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Food and Agriculture organization of the United Nations
Terms of Reference for National Project Personnel *

	Name:
	e: -

	Job Title**: 
	Procurement and Operations specialist 

	Division/Department:
	FEMOL

	Programme/Project Number:
	UNJP/MOL/011/UNJ

	Duty Station:
	Chisinau, Moldova

	Expected Start Date of Assignment:
	1 June
	Duration:
	3 months of probation period followed by 6 months contract with possible extension afterwards 

	Reports to:
	Name:
	Tudor Robu
	Title:
	AFAOR in Moldova

	* Please note: If this TOR is for Consultant / PSA.SBS contract, the minimum relevant experience required for the assignment is as follows:
	1 year for a category C;
	5 years for a category B;
	12 years for COF category A; 
	15 years PSA or COF category A (World Class Expert);



** Please enter a short title (max 25 chars) for this assignment.


	General Description of task(s) and objectives to be achieved

	Background:
FAO is implementing an emergency programme in Moldova to support vulnerable people living in rural areas with required agriculture inputs for the planting season and technical assistance on sustainable and resilient agriculture production. The aim of the Emergency Program is to mitigate the negative effects of the multiple crisis on agri-food systems. The activities will be implemented in collaboration with the Ministry of Agriculture and Food Industry and other relevant national institutions..  
Reporting Lines
Under the overall supervision of the AFAO Representative in Moldova, the technical supervision of the Agriculture Officer at the Regional Office for Europe and Central Asia, National Project Coordinator and in collaboration with the project team, the procurement and operations specialist will perform the following tasks and responsibilities.
· Support the Budget Holder in identification of partners and service providers and in the drafting of LoAs or OPAs, as well as to implement quality assurance actions and monitor partner implementation;
· Preparation of the necessary documentation of tenders for the purchase of goods and services;
· Prepare PRs in GRMS for MS 507 or MS 701 actions and initiate local procurement process for goods and services required by the projects; 
· Liaise with relevant FAO technical units and staff to ensure that procurement activities are aligned with project timelines and objectives;
· Conduct transaction mapping, initiate payments for the goods and services contracted and assist in Budget Revisions;
· Prepare, in collaborations with FAO country office the 2023 procurement plan for FAO Moldova Country Office;
· Assist in management of the whole Project Cycle from pipeline entries in FPMIS, moving the projects to approval and oversights;
· Provide support in the organization of missions, workshops, trainings;
· Ensures the complete and quality of data and documentation in the FAO corporate systems (GRMS, FPMIS, etc.) for all assigned operational field projects/activities;
· Review and monitor project budget and prepare requests and revisions as required; maintains and alerts about budget expenditures and resources; reviews project transaction listings with a view to identifying errors in accounting against budget lines;
· Coordinate the timely preparation of project progress and final narrative reports, contribute with inputs to project/programme briefs and comprehensive reports, elaborate progress and final financial reports for financial clearance (in cases where projects require a non-standard financial report);
· Manage the day-to-day functions in the areas of operations and logistics;
· Perform other duties as required. 


	key performance indicators

	Expected Outputs:
	Required Completion Date:

	Timely and diligent implementation of the tasks;
	During the assignment duration and according to the approved work-plan

	Monthly reports;
	



Minimum requirements:

· University degree in economics, international relations or other relevant field;
· Minimum five years of experience in international projects development and implementation/management/procurement; 
· Working knowledge (level C) of English
· [bookmark: _GoBack]Familiar with UN regulations and procedures. Experience working in UN projects is an advantage. 
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