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Annex 6: The Duties and Responsibilities of Project Staff

1. Project Coordinator

The Project Coordinator (PC) will head the Project Management Unit. The PC will
be fully accountable to the Director General of REMA and to the National
Steering Committee for satisfactory implementation of the entire project. He/She
will be responsible for the implementation of the project, including the
mobilization of all project inputs, supervision over project staff, consultants and
sub-contractors. The PMU will have operational and financial autonomy. The PC
shall perform a liaison role with government, UNDP, and all stakeholders

involved in the project.

Duties and Responsibilities

+,
%

L4

Overall management of the project, including the supervision and
coordination of project outputs as per the project document;

Mobilize all project inputs in accordance with UNDP procedures for
nationally executed projects and government procurement
procedures; including finalizing the TOR for consultants and
equipment procurement;

Ensure criteria for analysis of small projects from Districts developed
within the framework of-the project is established and communicated -
to the project liaison officers in the Districts along Nyabarongo River
System;

Ensure that project implementation procedures are developed and
implemented to facilitate project execution and management;
Coordinate the recruitment and selection of project personnel;

Prepare and revise project work and financial plans to guide project
implementation and as required by Government and UNDP; :
Ensure proper management of funds consistent with UNDP
requirements, and budget planning and control; and arrange for Audit
inputs.

Establish project monitoring and reporting for the project;

Work closely with project partners to closely coordinate all the actors
involved  with achieving Project Outcomes, Outputs and
implementation of Activities ;

Prepare and ensure timely submission of quarterly physical and
financial consolidated reports, quarterly progress reports, mid-term
reports, and other reports as may be required by UNDP and
government of Rwanda.

Disseminate project reports to and respond to queries from
concerned stakeholders;

Report progress of project to Director General of REMA and the
Project Steering Committee.
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