Terms of Reference

Position:


National Project Coordinator




UN Joint Programme on Human Rights ( second phase)
Duty Station:
Human Rights Commission,  Colombo, 

The  Joint Programme seeks to ensure better protection for the citizens of Sri Lanka against human rights abuse by focussing on strengthening the protection,promotion and monitoring mechanisms of the HRC, particularly at the regional level. 

The Coordinator will be accountable to and will work under the direct supervision of the Project Director Commissioner of  Human Rights Commission, and the Assistant  Resident Representative (Programme),  UNDP. 

Duties and Responsibilities of the National Project Coordinator : 

General:

· Day to day management, coordination and supervision of implementation of project activities and ensure effective planning, management and monitoring of the programme to achieve stated outcomes and outputs in accordance with UNDP/ Government of Sri Lanka Guidelines for Nationally Executed Programmes.
Specific:

· Be in charge of the Project Office and the associate staff and consultants, and ensure the day to day smooth running of the Office;

· Prepare quarterly work plans and budgets for the Project in consultation with the HRCSL and UN agencies which are a party to the project.

· Be responsible for all reporting requirements, and support for the conduct of annual programme reviews, annual audits, mid-term evaluation and final evaluation of programme; 

· Liaise with UNDP, the other UN agencies who are partners of the Joint Programme, and stakeholders;

· Act as Secretary and Convenor for the coordination meetings among partners to the project with regards to project planning and implementation.
· Develop deliverable based terms of reference for consultants, and coordinate all consultancies as stated until consultants’ deliverables are received and accepted by the HRCSL and the partner agencies.
· Undertake regular needs assessments  and monitoring visits to the regional HRC offices supported by the project;

· Oversee all procurement and manage relations with vendors;

· Plan and coordinate workshops, seminars, and training programmes as outlined in the Annual Work Plan;

· Be up to date on national policy developments related to human rights and good governance etc 

