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STRENGTHENING BASIC EDUCATION SUPPORT TO HUMAN CAPITAL DEVELOPMENT IN ESWATINI Project (P173151)
JOB ADVERTISEMENT

Title of Assignment:  Administration Assistant 

Background

The Government of the Kingdom of Eswatini, Ministry of Education and Training (MoET) as part of the world bank funded project, “STRENGTHENING BASIC EDUCATION SUPPORT TO HUMAN CAPITAL DEVELOPMENT IN ESWATINI” requires the services of an Administration Assistant (AA) responsible to the Project Coordinator and Committees. The AA will be based in the Project Support Unit (PSU) of the Ministry. 
The MoET requires recruiting an Administrative Assistant to the PSU.   

Background

The Government of Eswatini has applied for a loan from the International Bank for Reconstruction and Development (IBRD) to finance the Strengthening Early Childhood Development and Basic Education Systems to Support Human Capital Development in Eswatini Project (P173151) and intends to apply part of the proceeds to eligible payments for goods, works, related services, and consulting services to be procured under this project.  The project aims to strengthen education service delivery and management systems in the early years and junior secondary education.

This project is designed as a first phase engagement in the education sector of Eswatini and as such it puts a strong emphasis on strengthening education service delivery and management systems. To this end, the project aims to put in place the key building blocks that are critical to improve service delivery in ECCDE and basic education, strengthen the management of these sub-sectors and promote accountability for results, as captured by the PDO. By achieving this objective, the project seeks to contribute towards the higher-level objective of improving the quality of basic education in the medium to the long run.

THE PROJECT SUPPORT UNIT

The MoET intends to establish a Project Support Unit (PSU), as part of the project implementation framework. The PSU will be responsible for the preparation and physical implementation of project. This unit will be under the oversight of the Director of Education comprising the following staff: PSU Coordinator, Procurement Specialist, Financial Specialist, M&E Specialist & Environmental Specialist. 
The PSU will be responsible for overseeing the overall Project implementation, including:
a) Managing the project by ensuring fiduciary compliance in strict adherence to the FA, GA, and the POM as it concerns financial management, procurement, monitoring and social and environmental risk management as well as the effective and timely carrying out of the grievance redress mechanism (GRM);

b) Ensuring the carrying out of the required reporting as stipulated in the FA, GA, and the POM and periodic updating of the RF;
c) Ensuring the carrying out of supervision and monitoring of project activities as stipulated in the FA and the POM;
d) Ensuring the timely contracting of the TA to carry out the required surveys, impact evaluations and other related studies as further detailed in Annex 2 of the PAD;
e) Ensuring the preparation of the annual work plans, procurement plans and budgets; and
f) Updating of the POM as needed in consultation with the MoET PS through the Director of Education and the World Bank.
The MoET requires an Administrative Assistant to the PSU.   

III.
Duties and responsibilities 

The AA at the PSU will:

a) Assist the PSUC in the planning, organizing and conducting the correspondence of the PSU, including assistance in the preparation of project documents, correspondence and arrangement of logistics for local and international consultants;

b) Keeping and filing records (registration and control of incoming and outgoing correspondence, registration of orders, instructions, etc.) on paper system and on electronic media in accordance with the POM for the progress of the project;

c) Conducting the PSU database, including reports on monitoring and evaluation of the project;

a) Coordinating the arrival of local and international consultants and providing the necessary technical and logistical support; Prepare documents for meetings/manage diary of the Coordinator and business trips/ support to experts/consultants. 

d) Assisting in the organization of meetings, seminars and support missions under the project framework and preparation of the program of activities and recording of minutes; and

e) Fulfilling other Program-related requests as required by the PSUC and other PSU staff as long as these are attuned to the Loan and Grant Agreements and the POM.

IV
Key qualifications

The following are the key qualifications for this position:

b) At least a Diploma or equivalent in Accounting/ Commerce/ Business Studies from recognized institution – degree added advantage (ESHEC)

c) Experience in administrative/clerical work at least 8 years’ experience; and Experience in international projects implementation as an advantage

d) Able to maintain and manage the filing system, minutes, monitor assets of the project/assets registration
e) Computer skills at user level (MS office, internet explorer); 
V.
Duration of the consultancy  
The duration would be initially for one year with the 3 first months as a probation period.  At the end of one year there would be the possibility for extension for additional year(s) until the completion of the Project based on performance and requirement. 
All the monthly invoices submitted for payment shall be accompanied by duly approved timesheet by the PSUC. 
VI.
Location 
The duty station is Mbabane, Eswatini. The AA will be based in the PSU within the MoET. 

VII.
Facilities to be provided

The AA will be provided with office facilities, essential utilities, office services, stationery and office supplies and use of a computer, printer, scanner and photocopying machine and access to Internet.

VIII.
Reporting

The AA of the PSU will report to the PSUC. 

The AA will liaise with the WB task team leader and with the WB fiduciary team, including, but not limited to financial management, procurement, social and environmental safeguards and fraud and corruption in order to ensure that the implementation of the Program strictly adheres to the Loan and Grant agreements and the POM. 
IX.
Language

Reports and other documents shall be submitted in English.
X.       Selection process

The consultant will be selected in accordance with the provisions of the World Bank’s Procurement Regulations. 
