SDF/Board/23/VI.d.01

Job Description & TOR for Assistant Director, Social Window
(a) Job responsibilities:
· Project execution, documentation, work breakdown structure, monitoring and controlling and project control systems.

· Develop and execute project e-management systems, portfolio management, virtual Project Management/Development/ and closing procedures.
· Project reporting structures and mechanism i.e. weekly, monthly, biannually and annually.

· Development and Management of programme and project plans (sometimes multiple plans) reviewing the plans regularly to ensure tasks and milestones are being achieved in a timely manner and Preparation of governance reports, project status reports, presentations, agendas etc. 

· Take an active part in the project issue/risk management process, by contributing to the identification and prioritisation of existing and potential issues and risks, and helping to develop strategies and controls to mitigate these. Use sound judgement to identify which issues and risks should be escalated to governance groups, and prepare relevant reports/documentation.
· Provide a skilled facilitation service to support the project teams in achieving these expectations. This means employing effective organisational and administrative processes, together with their knowledge and/or experience of Project Management/Development/ smart practices, to facilitate the successful achievement of the project objectives. 

· Provide inputs at the time of project preparation within extant guidelines and the directives of the SDF Board.
· Responsible for operational aspects of the Social Window projects including compliances, implementation of the projects as per guidelines, disbursements, reporting, follow-up, end-use of funds etc. 
· Ensure that the Social Window projects are implemented as per the requirements of the SDF and Member States.
· Mobilization of funds for Social Window projects.

· Strategic alliance with financial institutions for co-financing of projects in SAARC region.

Carry out any other responsibilities assigned by the CEO and report to Director Social Window and CEO.

 (b) Qualification, Skills and experience required: 
Interested candidates must 
· Have a post graduate degree in Project Management/Development/Finance/Economics/ Business Administration from an institution of international repute/recognition (higher professional degree would be added advantage),

· Possess a minimum of 10 years of practical experience in a comparable position (experience in project appraisal or implementation is recommended), 
· Have excellent understanding of the developmental needs of the SAARC region and be up to date with latest developments in the social sector,
· Be between 30-40 years of age (as on August 31, 2018), 
· Be a bona fide citizen of a SAARC Member State i.e. Afghanistan, Bangladesh, Bhutan, India, Nepal, Maldives, Pakistan and Sri Lanka,
· Strong written and spoken communication skills in English.
(c) Remuneration: 
· Net (tax free) monthly salary of US$ 2,600 per month,

· Accommodation entitlement up to a maximum rental ceiling of US$ 475 per month,

· Education allowance for two children up to class 12 or equivalent,

· Medical reimbursements for self and family,

· One time furnishing/ settlement allowance of US$ 2,000, 

· Home leave passage for self & family once in 18 months and other admissible joining expenses reimbursements,

· Duty free purchase/import privileges in Bhutan.  

