Terms of Reference

Position:

            Project Officer




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

The  UN Joint Programme on HR ( second phase) 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 Project Officer  will be accountable to and will work under the direct supervision of the National Project Coordinator, Project Director Commissioner of HRCSL and Assistant  Resident Representative (Programme),  UNDP. 

Duties and Responsibilities of the  Project Officer : 
1)Handling of all administrative, logistical and financial matters connected with the project.
2)Provide support to National Project Coordinator in day to day planning, management, coordination & implementation of project activities and providing support to NPC in planning, managing and monitoring the programme.
3) Provide support to NPC in conducting needs assessments,monitoring & review visits to HRC regional offices in an effort to build their capacity and increase their engagement with NGOs, CS actors and media.

4) Supporting NPC to plan, organize and conduct workshops, trainings and meetings as described in the AWP of the project.

5) Liaising with UNDP on all financial/ administrative and logistical matters.

6) Prepare and maintain minutes of project meetings and lists of all stakeholders connected with the project.
