Ciovernment of Lebanon
United Nations Development Programme

Institutional Capacity Development of the Railway and Public Transportation
Authority

A United Nations Development Programme (UNDP) unit will be established (o support
the modemization of the Railway and Public Transportation Authority (BRPTA). The unit
will also ensure sustainability of its work by transferring knowledge and capacities o the
authority’s administration, In particular, the oulcome of this project is o: “Support to the
RPTA lo advance and cope with reform ol the iransportation sector provided“and will be
reached through the following three specific outputs:

Quiput 1.1, A master plan and wo-year implemeniation strategy for common
transporiation (railways, and buscs) developed;

Output 1.2. The institutional and technical structural capacitics of the RIPTA upslaied; and
Cutput 1.3, Support 1o the RPTA to coondinale and manage ongoing and potential
technical projects provided.

The unit will support the RPTA through the subsequent phases of preparallon.,
implementation and monitoring of the reform plan and follow-up on specilic project
preparation and implementation, and will include a team of a Project Manager, an
Administrative Assistant, an ICT Coordinator, a Civil Engineer, an Administrative Law
Specialist, as well as a Technical Researcher/ Topographer.

The support to the RPTA will extend for a three-year period.




List of Abbreviations and Acronyms

APR
AWP
GIS (Adminisirator)
GMS
TAPSO
ICT
155
MPWT
NEFP
MIM
FPPs
FFrR
QFR
RPTA
SBAA

TOKTEM

TR
UNDSs

UMY

Avccounting Progress Report

Annual Work Plan

Ceeggraphe: Information System

General Management Support

I Agency Procurcinent Seevices Oflice

Information and Communicalion Technoloay

Implementation Suppor Siralegics

Ministry of Public Works and Transportation

Matronal Focal Paint

Mational Implomentation

Private-Fublic-Parinerships

Project Progress Repord

Chuarterly Project Repor

Railway and Public Transportation Autharity

Standard Busic Assistance Agreement Report

Transfor of kKaowledze Through Expatriate
Natiomaks

Terms of Relerences

United Nations Department of Safety & Securily

United Mations Voluntears



United Nations Development Programme

Project Title:

LINIDAF
Outcome(s):

Expected CP
Outeome(s):

Expected
Crutputis):

Responsible Party:

Implementing Partner:

Country: LEBANON
Project Document
Institutional Capacity Development of the Railway and Public
Transporialion Authorily

Outcome 1.2 Effective and accountable governance ol slate
mslilulions and public administrations 15 improved.
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I. Background

Lebanon’s railway and public lransportation system was once associated with the country’s
development scheme. The nelwork was a symbol of the country’s commercial and economic
cxpansion, linking citics to each other, establishing hubs, and elaborating aclivily around the
stations. A combination of carlier Tanzimat by the Otloman Empire and a growing economic
interest in the region by Furopean powers eventually led 1o a visible modemization in Lebanon.
One of the undeniable reforms that took place was thal of Lebanon's railway and public
iransportation system, From as early as 1891, there was an agreement 1o establish a Beirut-
Damascus railway (later known as DHP, Damas 1 lamas Prolonguements) in the Ottoman-controlled
Lebanon and the first line constructed was belween Beirut. Along the vears, more mailway lines
opened, linking cities both between and within Syria, Lebanon and other neighboring countries,
extending linkages to Istanbul. During the Second World War, when the French replaced the
Ottomans in their control of Lebanon, the rilway stations continued 1o operale with a noteworthy
expansion of military usage. Up until 1975 and at the ¢ve of the civil way that thorn the country,
the public transportation sector bloomed in the country. The famous Tramway of Beintt, in
collaboration with Electricite du Liban, served as a connection between several districts,
neighborhoods and arcas of Beirut and operated lor several years efficiently. Fventually, in the carly
19603, the tramways® infrastructure was dismantled and replaced by buses that served their role
cfiiciently as well — taking only a couple of minutes to get from one interval in Beirut to another.
Therelore, roads in pre-war Lebanon were competenily managed and public transporiation served

as an important linkage between various destinations.

Unloriunately, and as is the case with many institutions and inlrastruclures, the transportation
system in Lebanon suffered greatly the conscquences of the civil war. Lebanon sullered from
consistent destruction of the railway lines and public buses. Later on, public buses were bought
from Irance, as a second attempl al effcctive public transportation, bul were partially bombed
during the 1982 Isracli invasion. By the later stages ol the war, these buses were almost completely

desiroyed due to sectarian clashes within Lebanon.

Today, almast 25 years afier the end of the war, there is stll no substantial public transportation
systemn (hal operates in the country. Despile the incxistence of a railway infrastructure in Lebanon
and the minimal amount of public buses, the institution responsible for the railway and the buses
still exists. The Railways and Public Transport Authority (RPTA), operating under the Ministry of
Public Works and Transportation (MPWT), 15 an independent body, both administratively and
financially, which was cstablished in 1961. It consists of lwo dircctorates: the Railways Directorate

and the Bus Transport Directorate,



IL. Strategy

Despite a few scatiered attempts to revive the Lebanese Railway system, the sector of transpor! in
Libanon has been subject o dire support, The authority overseeing the railway and public transport
includes 330 employees, the current staff mainly consists of bus drivers, As RPTA should become
the Authorily organizing the Public transportation the current staff does not fit in (his profile.
Indeed, the Railway and Public Transportation Authorily has a wide array of asscts, including ald
locomotives, wagons, 47 buses, 37 ol which operate on nine lines, equipment, buildings and land
throughout the country, wherever stations were eslablished, exceeding 8 sq. km. For the past few
years, and in order not o witness the lurthering of the deterioralion of the assets, the authorily, has

been investing its assets, and gencrating resources,

Additionally, public transportation is buth qualitatively and quanlilatively inadequate, causing an
unbesrable traffic situation in the country due to the increase in the number of private vehicles. This
upsurge in addition to the rapid population growth was nol met by new traffic infrastructure, which
further deteriorated the situation by triggering environmental and healih hazards due to high tralTic
congestion. The scarcity of parking spaces in city cenlers is also a major contibutor to the
worsening of the trallic situation. Car pooling and car sharing are ynpopular and uncommon
practices in Lebanon, which results in a car occupancy rate of 1.2 persons per car, which is
incredibly low compared to international standards. Another coninbuting factor is the absence of
facilities [or giving public transportation buses priorily on congested roads or at road crossings,

therefore privale car owners do nol perceive any benefits for using the buses.

All of the above shed light on the urgency of structuring and organizing the public transporialion
sector in Lebanon. The quantity and quality of public transport, including the services provided
should be & major concern for current policy makers, Public transportation has to be radically
improved and expanded in order to serve as an attractive alternative for car owners and users of

polluling and unsafe scooiers and for users of taxis and service taxis.

Public transportation in Lebanon is in urgent need of restructuring and organizing, and the RPTA
does nol organize the public transportation market. In addition to external issues linked (o the traffic
and Infrastructural gaps in Lebanon, as detailed above, the RPTA’s legal and institutional
frameworks are also in a dire siluation. There is no [ormal structure for the authority, with defined

functions, tasks, and responsibilitics, and a formal institutional framework has never been assessed.

The appointment of a new Dircctor General for the authority, has moved the status quo forward.



Studies undertaken to improve the transit service between Beirut and Tabarja all recommended the
use of the old coastal rail right of way. These studies have also [inalized the premliminary design
of this specilfic part of the railway section. Moreover, a grant has been made available by the
Furopean Investment Bank (EIB) for the preparation of the enginecring design and all the tender
documents required for the construction of the Beirut-Tabarja section and the ceconomic feasibility
study, environmental impact assessment and conceptual design of the Tabaga-Tripoli section, If
additional funds arc available it 15 also recommended 1o extend these studies (o the south at least to
liyeh,

The government has also assigned the CDR in coordinalion with RIFI'A to reconstruct and revive
the railway line from Tripoli to Abboudich at the Lebanese /Syrian boarder.

Maore recently, the World Bank has extended a preliminary agreement lo institutionally and
financially support the Lebanon Greater Beirut Urban Transport project in addition to Bus Rapid
Transit system between Beirut and Tabarja as well as BRT lines within Greater Beirut.

Study tours were conducted 1o gather lessons leamed from other counirics meluding Turkey,
Resource mobilization initiatives are conducted with the World Bank, CDR the EU, and the EIB.
Capitalizing on the momentum and in order to meet the rapid evolutions in the scetor, the authority
is seeking UNDIs technical support in order o develop its capacity. In order to do so, it rejUires
the development of a clear strategy, and sirengthening of its human resources capacity.
Unlortunately, and given the stalemale the country is currently facing, it is impossible for the
aulhority to attract talents (as it is impossible to issue fixed lerm posts) and implerment and follow-
up on technical project.

Therefore, the RPTA has requested the UNDP to provide assistance through the esiablishment of a
small advisory unit at the authority, building on the successful experience of the TTNDP with other
ministries and public institutions. The main outcome of the designed project will be to “provide the
necessary institutional capacity fo the Railway and Public Transportation Authorily o define,
develop, and implement a master plan, as well as provide technical sssistance in the implementalion
of reforms aiming at the modemization, efficacy, and elliciency of the institution and the public

transporlation sector in Lebanon™.

This outcome will be demonstrated through the following three outputs:

Cutput L1 A master plan and two-year implementation strategy [or common transportation
(railways, and buses) developed;

Cutput 1.2, The institutional and technical structural capacilics of the RPTA updated; and

Cutput L3, Support to the RPTA to coordinale and manage ongoing and potential technical projects
provided.



Project Desceription

The project will develop a strategy to enhance the work of the authority, and provide support
through the subsequent phases for the preparation, implementation and monitaring ol the reform
plan and strategy. The project will also ensure sustainability of its work by transferring knowledge

and capacities 0 (he authority’s administration. In parlicular, the outcome ol this project is 1o:

Cutcome 1, “Support to the RPTA to advance and cope with reform of the transportation
scetor provided™

The overarching outcome will be reached through the [ollowing three specific outputs:

Quiput L1 A master plan and two-year implementation strategy for common transportation
(railways, and buses) developed;

Cutput 1.2. The institutional and technical structural capacitics of the RFTA updated: and

COutpui 1.3, Public transportation sector in Lebanon promated with lcchnical studies in line with the
common transportation seclor master plan and strategy, as well as nelworking and resources

explored.

Output 1.1: A master plan and two-vear implementation stratecy for common
transportation (railways, and buses) developed

The first output consists of developing a master plan 1o hghlight the areas that need to be reformed
in the public transport sector. All previous initiatives will be mapped, assessed, and considered. The
process of developing the master plan will be followed by the development of a concrete
implementation  strategy.  including the identification of required resources, operational

rcquirements, as well as related policy level reform entailed.

Activities will include:

LLT Map, review and update all existing initiatives tackling the transportation sector in Tebanon.,

.12 Support the development of @ master plan to reform the transportation sector in Lebanon.,



I.1.3 Support the development of an implementation plan of the two-year public transport scetor

slrategy.

1.1.4  Include all current and future initiatives to reform (he public transportation sector in the plan
and stratepy.

Achievements of the fvregoing objective will be measured through the following indicators:

- Mapping ol all initiatives completed and reviewed.
- Master plan 10 reform the public transport seclor developed and recommendations identified.
- The two-year public transport sector strategy developed.

Output 1.2: The institutional and technical structural capacities of the RPTA updated and
enhanced

This outpul will be achieved by reviewing the legal framework around which the RPTA operates,
the development of internal legal instruments (bylaws) and cxlernal legal instruments, setting a
lramework for relationship management. Output 1.2 also aims al enhancing the institutional
capacity ol the Human Resources at the RPTA. The focus will be on reviewing the needs, the
dillerent departments, and suggest a revised structure in order lo oplimize existing resources, and
requesl addilional resources in cooperation with the Civil Service Board. Additionally, the project
will assist in the modernization of the business processes as part ol the development of its strategic

planning and programming activities, and networking and connectivity systems,

Activities will include:

1.2.1 Review and updalc the cxisting legal apparatus thal governs the RPTA.

1.2.2 Update the organizational struclure and functional job descriptions, and modemize the

working methods and business processes at the RIFTA, recommending the necessary smendments..

1.2.3  Build the capacily of cross-departmental human resources al the RPTA.

1.2.4  Restructure and implement the ICT functions of the RPTA, cstablishing networks and broad
connectivity channels.

1.2.5  Share and transfer knowledge related to all aspects of modernization of the current {and o
be recruiled) administration at the RPTA.



Achievements of the foregoing ohjective will be measured through the following indicators:

T'he legal and regulatory framewaork that governs the RPTA’s operations has been reviewed and

maodified.

- Capacities at the RPTA have been strengthened through the development and implementation
of a training and transler of skills and knowledge program.

- Project Muanagement sustainability and development measures are in place including

performance and accountability measures.

- ICT Iramework developed and operational.

Output 1.3: Support to the RPTA to coordinate and manage ongoing and potential technical
projects provided

In line with the common transporiation scctor master plan, the third output aims at designing a
number of “quick wins”, plans, small projects, and programs (o be implemented to promote the
public transportation sector in Lebanon, and to ensure the development of the authority. It will also
provide support to the RPTA in the management and implementation of specific ongoing (and
potential) projects mandated to the authority. The ongoing projects include, but are not limited to.
the following;

1} The project to provide public transport to all Beirut (and CGreater Beirul) residents.

2} The devclopment of the Bus Rapid Transit System belween Beirut and Tabarja, supported
by the World Bank, and having as an implementing partner the Council for Development
and Reconstruction.

3) A leasibility study to implement the Beirut-Tripoli railway project, funded by the European
Investment Bank,

4)  Using the assets of the RPTA {mosily land) to establish governmental institutions premises,
on the Nacoura, Beirut, Tripoli lane (NB'T).

3} Mapping of all RPTA assets o highlighl mismanagement, infractions, and misuse.

6) Railway project linking Beirut to the Bekaa valley, based on a previous study by the Italian
company “Societa lialiana Per Condotte d"Acqua’.

7) Establishment of a gas pipeline belween Biddawi and Tyre and cstablishment of an

exlmction, distnbution, and marketing plan.

The project will also develop lechnical studics and asscssments, and produce surveys. The project

will also help in identilying the prionty needs for external funding and create linkages with resource

)



organizations., [t will build-up parinerships between the RPTA and institutional donors, These will
potentially include major intermational lunding agencics, foreign governments; private-public-

partnerships {PPPs) will also be established with privale companics and foundations interesied in
sponsorship and patronage,

Aciivities:

1.3.1
1.32
1.33
1.3.4

135

Study, analvee, and review data to coordinate ongoing RPTA technical projeets.
Participate upon request in the support towards the implementation of technical projects,
Draft, publish, and disseminate technical studies and public information.,

Assess resource needs and act as a liaison between the RITA and institutional donors.
Support the development of bilalcral and multilateral agreements and partnerships with
neighbouring countries 1o develop the public transportation seclor,

Achievements of the foregoing objective will be measured through the lollowing indicators:

- Development and dissemination of rescarch and information.

Increased lunding to support the public transport sector in Lebanon.
Coordination mechanism established and functioning.

Bilateral and multilateral agreements with neighbouring countries prepared

10
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Part V. Management Arrangements

The Railway and Public Transportation Authority (RIFTA) is designated as the National
Implementing Agency for thiz project. The Implementing Agency will be responsible for managing
the project and will provide overall support to cnable it to achieve its intended outputs and resulis,
The Implementing Agency will thus he aceountable 10 UNDP lor all resources allocated by the
latter, whether their source is UNDP or from government cost sharing, This accountability calls for

conerele capacitics in the administrative, techmical and financial spheres.

The UNDP National Implementation Modality (NIM), with the support of the UNDP Country
Office will prevail. In addition to regular technical backstopping and monitoring activities regularly
provided, the UNDP Country Office shall provide the ITmplementing Agency with support services
for the exceution of the programme. This will cnsurc that technical and substantive experlise is

available to the Programme for coordination, recruitment, and procurement and contracting.

Services shall be provided in accordance with UNDIP procedures, rules snd regulations. The
Government, through its designated implementation agency, shall retain overall responsibility for
the execution ol the project and shall e responsible [or and bound by any contracts signed by the
UNDF Resident Representative, on behalf of the Implementation Agency and upon its request, for
the procurement of goods and services and Jor recruitment of personnel for the programme. Costs
incurred by UNDP Country Office for providing the above described support services will be partly

recovered [rom the Programme budget.

A Project Board will be formally established lo provide technical support, share relevant
information, and review progress. The Project Board will comprise: (1) Exceutive: a representative
of UUNDP providing in particular technical guidance to the project and secrelarial services: (ii)
semor Supplier: the President/Direcior General of the RPTA; (iii} Senior Beneficiaries:
representatives of the administration at the RPTA. Additional partners/stakeholders can be invited
as Observers to share relevan! inlormation as and when required. The Project Board will meet at
least twice a year (mandatory) to review and approve the annual work plan and budget and to

monitor its implementalion, among other.

The National Focal Point is usually the National Coordinator, in the case of the RPTA is the
President/Iirector General (or a representative appointed by him/her).
The responsibilities of the NIFP:
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* Review and approve detailed annual/quarterly work plans (for final approval by Project Board)
and relevant budgets and where appropriale recommend changes to better meet the project
objectives in the national context, in light of monitoring and other reports:

* Approve RDP/SR that are not included in (he annual/quarterly work plans;

» Participate in Project Board meetings;

¢  Heview APE Report, and other progress and monilonng reports;

* Provide recommendations [or the next vear's project planning;

= Facilitatc adoption of necessary decisions and iniliation of appropriatc actions by the
Government lor the effective follow-up and implementation ol the project activilies;

= Assistin the identification and allocation of national resources needed by the project to meet its

ohjectives.

Project Management: Project Management: A Project Manager will be appointed by UNDP
following a competitive and transparent recruitmenl process. The Project Manager will be
responsible for day-lo-day management and decision making for the project. S'he will also be
responsible lor planning, budgeting and managing project activities; lacilitaling supporl seTvices
from the UINDP country olfice; training and mentoring national staff; oversight, guidance and
insuring lechnical quality of short-term consultants; to prepare and provide the mandatory reports
on project progress and achicvements, and financial management; and for early flagging of events
and changes in the environment which can affect project implementation and delivery and for

providing suggestions for problem solving.

To supporl project implementation, 5 additional Project staff will be recruited by LINDP and the
Project Manager. The Administralive Assistant will provide project administration and
management support as required by the needs of the project or Project Manager will provide suppord
with recruitmeni, procurcment and other administrative services. An ICT Coordinator will be in
charge of automating the authonty and link the dilferent transport network to the authority, making
use of (he available equipment and technology. An Administrative Law Specialist. will look inlo
regulations, and [rameworks of the authority, and will be in charge of organizing, coordinating, and
upgrading capacities and human resources involved inside and oulside the authority, and providing
traming o the involved staff. A Civil Engineer will be in charge of technical studies and reviews,
and will be a GIS Specialist. A Technical Research/Topographer will be responsible for building

up the technical base of the projeet and assess the ficld implementation of projects and quick-wins,
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In addition, short term experts, and if needed additional support staff (within the limits ol the project
budget) including among others experts in the lransporlation scctor, engineers, legal specialists,

technical experts, cte. will be commissioned for the project.

The RPTA and UNDP will designate the UNDP Governance Programme Manager (o provide
objective and independent project oversight and monitoring functions, as well as facilitate relations

with other UNDP programmes and cosi-sharing donors.

Project (ffice: The project will be located at the premises of the RPTA.

Sustainability: The project will be implemented with a view to achieving sustainable improved
instilulional capacity and permanent bencficial cffccts on the public transport sector, present and
future.

At the end of the project it is expected that the independence, financial autonomy and human
capacily of the RPTA will have been reinforced (o allow it Lo better perform its mandate with no

or minimal external suppor.

Cosl recovery: In accordance with the decisions and direclives of UNDP's Exccutive Board
reflected in its policy on cost recovery, the contribution shall be subject 1o cost recovery by UNDP
lor iwo distinct cost categories related (v the provision of support services, namely UNDFP General
Management Support (GMS) and UNDP Implementation Support Services (1S5),

(GMS is recovered with a [lal rate of 5 percent for contribution from government of Lebanon [unds
and 7 percent for contribution [rom other donors. GMS cover the following services:

» Projeet identification, formulation, and appraisal

= Determination of execution modalily and local capacity asscssment

* Bnehng and de-bnefing of project staff and consultants

» (reneral oversight and monitoring, including participation in project reviews
= Receipt, allocation and reporting 10 the donor of [inancial resources

» Thematic and technical backstopping

» Systems, [T infrastructure, branding, knowledse transfer
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UNDP dircet costs incurred for Implementation Supporl Scrvices (ISS). as long as they arc
unequivocally linked 1o (he specific project, arc built into the project budget apainst a relevant
budget line and, in case of clearly identifiable transactional services, charged 10 the project
according to standard services rates, 1SS includes the following services:

*  Payments, dishursements amd other linancial ransaciions

*  Recnniment ol statf, project personnel, and consultants

* Procurement of services and cquipment', including disposal

» Organization of training activities, conlerences, and workshops, including fellowships
» Travel authorization, visa requests, lickeling, and travel arrangements, and

e Shipmenl, custom clearance, vehicle registration, and accreditation.

Aundit:

The audit of NIM projects is made through the regular external (LN Board of Auditors) or internal
audits (audits managed by UNDP's Office of Audit and Performance Review).

Visibility:

UUNDP will ensure that the will receive the maximum visibility possible.

UNDP will be responsible [or delermining when its name and logo arc to be displayed and prior

written authorization must be granted by the UNDP Resident Representalive on a case by case basis.

! This would include any fee to [APSO0.
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UNDP Governance
Programme Manager

RPTA President/Director
General

Consultants and Praject | Admin Assistant
additional support Manager/Lead {TINVY
| Engineer {SC 1)
| [CT Coosdinator || Civil Engineer || Administrative | | Techuical
(5C8) (5C9) Law Specialist Researcher Topographer

(SC9)

(5C6)
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Part VI, Munituring Framework and Evaluation

In accordance with the programming policies and procedures outlined in the UNDP User Cruide,
Lhe project will be monitored through the following:

Day-to-day monitoring of implementalion progress will be the responsibility of the Project Manager
who will inform the UNDP-CO and the RPTA of any delays or difficulties faced during
implementation so that the appropriate supporl or corrective measures can be adopted in a timely
and remedial fashion.

Periodic monitoring of implementation progress will be undertaken by UNDP through regular
meetings with the project team, or more frequently as deemed necessary. This will allow parties i
take stock and to troubleshoot any problems pertaining to the project in a timely fashion o cnsure

smooth implementation of project activities, Details of the monitoring requirements are as follows:

i.  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
lable below.

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

= Based on the initial risk analysis submitted, a risk log shall be activated in Atlas and
regularly updated by reviewing the exlernal environment that may affect the project

mmplementalion,

* Bascd on the above information recorded in Atlas, a Project Progress Reports (PPR) shall
be submitted by the Project Manager 10 the Project Board through Project Assurance, usin g
the standard report format available in the Executive Snapshot.

* A project Lesson-learmed log shall be activated and regularly updated to ensure On-E0Ing
learning and adaplation within the organization, and 1o facilitate the preparation of the
Lessons-learned Report at the end of the project

* A Momlonng Schedule Plan shall be activaled in Atlas and updated 1o tmck key

management aclions/cvents
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Annoally

= Annual Review Roport. An Annual Review Report shall be prepared by the Project Manager

and sharcd with the Project Board and the Outcome Board. As minimum requirement, the
Annual Beview Reporl shall consist of the Atlas standard format for the QPR covering the
whole year wilth updaled information for each above element of the QPR as well as a

summary of resulls achicved against pre-defined annual targets at the output level.

* Anmual Project Review. Based on the above report, an annual project review shall be

conducted during the fourth quarter of the vear or soon aller, 10 assess the perlormange of

the progect and appraise the Annual Work Plan (AWT) for the following vear. 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 (o which progress is

being made wwards outputs, and that these remain aligned to appropriate outcomes.

Quality Management for Project Activity Resulis

OUTPUT 1: Support to the RPTA o advance and cope with the relorm of the lrumgmrulum setar.
provided
Activily Result 1 | Master Plan and SITE!L"_L_{:;,-'_ o Start: Projoct start
: _ End: Project end
Purpose A master plan will be developed to set the general reform framework of the public
transportation sector of Lebanon. The master plan will be complemented by an
_ implementation strategy. , ——
IMescription All passed and current reform initiatives of the transportation sector will be
mapped and assessed. Current and (uture needs wall be highlighted, a reform
master plan will be developed and complemented by a two-year reform strategy to
be implemented in form of quick measurable initiatives.
Omality Criteria | Quality Mcthod ate of Assessment
Completed Publication and Distribution End of 1% year
| Mapping .
| New Assessment and Progress Reports | End of Year 1
| recommendations I I
_produced i I |
Scctor plan Assessment and Progress Reports | End ol Project
implemented

| Activity Resull 2

| Start: Project start

Capacily Development
| End: Project end

Quality Criteria

Purpose Enhance the efMciency of the rules and '[lTl:]EEI.'_[IJ;CH goverming the RPTA. Build and
transfer skills and knowledge pertaining to human resources and ICT,
Description Review and update all business processes, legal apparatus. and structures of the

RIFTA. Restructuring of functions and making sure 1o transler knowledge and
skills Wy Lhe enhanced RPTA administration.

Omality Method

Date of Assessment

Assessment and Progress Reports Throughout the process
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Reforms Number of existing rules and regulations revised and | End of year,
implemented number of new rules and regulations |
Struciure and | AmendedTDeveloped Terms of Reference | Mid-project
organizational Positions reviewed/added | End of project
functions modificd ICT projects implemented Throughoul the process
| Training Number of topics addressed End of project
curriculum Number of stall trained FEnd of project
| devcloped m1 Lraining cvaluations End of project
Lepal apparatus Report and recommendations for amendments Throughout the project
updated x =
Activity Result 3 | Technical Studies Start: Project start
) End: Project cnd
Purpose Cstablish a sustainable institution
Descriplion Provide technical capacity to the RPTA to absorb ongoing and potential project
implementation. Develop lechnical studics to identify needs of the secior in line
with the master plan and sirategy, Allow for the sustainability of the institetion by
[ .. | creating linkages with extemnal stakeholders, resulling in resource mobilization.
| Quality Criteria | Quality Method Date of Assessmenl
Studies Developed | Number ol studies, surveys, published studies Throughout the project
Dhssemination of technical studies Throughout the praject
Partnerships MNumher of partnership apreements reached End of project
Kesources | Amount of funding mobilized End ol project
| mobilized
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Part VII. Legal Context

This document together with the CPAP signed by the Government and UNDP which is
meorporated by reference constitute together a Projeel Document as referred to in the SBAA

[or other appropriate governing agreement] and all CPAP provisions apply to this document.

Consistent with (he Article 1l of the Standard Basic Assistance Agreement, the
responsibility for the salety and security ol the implementing partner and ils personnel and
property, and of UNIYPs property in the implemenling partner’s custody, rests with the
mmplementing partner.

The implementing partner shall:

a} Put in place an appropriate securily plan and maintain the sceurity plan, taking into

account the security situation in the country where the project is being carried;

by Assume all risks and liabilities related to the implementing partner's security, and the

full implementation of the sceurity plan.

UNDT reserves the right to verily whether such a plan is in place, and o suggest
modilications to the plan when necessary. Failure to maintain and implement an appropriate

securily plan as required hercunder shall be deemed a breach of this agreement,

The implementing partner agrees to undertake all reasonable efforts to ensure thal none of
the UNDI funds received pursuant to the Projeet Document are used (o provide support to
individuals or cntities 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

httgy: Pwww.unorg Docs/se/commiltees/ 1 267/12671isting him.  This provision must be

included in all sub-contracts or sub-agreements entered into under this Project Document™.
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Annex 1: Terms of Reference (ToRs)

TERMS OF REFERENCE

SERVICE CONTRACT

L Position Information

Job Title: Project Manager/Lcad Engineer | Project reference: RPTA

Duly Station: Beirut Pay Level: SCI0

Section/Uinit; Governance Source of Funding:

Reports to: National Coordinator/National | Duration of Emplovment: one vear
Focal Point and UNDP Governance {renewahle)

Programme Manager. -

IL. Seope/Objective

A United Nations Development Programme (1UINDP) unit is established to support the
modemization of the Railway and Public Transportation Authority (RIPTA). The unit
ensures sustainability of its work by transferring knowledge and capacities o the
authority’s administration, In particular, the outcome of this project is to: “Support to the
RPTA to advance and cope with reform of the transportation sector provided”and will be
reached through the Tollowing three specific outputs;

Output 1.1. A master plan and two-year implementation strateey for common

lransportation (railways, and buses) developed;

Output 1.2. The institutional and technical struclural capacitics of the RI'TA updated; and !
Cutput 1.3. Public transportation sector in Lebanon promoted with technical studies in line |
with the common transportation sector master plan and strategy, as well as networking and

resourees cxplored.

| The support to the RPTA exiends over a three-year period.

| Under the direct supervision of and guidance from the National Coordinator/National
| Focal Point, and the UNDP Governance Programme Officer, the Project Manager will be
responsible lor
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.’

1L Functions / Key Results Expected

Prujract Planning and Coordination:

Develop a master plan and strategy for the public transportation sector in Lebanon
Provide technical guidance to project team and RPTA counterparts

Develop annual work plans and corresponding budget plans contributing to the
achievement of targel outputs specified in the project document

Develop and update guarterly work plans and expenditure plans based on the
agreed annual work plan

Munilor project progress against work plans and budget plans and linalize project
progress reports (quarterly, annual, risk log, and substantive) to UNDP. Progress
reports will be prepared against sel largets and indicators, ensuring elTective
knowledge acquisition by national counterparts and full compliance with all
administralive, and audit requirements

Manitor linancial resources and accounting to ensure accuracy and reliability of
financial reports

Liaise and coordinate with stakeholders, internal and external actors, donors, and
partners

Day to Day Operations:

Participate in and advise on recruitment of project staft

Provide direction and guidance to the staff by assigning responsibilitics and tasks,
and supervise their performance

Organize regular meetings for the Project team members 1o assess progress, discuss
challenges and constrainls, and agrec on steps to adopt

Prepare terms of reference for required inputs (individual and institutional
consultancy services, procurement of goods, organization of training, scminars,
cic.) with expert technical support as required and ensure that these are processed
in timely and transparent manncr, thereby mobilizing competent national and
inicmational experts for the projeet in sccordance with the agenda and activities
thal are supported by the project

Supervise consultants and evaluate their performance in delivering individual
outpuls as deseribed in the terms of reference

Supervise all opcrational matters and documents, including payment orders,
contracts, bids, cle. Oversee and account for all logistics to the operations of the
project, including auditing and invenlory of cquipment

Risk Management and Reporting:

Manage and monitor the project risks as initially identified in the Project
Document, submit new risks to the Project Board for consideration and decision on
possible actions if required; update the status of these risks by maintaining the
Praject Risks Log




* Report to the President/General Director of the RPTA on a regular basis and report
on quarlerly progress

* Ensure that relevant project outputs, pood practice, and lessons learmned are
disseminated in compliance with quality requirements of the RI'I'A and UNDP

*  Represent UNDP and RPTA, as requested, in relevant international and national
mectings, seminars, panels, etc.

= Ensure proper coordination with and reporting to RPTA parlners when requested
Liaise with the Project Board and appointed project assurance (o assure the averall
direction and intcgrity of the project, and identify and obtain any support and advice
required for the management, planning, and control ol the project

» Prepare the final project report, including measurement of progress against set |
goals and objectives

*  Identify follow-on actions and submit them for consideration 1o the Project Board

* Manage the transfer of project deliverables, documents, files, equipment. and
malerials between UUINDP and RIFTA

* Perform additional tasks as reasonably requested by the President/Genera] Director
of the RPTA.

IV. Competencies

Demonstrates a solid academic and prolessional background;
Iixtensive knowledge ol Lebanese political, and economic contexts, as well as
curren| challenpes

*  Knowledge of MPWT alTairs, Lebanese public administration, and UN
agencies’ administrative operations

= Proven expericnce in strategic planning, performance management, and team
lcadership

= Strong experience in developing work plans

* Strong ability o draft. edit. and produce results-focused reports mecting
mnternational standard

® Fluency in word processing, spreadshects, project management, and internet
technology

= Significant expericnee in working with a wide range of partners (public
institutions, privale sector, donors, civil society) and proven ability to negoliale
and to troubleshoot relationships with variety of stakcholders:
Displays cultural, gender, race, nationality and age sensitivity and adaptability;
Excellent interpersonal, communication (oral and wrillen) , marketing and writing
skills;

* [xcellent organizational and analyvtical skills:

* Dedicalion to the principles of UNDP, especially of ils mission, vision, values,
and working in a culture of neulrality;

+ Demonstrates leadership and scl-management; and

_*_Complele computer facility with word processing and spreadsheets.
V. Recruitment Qualifications

University Degree (Bachelor or eyuivalent) or Graduate Degree

|_Falucalion: {Masters or equivalent) in Civil Engincering, Geotechnical
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Engineering, Transportation Fngineering, Environmental
Engineering or related lelds.

At least 10 years of relevant professional experience with a
University Degree or 7 years with a Graduate Degree in Project

| transporiation/road salety/road management seclors, N

| agencies, and’or Lebanese public administration is desirable.

| Fluency in written and oral Arabic and English. Knowledge of

Expericnee:
Management (at least 5 years). Experience with the
B ANFUATE
Requirements: French is an asset.
Mationality: Lebanese




————

VIL Approvals/Signatures

Mame & Title:
Responsible Unit
Signature;
Thate:
Mame & Tillg;
UNDIP ) {(Programme
| Manager / Operations Signature:
| Manager)
[ Date:
MWame:
| Homan Resourees
Signalure:
| Diate:
Mame:
Head of Operations
Signalure:
Diate:
Mame;
Incumbent
Signalure;
Date:




TERMS OF REFERENCE
Service Contract (SC)

L. Paosition Information

Job Title: Administrative Law Specialist | Project relerenee; RPTA
Duty Station: Beirot Pay Level: SC-9
Section/Unit: Democratic Governanee | Source of Funding:
Programme Duration of Emplovment: Omne year
Reports to: Project Manager {renewable)

e !
IL. Scope/Objective

A United Nations Development Programme {UNDP) unit is established to support the |
modernization of the Railway and Public T'ransportation Authority (RI'TA). The unit |
ensures sustainability ol s work by transformng knowledge and capacities to the
authority’s administration. In particular, the outcome of this project is to: “Support to the |
KI'TA to advance and cope with reform of the transportation sector provided™and will be |
reached through the lellewing three specific outputs: '

.
Cutput 1.1, A master plan and two-vear implementation strategy for common |
transporialion (railways, and buses) developed:
Output 1.2, The institutional and technical structural capacities of the RPTA updated; and
Output 1.3. Public transportation sector in Lebanon promoted with technical studies in line
wilh the common transportation sector master plan and strategy, as well as networking and

resources exploned,

The suppori Lo the RPTA extends over a three-yvear period.

Under the dircet supervision of and guidance from the 'roject Manager, the Administrative
Law Specialist will be responsible for:
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1. Funetions / Key Resalts Expected

L.

Participate in the definition ol policies and (he drafting and review of in |
particular public transportation law and regulations and laws and regulations |

pertaining o the Lebanese Railway System

Work closcly with the Railways and Public Transport Authority (RPTA) 1o
amend public (ransportation laws and regulations to meet international
standards

Conduct legal research and claborate comparative studics in above and related
fields

. Review, negotiate and follow-up, on behalf of the RPTA. public transportation

agreements and any olher legal documents related to transportation and its
environmental eflect

- Commenl on studics and rescarch papers related to public transportation or the

construction of a now railway system in Lebanon

Advise and provide assistance to the RIIA with the review of legal issues
submilled by other institutions/partners concerning dralt laws, contracts,
agreemenls, memoranda of understanding, ete. ..

Provide legal advice and assistance to the Ministry of Public Works and
Transpori and the RPTA in presenting and discussing draft laws at
parliamentary commillees and or ministerial working groups pertaining to the
authorily and public transportation

Participate in the design of a national program to promote public transportation,
and idenlily legal issues regarding the establishment of a Railway in Lebanon
Participale in the design and implementation of national initiatives to enhance
good governance, and coordinate and provide advice on initiatives taken within
the Ministry of Public Works and Transport and the RI'TA

. Perform additional tasks as reasonably requested by the Director (General of the

RPTA and the Project Manager

IV. Competencies

14



= Demonstrated commitment 1o LINDP's mission, vision and valucs. Displays
cultural, gender, race, nationality and age sensitivity and adaptability.
Famihanty with UNDP rules. regulations, and procedures is a plus.
Extensive knowledge of Lebanese public administration
Good knowledge of transportation and public transportation Law, and all related |
agreements and studies

o  (ood communicalion, interpersonal and liaison skills.

« Excecllent writing communication skills, with the ability to produce detailed and '
analviical reports and studics

s Tested multitasking skill.

s Demonstrated team plaver skills.

= Abilily o work under pressure and within strict deadlines

V. Recruitment (Qualifications

e _F S S e

Universily Degree (Bachelor or equivalent) or Graduate
Education: Degree (Masters or equivalent) in Law, International
Law, orarelated Deld.

| Expericnec: At least 6 years of relevant experience with a Bachelor
' Degree and 4 vears with a (iraduate Degres. Experience
with the UM svstem andfor the Lebancse Public
Administration is preferable.

Language Requirements: Fluency in written and oral Arabic and English.
Knowledge of French is a plus.

Compuler Skills; MS Office and intemnet technology

Nationality: lehanese
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Human Resources
Signature:
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Signature:
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TERMS OF REFERENCE
Service Contract (SC0)

I. Position Information

= B 1 i

Job Title: 1CT Coordinator Project refercnes: RPTA

Duty Station: Beirut Pay Level: SC-8

Section/Unit: Democratic Governance | Source of Funding:

Programme Duration of Employment: One year
Reports lo: Project Manager {renewable)

Il. Scope/Ohjective

| A United Nations Development Programme (UNDP) unit is established to support the
modernization of the Railway and Public Transportation Authority (RIFI'A). The unit
ensures sustaimability of ils work by transferring knowledge and capacities to the
authority’s admimistration. In particular, the outcome of this project is to: “Support to the
RPTA o advance and cope with reform of the transportation sector provided™and will be
reached through the following three specific outputs:

Output  1.I. A master plan and two-year implementation stratesy [or common
transportation (railways, and buses) developed;

Output 1.2, The institutional and technical structural capacities of the RIYI'A updated: and
Cuitput 1.3, Public transportation sector in Lebanon promoted with technical studies in line
wilh the common (ransportation sector master plan and strategy, as well as networking and

resources explored.

The suppord lo the RPTA extends over a three-year period.
Under the direct supervision of and guidance from the Project Manager, the ICT |
Coordinator/GIS Administrator will be responsible for: |
|
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HI. Functions / Key Results Expected

1) Restructure and implement the 1CT functions of the RIPT'A, based on:

o Data modeling, database optimization, understanding and
implementation of schemas, and the ability to interpret and write
complex Structurcd Query Language (SQL) querics.

o Proactively monitor systems for optimum performance and capacity
constraints.

o lHstablish standards and best practices lor SO1..

o2 Imteract with and coach developers in 501, scnpling.

2} Develop, test, document, and implement high quality database solutions on
lime (hal perform according to specifications and requirements documents

3) Establishes networks and broad connectivity channcls

4} Prowvide detailed analvsis of problems, prepare detailed design documents with
recommendaiion

5y Apply innovation, creativity and nigor (o dalabase development process and
implement process and procedural improvements

6) Provide the troubleshooting and resolution of production suppaorl ssues.

T} Analyres perlormance of programs and lakes aclion o ensure accuracy and
correct deliciencies

8) Provide guidance (o the ICT activitics of the RPTA and cxtemal ICT
contractors to ensure high level of productivity

9) Perform additional tasks as reasonably requested by the Director General of
the RPTA and the Project Manager

I'V. Competencies




+ Demonstrated commitment o UNDP’s mission, vision and values. Displays
cultural, gender, race, nationality and age sensilivity and adaptability.
Familiarity with UNDP rules, regulations, and procedures is a plus.

» (ood knowledge of the transportation and public transportation sector

o Good knowledge of the 1.ebanese Public Administration

» (iood communication, interpersonal and liaison skills.

o Lxcellent writing communication skills, with the ability 1o produce detailed and

analytical reports and studies

Tested multitasking skill.

Demonstrated capacity to interact with a different stakcholdens

Demuonstrated team player skills.

Ahility to work under pressure and within strict deadlines

V. Recruitment Qualifications

ducation: University Degree (Bachelor or equivalent) or Graduate
Degree (Masters or cquivalent) in Computer and
Communication Engincering, Computer Science or a
rclated ficld.

Experience: | At least 6 years of relevant experience with a Bachclor

| Degree and 4 vears with a Graduale Degree. Expericnce
with the UN system and/or the 1ebanese public
administration is preferable.

Language Requirements: Flugncy in written and oral Arabic and English.
Knowledge of French is a plus.

MS Office and internct lechnology
Advanced knowledyge ol Geographic Information
Systems

Proficiency in web GGIS

Proficiency in web (IS programming using
Javascript Ability to analyze data and make accurate
projections using husiness mathematics amnd basic
statistival lechnigues

Computer Skills:

Nﬂtiﬂt‘lﬂ_l_il}‘i 1 .ehanese
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U TERMS OF REFERENCE

BE gervice Contract (SC)

1. Position Information

lob Title: Technical Project reference: RPTA
ResearcherTopographer Pay Level: 5C-6

Dty Station: Beirol Source of Funding:

Section/Unit: Democratic Governanee Duration of Employment: One year
Programme {remewahble)

Reports to: Project Manager

IL. Scope/Objective

A United Mations Development Programme (UNDP) unil 15 established Lo support the
modemization of the Railway and Public Transporiation Authority (RPTA). The unit
ensures sustainability of its work by transferring knowledge and capacities to the
authority's administration. In particular, the outcome of this project is to: “Support to the
RPTA to advance and cope with reform of the transportation sector provided”and will be
reached through the following thres specilic oulputs:

Output 1.1. A master plan and (wo-year implementation strategy for common

transportation (raillwavs, and buses) developed; '
Output 1.3. Public transportation sector in Lebanon promoled with technical studies in line
with the commeon transportation scetor master plan and siralegy, as well as networking and
resources explored.

The support to the RPTA cxtends over a three-vear period.
Under the dircet supervision of and guidance lrom the Project Manager, the Technical
Researcher/ Topographer will be responsible for:

Output 1.2, The institutional and technical structural capacities of the RPT'A updated; and
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1L Functions / Key Results Expected

L.

2.

[Li3

Identify and compile database information in order to create maps In response
0 Toguests,

Compare topographical features and contour lines from acrial photographs, old
maps, and other reference materials in order to verify the accuracy of their
identification. identifving and marking crrors and making comections.

Form three-dimensional images of acrial pholographs taken from different |

locations, using mathematical techniques and plotting instruments (o defermine
bus roules and the possible location of the milway

Enter GPS data, legal decds, ficld notes, and land survey reports into GIS
workstations so that information can be transformed inlo graphic land
descriptions. such as maps and drawings.

. Rescarch and combine existing property information in order to desenibe

property boundaries in relation to adjacent properties

Research resources such as survey maps and descriptions in order to venfy
property lines and to obtain information needed for mapping.

Compile data required for the preparation of notes. records, reports, and oniginal
maps.

Examinc and analyze data from ground surveys, reporls, aerial photographs, and
satcllitc images to prepare studics. lopographic maps. aerial-photograph
mosaics, and related charts.

Preparc and alter tracc maps. charts, tables, detailed drawings, and three-
dimensional optical models of terrain using stereoscopic pletting and computer
graphics equipment.

Perform additional tasks as reasonably requested by the Director General of
the RPT'A and the Project Manager

V. Competencies
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Demonstrated commitiment to UINDP's mission, vision and valucs. Displays
cultural, pender, race, nationality and age sensiivity and  adapiability,
Familiarity with UNDP rules, regulations, and procedures is a plus.

Good knowledge of the ransportation and public transportation sector

Good communication, interpersonal and liaison skills.

Demonsiraled analytical skills,

Excellent writing communication skills, with the ability to produce detailed and

analylical reports and studies

Tested multitasking skill.

Demonstraled team player skills.

Ability Lo work under pressure and within strict deadlines

V. Reg;rl.l.i.tmeﬁfﬂualiﬁmtinnﬂ

Education: Universily Degree (Bachelor or equivalent) in Civil

Engineering or any related helds

Experience: Al least 3 vears of relevant experience. Expericnee with
the UN system and/or Lebancse Public Administration
15 preferable.
|
l
Language Requirements: Fluency in writien and oral Arabic and English.

Knowledpe ol French is a plus.

I Computer Skills: GIS, M3 Office and Internet Technology

| Mationality: |ebanese
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UN VOLUNTEER DESCRIPTION OF ASSIGNMENT

The United Nations Volunteers (UNV) programme is the UN organization that promoles
volunteerism (o support peace and development worldwide. Volunteerism can transform the pace
and nature of development and it benefits both society at large and the individual volunteer. UNVY
contributes to peace and development by advocating for volunteerism globally, encouraging
partners Lo integrate volunteerism into development programming, and mobilizing volunteers.

In most cultures volunteerism is deeply embedded in long-established, ancient traditions of sharing
and support within the communities. In this context, UN Volunieers take parl in various forms of
volunteerism and play a role in development and peace together with co-workers, hosl agencies
and local communities,

In all assignments, UN Volunteers promote volunteerism through their action and conduct
Engaging in volunicer activity can effectively and positively enrich their understanding of local
and social realitics, as well as create a bridge between themselves and the people in their host

communily. This will make the time they spend as UN Volunteers even more rewarding and
productive.

1. UNV Assignment Title:  Administrative Assistant
2. Type of Assignment: Mational UN Volunteer

3. Project Title: Institutional Capacity Development of the Railway and Public Transportation
Aunthority

4. Duration: 1 year (renewable)
5. Location, Country: Beirul, Lebanon
6. Expected Starting Date:

T. Brief Project Description: A United Nations Development Programme (LINDP) unit is
cstablished to support the modernization of the Railway and Public Transporiation Authorily
{RPTA). The unit ensures sustainability of its work by transferring knowledge and capacilics o
the authority’s administration. In particular, the outcome of this project is to: “Support to the
RPTA to advance and cope with reform ol the transportation sector provided™and will be reached
through the following three specilic oulputs:

COutput 1.1. A master plan and (wo-year implementation siralcgy for common transportation

(railways, and buses) developed:
Output 1.2. The institutional and technical structural capacities of the RPTA updated; and
Output 1.3. Public transportation sector in Lebanon promoled with technical studies in line with

the common transportalion scctor master plan and strategy, as well as networking and resources
cxplored.
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The support to the RPTA extends over a three-year period.

8. Host Agency/Host Institote: Railway and I'ublic Transportation Authority (RPTA)

9. Organizational Context: LINDP Project

10. Type of Assignment Place:

11. Description of tasks:

Under the direct supervision of the Project Manager the UN Volunteer will undertake the
following tasks:

Liaising with UNDP CO on all financial and administrative issues, including procurcment, and

ensuring compliance with UNDP rules and repulations on financial and admimistrative

procedures.

Assisting in the logistic preparation and implementation of lmining sessions, workshops,

meetings, and other activities perlaining 1o the project.

Establishing and maintaining orderly filing and document retrieval systems.

Keeping and maintaining proper personnel files for all project staff (leaves, missions, travel,

etc.), processing entitlements (daily subsistence allowance, remuneration), and following up

on contracts of project stall (extensions, renewals, elc.)

Assisting in the office’s communication, receiving and screening incoming calls and visitors,

handling faxing, scanning, photocopying and shipping. Following up on cormespondence and

preparing brief responses when necessary

Organizing and coordinating administrative and logistic arrangements and implementation of

business (ravel

=  Assisting in collecting and assembling bricfing material, speeches, correspondence,
documentation, (o be used in official mectings and confercnces

Perform additional tasks as reasonably requested by the Director General of the RPTA and
the Project Manager

Furthermore, LN Volunteers arc encouraged to:

Strengthen their knowledge and wnderstanding of the concept of volunteenism by reading
relevant UINY and exiemal publications and lake aclive part in UNY activilies (for instance
in evenls thal mark [WTY);

Be acquainted with and build on traditional and/or local forms of volunteerism in the host
country;

Reflect on the type and quality of voluntary action that they are undertaking, including
participation in ongoing reflection activities:

Contribute  articles'write-ups  on  lield experiences and submit them for UNY
publications/weabsiles, newslellers, press relenses, ele:;

Assist with the UNY Buddy Programme [or newly-amved UN Volunteers;

Promote or advise local groups in the use ol online volunteering, or encourage relevant local

individuals and organizations o wse the LNV Online Volunteering service whenever
technically possible.

45



12. Results/Expected Qutput:

= Full compliance of adminisirative activities with UIN/UNDP rules, regulations, policies and
strategics cnsured;

s  Effcctive and cfficient functioning of the project ensured, focusing on achievement of the
following results:
* Contacts with visitors and staff, arrangement of appointments and meetings provided:
# Compilation and preparation of bricfing and presentation materials, spesches;
# Translation of simple correspondences, when needed ensured.

*  Support 1o project mainlenance and assets management provided, focusing on achicvement
of the following results:
* Maintenance of records on assets management, preparation of reports ensured.
* Maintenance of files and records relevant to the project ensured.

*  Arrangements ol travel and hotel reservations, preparation of travel authorizations, processing
requests for visas, identity cards and other documents ensured.

*  Follow up on deadlines, commitments made, actions taken and coordination of collection and
submission of the reports to the project manager ensurad.

o A final statement of achievements towards volunteerism for development during the
assignment, such as reporting on the number of volunteers mobilized, activitics participaled in
and capacitics developed.

13. Qualifications/Requirements:

University degree in business administration or other relevant degree.

Prowven interpersonal and communication skills.

Good command of office sofllware and inlernet.

Cood knowledge of adminisirative roles and regolations

A minimum ol 2 yvears of relevanl experience, prelerably with UN agencies or the public
aclrmiinisiration

& & & & @

Fluent in Arabic and English. Knowledge of French is an asset.

«  Minimum 22 years old, L.ebanese national, or legally resident in Lebanon with the status of
reluges or stateless.

14. Living Conditions:
The national UN Volunteer should be residing in Lebanon.

15. Conditions of Serviee for National UN Volunteer: A 12-month contract; monthly
volunteer living allowance (VILA) intended to cover housing, basic needs and utilitics,
equivalent o LBP 1487.500; seliling-in-grant; life, health, and permanent disability
insuranee; reseillement allowance equivalent to 1-month VLA for every vear of satislaclory
service and proraled for periods shorler than a year.

Description of Assignment prepared by the UNV Field Unit/UN Agency:
Date:

Description of Assignment approved by UNDP/RR/CD or UNV Ficld Unmit:
Date:
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UN VOLUNTEER DESCRIPTION OF ASSIGNMENT

Preamble:

The United MNations Volunteers (UNV) programme jis the UN organization that promotes
volunteerism 1o support peace and development worldwide. Volunteerism can transform the pace
and nature of development and it benefits both society at large and the individual voluntesr. TNV
conlributes to peace and development by advocating for volunteerism globally, encouraging
partners to integrate volunteerism inte development programming, and mobilizing volunteers.

In most cultures volunteerism is deeply embedded in long-established, ancient traditions of sharing
and support within the communities. In this context, UN Volunteers take part in various forms of
volunteerism and play a role in development and peace together with co-workers, host agencies
and local communities,

In all assignments, UN Volunlcers promote volunteerism through their action and conduct.
Engaging in volunteer activily can effectively and positively enrich their understanding ol local
and social realities, as well as create a bridge between themselves and the people in their host
community. This will make the time they spend as UN Volunteers even more rewarding and
productive.

1. UNV Assignmeni Title:  Administrative Assistant
2. Type of Assignment: Wational UN Volunteer

3. Project Title: Institutional Capacity Development of the Railway and Public Transportation
Authority

4. Duration: 1 year (renewable)
5. Location, Country: Beirut, Lebanon
6. Expected Starting Date:

7. Brief Project Description: A Linited Mations Development Programme (UNDP) unit is

cstablished to support the modemization of the Railway and Public Transportation Awthority
{RPTA). The unit ensures sustainability ol its work by transferring knowledge and capacitics o

the authority’s administration. In particular, the oulcome of this project is to: “Support to the
RPTA to advance and cope with reform ol the iransporiation seclor provided"and will be reached
through the following three specific outputs:

Output 1.1. A master plan and (wo-year implementation strategy for commen transportation
(railways, and buses) developed;

Cutput 1.2. The institutional and technical structural capacities of the RPTA updated; and
Cutput 1.3, Public lransportation sector in Lebanon promoted with technical studies in line with
the common lransportation sector master plan and strategy, as well as nerworking and resources

explored.
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The support to the RPTA extends over a three-year period.

8. Host Agency/Host Institute: Railway and Public Transportation Authonty (RPTA)

9. Organizational Context: UNDP Project

10). Type of Assignment PMlace:

11. Deseription of tasks:
Under the direct supervision of the Project Manager the UN Volunteer will undertake the
following tasks:

Liaising with UNDP CO on all financial and administrative issues, including procurement, and

ensuring compliance with UNDP rules and regulations on financial and administrative

procedurcs.

Assisting in the logistic preparation and implementation of training sessions, workshops,

mectings, and other aclivilies perlaining to the project.

Establishing and maintaining orderly filing and document retneval systems.

Keeping and maintaining proper personnel files for all project staff (leaves, missions, travel,

ele.), processing entitlements (daily subsistence allowance, remuneration), and following up

on conlracts of project staff (extensions, rencwals, ¢lc,)

Assisting in the office’s communication, receiving and screening incoming calls and visitors,

handling faxing, scanning, photocopying and shipping. Following up on comespondence and

preparing brief responses when necessary

Organizing and coordinating administrative and logistic arrangements and implementation of

business travel

s Assisling in collecting and assembling bricfing malerial, speeches, comrespondence,
documentation, to be used in official meetings and conlerences

Perform additional tasks as reasonably requested by the Director General ol the RPTA and

the Project Manager

Furthermore, UN Volunieers are encouraged to:

L

Strengthen their knowledge and understanding of the coneept ol volunteerism by reading
relevant UNV and cxternal publications and take active part in UNV activities (for instance
in events that mark TVI));

Be acquaintcd with and build on traditional and/or local lorms of volunteerism in the host
country;

Refleet on the type and quality of voluntary action thal they are undertaking, including
participation in ongeing reflection activities;

Contribule  articles’write-ups  on  ficld cxperiences and  submit them for UNY
publications/websiles, newsletters, press releases, ele.;

Assist with the UNV Buddy Programme for newly-arrived UN Volunteers:

Promole or advise local groups in the use of online volunteering, or encourage relevant local
individuals and organizations to use the UNV Online Volunteering scrvice whenever
technically possiblc,
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12. Results/Expected Qutput:

]

[ ]

13. Qualifications/Requirements:

L]
L]
L]
L]
L]

[ I ]

Full compliance of administrative activitics with UNUNDP rules, regulations, policies and
siralegies ensured;

Effective and efficient functioning of the project ensured, focusing on achicvement ol the
following results:

* Contacts with visitors and staff, arrangement of appointments and meetings provided:

* Compilation and preparation of briefing and presentation materials, speeches:

* Translation of simple correspondences, when needed ensured.

Support to project maintenance and assets management provided, focusing on achicvement
of the following results:

* Maintenance of records on assets management, preparation of reports ensured.

* Maintenance of files and records relevant to the project ensured.

Arrangements of travel and hotel reservations, preparation of travel authorizations, processing
requests for visas, identity cards and other documents ensured.

Follow up on deadlines, commitments made, actions taken and coordination of collection and
submission of the reports to the projoct manager ensured.

A final statement of achicvements towards volunteenism for development during the
assignment, such as reporting on the number of volunteers mobilized, activities participated in
and capacilies developed.

University degree in business adminisiration or other relevant degree.
Proven interpersonal and communication skills.

Cood command of office software and internet.

Giood knowledge of administrative rules and regulations

A minimum of 2 years of relevant experience, preferably with UN agencics or the public
administration

Fluent in Arabic and English. Knowledge of French is an assel.

Minimum 22 vears old, Lebanese national, or legally resident in Lebanon with the status of
refugee or statcless.

14. Living Conditions:

The national UN Volunteer should be residing in Lebanon.

15. Conditions of Service for National UN Volunteer: A 12-month contract; monthly
volunteer living allowance (VLA) intended to cover housing, basic needs and utilities,
equivalent to LBP 1487,500; settling-in-grant; lifc, health, and permanent disability
insurance; resettlement allowance equivalent to [-month VLA lor every vear of satisfactory
service and prorated for periods shorter than a year.

Deseription of Assignment prepared by the UNV Field Unit/UN Ageney:

Mhate:

Description of Assignment approved by UNDP/RR/CD or LNV Field Unit:
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Date:
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