for M&E Feedback from experts and (ingtomg with

stakeholders straregy .
Reports prepared as per UNDP implementation
rules and regulations compare obtained results with

toring and Evaluation m

Start Date: 1/12/2010
End Date: 31/1/2011

Mechanism for M&E

To monitor and evaluate the implementation of the strategy’s action plan
and activities and programs proposed

This activity will be implemented through:

¢ ldentifying and recruiting a M&E specialist
e Preparing M&E strategy

* Implementing M&E strategy

e Preparing an annual evaluation report

similar process in other projects

Special Clauses. In case of government cost-sharing through the project which is not within the
CPAP, the following clauses should be included:

1.
2.

The schedule of payments and UNDP bank account details.

The value of the payment, if made in a currency other than United States dollars, shall be
determined by applying the United Nations operational rate of exchange in effect on the date of
payment. Should there be a change in the United Nations operational rate of exchange prior
to the full utilization by the UNDP of the payment, the value of the balance of funds still held at
that time will be adjusted accordingly. If, in such a case, a loss in the value of the balance of
funds is recorded, UNDP shall inform the Government with a view to determining whether any
further financing could be provided by the Government. Should such further financing not be
available, the assistance to be provided to the project may be reduced, suspended or
terminated by UNDP.

The above schedule of payments takes into account the requirement that the payments shall
be made in advance of the implementation of planned activities. It may be amended to be
consistent with the progress of project delivery.

UNDP shall receive and administer the payment in accordance with the regulations, rules and
directives of UNDP.

All financial accounts and statements shall be expressed in United States dollars.

If unforeseen increases in expenditures or commitments are expected or realized (whether
owing to inflationary factors, fluctuation in exchange rates or unforeseen contingencies), UNDP
shall submit to the government on a timely basis a supplementary estimate showing the further
financing that will be necessary. The Government shall use its best endeavours to obtain the
additional funds required.

21



7. If the payments referred above are not received in accordance with the payment schedule, or if
the additional financing required in accordance with paragraph [6] above is not forthcoming
from the Government or other sources, the assistance to be provided to the project under this
Agreement may be reduced, suspended or terminated by UNDP.

8. Any interest income attributable to the contribution shall be credited to UNDP Account and
shall be utilized in accordance with established UNDP procedures.

In accordance with the decisions and directives of UNDP's Executive Board:
The contribution shali be charged:

(a) [ 5%]cost recovery for the provision of general management support (GMS) by UNDP
headquarters and country offices

9. Ownership of equipment, supplies and other properties financed from the contribution shall
vest in UNDP. Matters relating to the transfer of ownership by UNDP shall be determined in
accordance with the relevant policies and procedures of UNDP.

10. The contribution shall be subject exclusively to the internal and external auditing procedures
provided for in the financial regulations, rules and directives of UNDP.”

Vill. LecAL CONTEXT

This project document shall be the instrument referred to as such in Article 1 of the SBAA between
the Government of Kingdom of Saudi Arabia and UNDP, signed on 3 Muharram 1396 ( 4 January
1976).

Consistent with the Article Il of the Standard Basic Assistance Agreement, the responsibility for
the safety and security of the executing agency and its personnel and property, and of UNDP’s
property in the executing agency’s custody, rests with the executing agency.

The executing agency shall:

a) put in place an appropriate security plan and maintain the security plan, taking into account
the security situation in the country where the project is being carried;

b) assume all risks and liabilities related to the executing agency’s security, and the full
implementation of the security plan.

UNDP reserves the right to verify whether such a plan is in place, and to suggest modifications to
the plan when necessary. Failure to maintain and implement an appropriate security plan as
required hereunder shall be deemed a breach of this agreement.

The executing agency agrees to undertake all reasonable efforts to ensure that none of the UNDP
funds received pursuant to the Project Document are used to provide support to individuals or
entities associated with terrorism and that the recipients of any amounts provided by UNDP
hereunder do not appear on the list maintained by the Security Council Committee established
pursuant to resolution 1267 (1999). The list can be accessed via
hitp://www.un.org/Docs/sc/committees/1267/1267ListEng him. This provision must be included in
all sub-contracts or sub-agreements entered into under this Project Document.
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Annex I1

Terms of Reference for Project Board (PB)
DUTIES AND RESPONSIBILITIES

The Project Board (PB) will provide overall strategic guidance to the project and review the
progress of the implementation process.

Specifically, the PB will:

=  Appoint the Project Manager

= Approve any changes in the milestones or budget of the project

= Provide the overall vision and steering to the project

= Review and approve the work plan and quarterly reports submitted by the Project Manager.
=  Secure continuous and proper high-level government support to the project

= Ensure proper support from the institutions involved in the project

= [f appropriate, design and approve a communications strategy for the project as well as a potential
fund raising strategy.

»  Verify the production of all the deliverables of the project
=  Give final approval for all outputs of the project
= Approve all project expenditures.

The PB will be chaired by HE the Vice Minister of Economy and Planning and composed of high-level
representatives of the General Presidency for Youth Welfare , and senior executive from UNDP

(RR, or DRR).

The PB may invite representatives of other national organizations and international development partners to
its meetings.

The PB will be constituted at the start of the project and will meet on a quarterly basis.
The PB will approve the TOR of any other job title mentioned in the work plan budget sheet.
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Annex 111
Terms of Reference for Technical Advisory Committee (TAC)
DUTIES AND RESPONSIBILITIES

The Technical Advisory Committee will provide the required technical support to all activities of the project
as well as contribute to the achievement of its outputs in practical terms.

More specifically, the TAC will:

Discuss present procedures and proposed changes by the project staff, international consultants and
stakeholders

Provide technical advisory support to the project in regards to the possible implementation of
changes to procedures and legal and regulatory frameworks

Facilitate full access to all relevant organizational information on youth related matters
Interface with institutional representatives to secure full support for the project
Report its activities to the PB (minutes of meetings) through the TAC chair.

The TAC will be created at the beginning of the project and is expected to meet at least on a monthly basis.

The TAC will consist of members of present youth strategy committee at MOEP representing relevant
government agencies.

The TAC will be chaired by a high-level representative of the MOEP.
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Annex 1V

Terms of Reference of Project Manager (PM)
DUTIES AND RESPONSIBILITIES

In this framework, under the guidance of the MOEP, the Project Manager will supervise all project
operations and report to the Project Board (PB).

Specifically, the PM will:

= Manage and administer the day-by-day operations to ensure effective implementation of the project
=  Supervise and guide the PMU ;
=  Provide leadership and strategic thinking to ensure that project activities focus on critical areas;

= In collaboration with TAC and PMU, draft the terms of reference for national and international
consultants, identify consultants, and contract them with PB approval;

® Prepare detailed full project work plan, and quarterly work plans for the implementation of the
project
= Supervise project personnel and consultants, monitoring and reviewing their assignments;

= Keep representatives of the Project Board informed of the progress of the project via monthly and
quarterly reports;

» Plan and coordinate the monitoring mechanisms of the project in collaboration with PB and external
partners to prepare project monitoring and evaluation;

» Develop and submit quarterly financial reports along with narrative progress reports.
COMPETENCIES AND SKILLS

»  Advanced university degree in public management, social science or other related discipline.

»  Minimum 10 years working experience in the field of public administration and development,
including a minimum of 5 years experience in managing complex projects related to youth
organizations development.

= Previous experience in international development projects related to youth.

= The candidate must speak and report fluently in Arabic and English, is a good communicator and
has excellent networking skills.

= Proficiency in the use of personal computers especially Microsoft Office tools

Annex V
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Terms of Reference for Technical Advisor (TA)
DUTIES AND RESPONSIBILITIES

In this framework, under the guidance of the Project Manager (PM), the Technical Advisor (TA) will work
closely with the Project Manager and will supervise all project operations and report to the PM.
Specifically, the TA will:

Follow up on implementation of the work plan;

Coordinate with consultants and implementing firms

Prepare monthly and quarterly reports;

Assist in preparing quarterly project technical reports;

Monitor closely on-going project activities against the work plan;
Provide all necessary technical assistance to project consultants;

Coordinate the training programme for the staff as indicated in the project document; it is important
that the Technical Advisor be a dynamic and pro-active individual who will be committed to, and
accountable for, making progress in the project.

The Technical Advisor will be supervised by the Project Manager;

The Technical Advisor will be responsible for all issues related to the implementation of project activities;

COMPETENCIES AND SKILLS

University degree in public management, computer science or other job-related discipline.
Minimum 5 years working experience in the field of youth development.
Previous experience in international development projects is considered an advantage.

The candidate speaks and reports fluently in Arabic and English, and has good coordination and
networking skills.

He is knowledgeable of software and networking standards and can use most popular personal
productivity software.

Annex VI

27



Terms for Reference for Admin/ Finance Assistant
DUTIES AND RESPONSIBILITIES

The Administrative / Finance Assistant will work under the supervision of the Project Manager.
Responsibilities will include:

= To assist in office management, including administrative liaison with the Government whenever
necessary;

= To Prepare the financial transactions and accounts of the project and project annual and quarterly
budgets and to supervise the Monthly accounts;

= To administer all financial transactions, procurement and disbursement of funds in accordance with
UNDP and the government rules and regulations;

= To submit all the required quarterly and annual reports and statements.

= To assist in all administrative and managerial procedures and actions;

= Travel arrangements (international and local) including arrivals, transportation and allowances.
= To inform experts on arrival on any administrative and financial matters;

= To stay fully informed of available personnel policies, rules and regulations; including recruitment,
transfers, assignments, personnel classification and pay, training, studies relating to local salary
scales; and

» To supervise, organize and manage communications and records.
COMPETENCIES AND SKILLS

= University degree in Accounting, Finance or Public Administration.
=  Minimum 5 years of work experience in the field of administration and finance,

= Preferably experience in financial management of a complex project related to organizational
development

= Previous experience in international development projects is considered an advantage.
= The candidate speaks and reports fluently in Arabic and English,
= Good communicator and has excellent networking skills.
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