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1Dear Sir,
Subject: Vacancy anngunecmend for (wo Riparian Professienal positions

The MRC Seoretariat would Jike to forward 10 you the vecancy announcement and the job
gescriptions of the loilowing positions for vour kind consideration and action.

Muanager for MRC Knowledge Rub on Transboundary Watgr Resources Managemen,
Informaiion and Knowledge Management Programine, Technical Support Division {Re-
anpoticement)

- Project Manager for Climate Systemized Flood Management and Mitigation, I'tood
Management and Mitigation Programme, Technical Support [Division

The vacancy announcoment will soon be advertised in The Nation newspapzr. in order fo access a larger
poo! of candidates, the Secretariat will post the vacancy on well-known national job-Hsting websites
including www jobsdb.com, www.jobthai.com, MRCS Recruitment Channels Network, and will oblain
the applications of potential candidates from head-hunting comparnics. We would be grateful if you could
widely and actively distribute this vacancy Lo refevant ministries and {ine agene  ies.

The closing date for the applications is 15 February 2012, We wauld appreciate it if you could forward
the applications 1o the MRCS by 29 TFebrary 2012 so that the recruitment can be processed according 1o
ity {imeline,

Thank you for your cominued support,

Y ours sincerely,

Voo AR

Hans Guttman
Chicef Executive Officer
Mekong River Comumission Secretariaf

Permanent Secrelary

Ministry of Natural Resources and Envirenment
Vice-Chaimmun of Thai National Mekeng Conunitlee
Member of the MRC Jomnt Committee for Thaitand
Thai National Mekong Committee

Department of Water Resources

{80/3 Rama 6 Road, Soi Phibul Watana Butlding
Phayathai, I3 ajwk()k 10400 Thailand




Mekong River Comnussion

The raie of MIRC 18 fo promole and cocrdinate susiainebie management and development of waler and

retated rasources for tha countties' mitual benelit and the peopic's weli-bowig

MRC Secreftanat is now recruiting highty quakhed candidatles for the peositions of

1. Manager for MRC Knowledge Hub on Transhoundary Water

Resources Management
Information and Knowledge Management Programme, Technical Support Division
Post level: M-17 (Re-announcement)

2. Project Manager for Climate Systemized Flood Management
and Mitigation
Devefopment & Services Unit (DSU), Flood Management and Mitigation Programme,

Technical Support Division
Post level: M-11

These positions are based at the Office of the MRC Secretarial in Phnom FPenh,
Cambodia

The iob descriplions and other information can  be  obtained at MRC  website
htto v mrcmekong. orgiworking-with-mrcfemployment. Women are encouraged to apply. Only
short-listed candidates will be notified.

Closing date for applications: 15 February 2012

Application procedures:
Only nationals of Cambodia, Lao PDR, Thailand and Viet Nam are eligible to apply. The application

should include (i} a cover letter outlining clearly how the candidate meets the requirements_of the
position, (ii) a detalled CV, and (iii} MRC Personal History Form. The position tifle and section/division
must be indicated in the cover letter, The application should be sent to the National Mekong Commitiee
in the applicant's home country.

Cambodia National Mekong Committee Lao National Mekong Committee

P.0.Box 623, 364 Monivong Bivd., Prime Minister's Office, Vientiane, Lao PDR
Sangkat Phsar Doerm Thkouv, Khan Chamkar Tel. {(856-21) 260 881-3 Fax. (856-21) 260 984
Mon, Phnom Penh, Cambodia E-mail: Inme@inme.gov.la

Tel. (855-23) 216 514 Fax (855-23) 218 506
E-mail: ou sophanha@cnmc.gov.kh

Thai National Mekang Committee Viet Nam National Mekong Committee
Department of Water Resources 23 Hang Tre, Ha Noi, Viet Nam

180/32 Rama 6 Road, Soi Phibul Walana Building Tel, (84-4) 825 4786 Fax, (84-4) 825 6929
Phayathai, Bangkok 10400 Thailand E-mail: vome.personnel@gmail com

Tel, (66-2) 271 6165, 271 6620
Fax. (66-2} 298 6605
E-mail: inmc@dwr,mail.go.th
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JOB DESCRIPTION
Upduted: December 2011

Title: Programme Officer

Functional Title: Manager for MRC Knowledge Hub on Transboundary Water
Resources Management

Division: Technical Support Division

Level of post: M-11(Riparian Professional)

Duration: One-year contract renewable

Location: MRC Secretariat, Phnom Penh, Cambodia

Reporting to: Coordinator of the Information & Knowledge Management Frogramme

1) THE MEKONG RIVER COMMISSION

The Mekong River Commission {MRC) was established by the 1995 Agreement on Co-operation for the
Sustainable Development of the Mekong River Basin, belween the governments of Cambodia, Laos,
Thailand and Viet Nam. In accordance with this Agreement, the Mission of MRC is: "To promote and
coordinate sustainable management and development of water and related resources for the countries’
mutual benefit and the people’s well being by implementing stralegic programmes and activities and
providing scientific information and policy advice.”

2) THE INFORMATION AND KNOWLEDGE MANAGEMENT PROGRAMME

Under the Technical Support Division (TSD}, the Information and Knowledge Management programme
{IKMP) is the centre for the repository and analysis of data and tools for information on Mekong River
Basin water and related resources and develops reliable and up-to-dale databases and information
systems. It was designed as a cross cutting programme of the Mekong River Commission (MRC) which
provides information and knowledge services to other programmes as well as to National Mekong
Committee and line agencies. As it was formulated in December 2006 through the approval of the MRC
Council, IKMP's objective is to build a solid foundation of data, information and knowledge products,
syslems and services that supporls the goal of the Mekong River Commission.

Phase one of the programme was operated from January 2007 to December 2010 under the framework
of 1995 Mekong Agreement and was in line with the MRC Strategic Plan 2006-2010. Moving forward to
consolidate outputs/fachievements of IKMP and continue providing knowledge based products and
services to other MRC programmes and member countries as needed, phase two of IKMP has been
formulated covering period of 2011-2015 which is designed to be very much in line with new Strategic
Plan 2011-2015 of the MRC.

The development objective of IKMP 2011-2015 is to “effectively support MRC programmes, NMCS
and relevant line agencies on the development and management of water and related resources
in the Mekong Basin by providing basin-wide moniforing, impact assessment, modeling,
forecasting, and knowledge management system for planning and programme implementation
work™ The IKMP 2011-2015 is established with five key componenis based on its delivered products
and services, including: Programme Management, River Monitoring, MRC information System,
Modelling and Assessment, and Leaming Cenlre for Knowledge Hub for Transboundary Water
Resources Management.



3} THE MRC KNOVAEDGE HUB ON TRANSBOUNDARY WATER RESOURCES MANAGEMENT (TWRH)

the MRC was approved (o host the Knowledge Hub on TWRM under the Network of Asia Paciﬂrc Watg
Forum (AFWF) Regional Knowledge-hubs st its Governing Council meeting on 26 June 2009 in
Singapore. Conseguently, the preliminary business pian of the knowledge hu_b on TWRM was approved
by the MRC Joint Committee (JC) at its Thirty-first meeting on 2 March 2010 in Lao PDR.

i aunching and operating the Knowledge Hub on TWRM at MRC will bring a number of henelits to
people using the hub including access to a broader range of experiences and expertise from aroqnd the
world in TWRM in support of research and development activities. Hosting the knowledge. hub will als.o
bring the benefits 1o MRC and its member countries through supporting the implementation of MRC's
ongoing capacily building activities. H wilf reinforce MRC's work across a range of seclors apd by
bringing an increased exchange of experiences and lessons learned, will nol only improve the _abl!:ly of
MRC to meel ils overall goal of sustainable development of water rescurces for the benefit of @he
people in the Basin, but to further enable lessons learned from the Mekong experience o be applied
elsewhere. In doing so, it will raise the visibility and regicnal { international standing of MRC.

Operating the TWRM Knowledge Hub will take place over a phased period, gradually building up
additional capacity within MRC to supplement its existing capacities to deliver services to Hub users, .for
example through the Information and Knowledge Management Programme (IKMP) and Documeniation
and Learning Centre, the Flood Management and Mitigation Programme (FMMP), the Climate Qhange
Adaptation Initiative (CCAI) , the Basin Development Plan Programme (BDP) for basin plannfng and
multi-stakeholder engagement and the Integrated Capacity Building Programme {ICBP) fc_)r Imkage;s
with capacity building activities targeted at strengthening implementation of core river basin
management functions.

IKMP, on behalf of the MRC, is responsible for faunching and operating the Knowledge Hub on TWRM.
Therefore, the programme needs Lo recruit a position of the Knowledge Hub Manager 1o support on the
implementation of the hub.

4} Jos SummaRY

Under the overall supervision of the Division Director and the direct supervision of the IKMP
Coordinator, the Knowledge Manager provides technical assistance to MRC in managing and
coordinating the Knowledge Hub for TWRM. The incumbent, in full cooperation with IKMP and other
MRC programmes, prepares, coordinates and follows up all activities under the MRC Knowledge Hub
on TWRM.

5) KEY TAsKs

The incumbent performs the following fasks:

- Promotes and facilitates a smooth, regular and timely dissemination of data, information and
knowledge on TWRM to Member Countries, Knowledge Hub pariners and Clients;

- Prepares and updates the detailed Business Plan for the knowledge hub on TWRM, including the
financial model and incorporating lessons learnt form other knowledge hubs;

- Provides administrative and technical assistance to the operation of Interim Advisory Commitlee;
- Supporis on development of knowledge materials including guidelines for operation of the hub;

- Assists in developing protocols for access to information, network linkages, joint activities of the
knowledge hub network;

Assisls in creating relationship with partners, potential clients, leading o agreements of
collaboration, including developing a network with other knowledge hubs and relevant
organizations.

- Prepares the Implementation Plan for the operation of the knowledge hub on TWRM for 2011-2015
and its annual work-plan;



Prepares and organizes raning programmes (in coliaboration with integrated Capacily Buiding
Piogramme) o national line agencies on knowledge and informaton management with 3 focus on
1ools and material for TWRM;

- Faciliiale to extend netwark of the hub in terms of pariners and clients

Other relevanl lasks as assigned by supervisor,

6} SCOPE OF AUTHORITY

(a) Supervision requirements: The incumbent supervises the team of MRC knowledge hub on
TWRM. S/he is responsible for the on-the-job training of MRC, National Mekong Comimittee and

linc agency stafl as required.

(b} Level of autonomy: Decision making is largely recommendatory, subject to the final approval of
others, unless decision is clearly in line with MRC policy.

{c) Level of problem solving required: Problem solving is complex and the incumbent must display
initiative and creativity.

Level and type of communications required: Communications are wide, both within and outside

(d
of the organisation, and a variety of written documentation is required of the position.

—~—

7) COMPETENCE REQUIREMENTS

(a} Core Values: integrity, professionalism and respect for diversity.

(b} Core Competencies: Communication, teamwork, planning and organising, accountability,
creativity, client orientation, commitment (o continuous learning, and technological awareness.

8) PosT-SPECIFIC QUALIFICATION

- Advance degree in social sciences, arls, or science, with post graduate training or qualifications
in communications, 1T, social sciences or relevant field.

- At least 10 years demonstrated experience in producing and disseminating communications
products including policy briefs for targeted audiences.

- Experience in data and information analysis and research, and an understanding of the
knowledge hub concept.

- Exceptional writing and communication skills.

- Ability to engage effectively with stakeholders within an academic and development partnership
environment.

- Demonstrated ability to work independently and as part of a team, being a flexible, positive and
collaborative team player who is able to gain the respect of hisfher peers.

- Computer literate with experience in desk top publishing and web site development, as well as,
Word, Excel and database management,

- Knowledge in Integrated Water Resources Management (IWRM) is an advantage.

- Experience in working in and managing programme/project of a multi-national environment is
an asset;

- Fluency in English, both written and spoken, is required. Working knowledge of one more
riparian language is an advantage.



9) SINGATURES

{date)

isicumbent: o S A )

Supervisor: e ( ) o datey

' Brief information on remuneration

The remuneration package, subject to change, includes (i} annual net base salary exempt from tax by
Cambodia authorilies, starting at US$ 28,467.00 (Mi1, step I); (i) Monthly fluctuation and removable
Devaluation Allowance {10% of basic salary for the month of Dec 11); (i) MRC's contribution to stalf
member's Provident Fund of 14% of basic salary upon completion of 3 years in service; {iv) Contribulion
of MRC to Health and Accident insurances {on shared basis with employee); (v} other entillements and
benefits such as dependency allowance, 6 weeks’ annual vacation; sick leave, maternity leave etc.

Non-resident staff members receive an additional (i) 7% of basic salary for Post Adjustment allowance;
(i) 7% of basic salary for Hardship allowance; {ii) Rental subsidy of 40% of the rent rate up to
maximum of US$ 6,000 annual; (iv) Education Grant of 75% of max. expense of US$ 13,000; (v) Travel
cost and Shipment expenses on assignment and upon separation; (vi} other entitlements and benefits
such as Relocation Grant allowance, Home Leave Travel, Education Grant Travel, etc.

The duration of the assignment of MRC Riparian Professional Staff is up to maximum 6 years according
to 1985 Mekong Agreement and Procedural Rules

THE MRCS RESERVES THE RIGHT TO APPOINT A CANDIDATE AT A LEVEL LOWER THAN
THE ADVERTIZED LEVEL OF THE POST.
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‘:4"'_’1:1:{1[‘_‘(}' Decpppedios 2
Title: Programme Officer
Functional Title Project Manager, Climate Systemized Flood Management &

Mitigation, Oevelopment & Services  Unit  (DSU),  Hood
Management and Mitigation Programme {FWV&P)

Division: Toechnical Support Division

Level of post: Mi-11 (Riparian Professianal)

Duration: One-year contract renewable

Location: MRC Secrefariat, Phnom Penh, Cambodia

Reporling to: Programme Coordinator, Flood Management and Mitigation
Programme

1. THE MexkoNG RIVER COMMISSION

The fekong River Commission (MRC) was established by the 1995 Agreemet on Co-aperalion for
the Sustainable Development of the Mekong River Basin, between the Governments of Cambodia,
Laos, Thailand and Viet Nam. In accordance with this Agreement, the Mission of MRC is: "To
promole and coordinate sustainable managemen! and development of waler and relaled resources
for the countries’ mutual benefit and the people's well being by implementing strategic programmes
and activities and providing scientific information and policy advice." The Mekong River Commission
Secretarizst operates since December 2010 through “co-hosting™ by the Office of the Secretariat in
Vientane, Lao PDR (OSVY) and the Office of the Secretariat in Phnom Penh, Cambodia (OSP).

2. THE FLOOD MANAGEMENT AND NMITIGATION PROGRAMME

The Flood Management and Mitioation Programme (FMMP) is one of the MRC programmes, FMMP
is operating under the Technical Support Division {TSD) of the Office of the Secrelariat in Phnom
Penh. The overall development objective of the FMMP is: 'People’s suffering and economic fosses
due to floods are prevented, minimised, or mitigaled, while preseiving the environmenta! benefits of
floods’. The FMMP 2004 — 2010 consisted of five components: 1. Establishment of a Regional FIMM
Cenlre, 2, Shructural Measures and Flood Proofing, 3. Enhancing Cooperation in Addressing Trans-
boundary Hood Issues, 4. Flood Emergency Management Slrengthening, and 5. Land Use
Maragement. Under FMMP 2004-2010 the Regional Flood Management and Mitigation Center
(RFMMC) was cstablished in 2006 in Phnom Penh, Cambodia, The follow-on of FMMP 2004-2010
18 FMMP 2011-2015. Under the MRC Strategic Plan 2011-2015 the FMMP 2011-2015 is designed
as a support programme to the RFMMC".

The FMMP 2011-2015, which was approved by the MRC Joint Commitiee in March 2011, is
addressing the priorities agreed upon by the four MRC member countries and the strategic goals of
the MRC. The FMMP 2011-2015, like other recently updated MRC programmes, has been
structured such, that is will tangebly contribute to and support the MRC Strategy Plan 2011-2015,
The programme is therefore no longer structured around cornponents, but merely in groups of
activities linked to outpuls and outcomes, which contribufe to the MRC Strategic Goals 2011-2014.
The REMMC distinguishes management-, operational- and development funclions. The operational
{routine} functions are delegated to the Operations Unit (OU); the development functions by the
Development & Services Unit (DSU). The DSU will implement the various sets of development
aclivities with the aims at enhancing and broadening the operational (routine) functions and supporl

' Reference is therefore made to RFMMCIFMMP {RFMMC, being the established center providing MRC core
functions through its products and services to the MRC Member countries) and FMMP (being the support
programme (o the RFMMC).

4
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The Piojec sfanager wpo:'.s— FMME Coordinator and will be fully respoensibie for ths pordalis
ef aciivilies, which will be assignad by the Programme Coordinator. These will refer ia amon
S e l*n""r' of ciimate change on short, mediem and long term Hood and draught be
atd chmaie change adaplatizn sys
will be u v sys temize climate chan g imo short terarnilead forec nmu and maedium and tuing torm
ood simulation modeling. Hefshe wilt neod o develop a mctuoaohgy for assessing ihe hkcly
impacts of futuie climate change on the hygro-meleorological regime of the Lower Mekong Basin
{L0WEB), use Nood simuiztion mude!s to assess impacts of the Chc:”_L]tld hydromaicarolagical regime,
develop an impizsment an action plan to assess the likely impacts of posable cimate change on
flood behavior and fiood risks; design and implement Pilol Projects to demonstrate important
climate change adaptalion initiatives in the MRC member countrics.

iemizad e the REMMO and the MR membs counines,

Coordination with MRC Programmes (like BOP, EP/CCAL IKMP and DMP) 18 vital o align with and
use MRC expariences re. approaches and methodologies, and to assess and identify conditions
and develop schemalizattons for flood simulation modelmg applications.

The Project Manager will be responsible for the day-to-day management of these activities, and will
operate in close collaboration with the CTA and other staffs of lthe RFMMCIFMMP team.
Programme Coordinator, Project Managers and CTA form the Programme Management Unit
{FPMU),

4. KEY TASKS

The incumbent performs the following tasks:
- Is responsible for the day-to-day managemeni the assigned development aclivities;

- Develops congeptual notes and strategic reports to guide decision making within
RFMMCIFMMP;

- Prepares and updates action plans for implementation,

- Coordinates the implemeniation of the assigned activities; this includes organising and
facilitating implementation plans, technical studies, training, etc;

- Disseminates and discussed progress information and eventual difficulties / bottlenecks at
the PMU;

- Facilifates inter-institutionatl co-ardination and coliaboration, and secures full invalverment
of the appropriate management levels;

- Secures the projects administration by developing and implementing managernent
procedures,

- Works with the National Mekong Committees (NMCs) and national line agencies in the
MRC member countries to ensure patticipation of appropriate Line Agencies in the
implementation of the activities:

- Prepares progress and activity reporls, inlernal pedermance assessment, campletion
reports and other reparts in accordance with MRCS procedures and relaied specific
requirements;

- Controls recruitment of staff and consullants, and prepares the Terms of Reference and
budgels for project staff and censultants,

- Controls quality management of the activities;

Centrols the Terms of Reference and budgets for Country Task Groups and sub-contracts
with Line Agencies;

- Supports the NMCs to ensure eifective coordinalion with the Line Agencies and other
important slakeholders;
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Carries out other relited duties as may be assigned by the FIM Coordinalor

0

5. 3Ccopz of AUTHORITY

Supervision requirements: The weumbant supervises any assiuned stafls and /o
International / National Consultants, and is responsible for theite pedormance assessment

o
A

{b) Leval of autonomy: Qecisions are generally recommendaiorny in ling wilh WMRC policy.

Level of prohlem solving required: Problem solving is complex and the incumbent must
display initiative and creativity.

(c

—

l.evel and type of communications required: Communications are wide, both within and

(d
outside of the organisation, and a variety of writlen documeniation is required of the position

—-—

6. COMPETENCE REQUIREMENTS

(a) Core Values: integrily, professionalism and respect for diversity.

—

(b} Core Competencies: Communication, teamwork, planning and organising, accountability,
creativity, client orientation, commitment to continuous learning, and technelogical awareness.

Managerial Competencies: Vision, leadership, empowering cthers, building trust, managing
perfermance, and judgement/decision-making,

—

{c

7. POST-SPECIFIC QUALIFICATIONS

* A post-graduate degree in management, engineering, walter resources, or related fieid

+ At least 10 years of experience including experience at manpagement level, preferably in a
mulli-cultural or infernational crganization

+« Have proven experence in compiex project planning, programming, execulion and
coordination

+ Possess good understanding of climafe change and sea level rise, of hydrelogical and
hydrodynamic madeliing, of different climate models, of future climate impacts in terms of
variability and extremes, of using climate factors into recorded rainfalt ime series, and of
adaptation processes.

« Possess good project management, communication, organizational and coordination skills

Language: Excellent command of verbal and written English and one riparian language is a must

Signed: . Division Director, TSD Date:
Signed: FMMP Coordinator Date: .
Sighed; Iheumbent Date:

(53
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Non-resident stafi members receive an adddional (i) 7% of basic saiary for Post Adjustment
aliowance; (1) 7% of basic salaty for Hardship allowance; (i) Hental subsidy of 40% of the rent rate
un o maximom of USS 6,600 annual, {iv) Education Grant of 75% of max. expense of USS 13,000,
(v} Travel cost and Shipment expenses on assignment and upon separation; {vi) other enttlements
and henefits such as Relocation Grant allfowance, Home Leave Travel, Lducation Grant Travel, ete,

The duration of the assignment of MRGC Riparizn Professional Staff is up to maximum 6 years
according to 1295 Makong Agreemant and Procedural Rules,

THE MRCS RESERVES THE RIGHT TO APPOINT A CANDIDATE AT A LEVEL |.OWER THAN
THE ADVERTIZED LEVEL OF THE POST
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Dear Sir,
Subject: Vacancy announcement for the position of Programme Officer

The MRC Secretariat would like to announce the position of Propramme Officer attached to the

[ntemational Cooperation and Communications Section. We would Ihrt_lor“ tike 10 forward 1 you the
vacancy @nnouncement and the job description for the shove-mentioned position for your kind

consideration and action.

The vacancy announcement will scon be advertised in The Nation newspaper. In order to access a larger
pool of candidates, the Secrctariat will post the vacancy on well-known national job-listing websites
including www jobsdb.com, www joblhzai.com, MRCS Recruitment Channels Network, and will obtain
the applications of potential candidates from head-hunting companies, We would be pratelul if vou could
widely and actively distribute this vacancy to relevant ministries and line agenc  ies.

The closing date for the zpplications is 24 February 2012, We would appreciate it if you could forward
the applications 1o the MRCS by 9 March 2012 so that the recruitment can be processed according to iis

timcling,

Thank you for your continued support.

Y ours sincerely,

S .

Hans Guttman
Chicl Exceulive Officer
Mekong River Commission Sectetariat

Permanent Sceeretary

Mimistry ol Naiural Resources and Environment
Vice-Chairman of Thai National Mckong Commitice
Member of the MRC Joint Conuniitee for Thailand
Thai National Mekong Committee

Department of Water Resources

180/3 Rama 6 Road, Soi Phibul Watana Building
Phayathai, Bangkok 10400 Thaitand
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The refe of MRC is{o promote and coordinaie sustainzble management and development of
relaied resources for the counities’ mutual benefit and the peopie's well-being
MR Ssoretariat is now recruiting & highly quahiied candicals tor the posinn of
Programme Officer

International Cooperation and Communications Secticn
Post level: Vi-11

The Programms Officer will be responsible for the MRC govemance matlers, including preparationand
organisation of governance mestings, and acting as the focal parson for the MRC Member Countrizs and
Dialogue Partaers. The position is based &l the Oifice of the MRT Secretariat in Vientiane, Lag POR.

The job  descriplion and other information can  be  obtained at  MRC  websile
htip/iwww.mremekong. orgiworking-with-mrc/employment.  VWomen are encouraged to apply. Only short-

listed candidates will be notified.

Closing date for applications: 24 February 2012

Application procedures:
Only nationals of Cambodia, Lao PDR, Thailand and Viet Nam are eligible to apply. The application should

include (i} a cover (etter outlining clearly how the candidale meets the requirements of the position, (i) a
detailed CV, and {ili) MRC Personal History Form. The position title and section/division must be indicated in
the cover fetter. The application should be sent to the National Mekong Committee in the applicant’'s home

country.

Cambodia National Mekong Committee Laa National Mekong Committee
P.0.Box 623, 364 Monivong Blvd., Prime Minister's Office, Vientiane, Lao PDR
Sangkat Phsar Doerm Thkouv, Khan Chamkar Tel, (856-21) 260 981-3 Fax. (656-21) 260 984
Mon, Phnom Penh, Cambodia E-mail: inmc@inmec.gov.la

Tel. (855-23) 216 514 Fax. {855-23) 218 506
E-mail: ou_sophanna@cpme.gov.kh

Thai National Mekong Committee Viet Nam National Mekong Committee

Department of Water Resources 23 Hang Tre, Ha Noi, Viet Nam
180/3 Rama 6 Road, Soi Phibul Watana Building Tel. (84-4) 825 4785 Fax. (84-4) 825 6929
Phayathai, Bangkok 10400 Thailand E-mail: vame personnel@gmail.com

Tel. (66-2) 271 6165, 271 6620
Fax. (66-2) 298 6605
E-mail: Inmc@@dwr.mail go.th
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JOB DESCRIPTION

Updated: January 2012

Function titie: Programme Officer

Division: internationat Cooperation and Communication Section (ICCS)
Level of post: f-11' {(Riparian professional staff)

Location: MRC Secretarial, Vientiane, Lao PDR

Confract type: Fixed-term appaintment

Duration: One-year contract renewable

Reporting to: Section Chis{ of 1ICCS3

1. THE MEKONG RIVER COMMISSION AND MRC SECRETARIAT

The Mekong River Gommission (MRC) was established by the 1995 Agroement on Co-aporation for
the Sustainable Development of the Mekong River Basin, between the governments of Cambodia,
Laos, Thailand and Viet Nam. In accordance with this Agreement, the Mission of MRC is: “To
promoie and coordinate sustainable management and development of waler and related resources
for the countries' mutual benefit and the people’s well being by implementing strategic programmes
and aclivilles and providing sclentific Information and policy advice.”

The MRC Secretarial is the technical and administrative arm of the MRC. It provides technical and
administrative services to the MRC Joint Committee {(JC) and the Council to achieve the MRC's

mission.
2. THE INTERNATIONAL COOPERTION AND COMMUNICATION SECTION

The ICCS assists the CEQ In providing advice on direction and strategies for the organization. It
covers the formulation of the Stralegic Plan and advises on ils implementation, ICCS eovers
communications, and liaision with regional initiatives and donor partners. 1CCS is charged to meet
the demand for improving corrdination and cooperation with regional inltiatives. 1CCS is also
responsible for organizing all governance meetings including the Joint Commillee, Council, and

Donor Consultafive Group Meetings.

The MRC 1005 Agreement specifies some of the functions of the Secretfariat that are under the
responsibllity of the International Cooperation and Communication Seclion (ICCS), including
preparation of the annual work programme and making preparations for sessions of the Council and
Joint Committee. The Rules of Procedures of the Mekong River Commission Secrelariat detail
these responsibilities for the Secretarial by delegation from the Joint Committee. The Secretariat
(ICCS8) is tasked lo prepare necessary strategies and plans to implement the Agreement, to solicit
and negotiate finding and support from the donor eommunity.

ICCS includes the Communications Unit with its obvious connections to basin-wide promotion and
international perspective.  ICCS also drives the development of basin-wide guidelines for
educalion/awareness raising of the present and emerging water resources issues.

3. JOB SUMMARY

Under the overall supervision of the Section Chief, ICCS, the incumbent is responsible for MRC
Governance Structure / Meetings, and international Cooperation areas.
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MRC Covernance Structure £ Mestingy:
over anes Moeclinns

supervision of the sechion uhnef, thie inCumbent otgantars

i1 Megtings craentmaticn, ynder i
he goverhance yoesnngs, W
Couigi, ang other s requirsd,
mamer caunlues $nr daiss, times, venues, aod gthers oo wiaed Mrepore and update
the govermanes meetings plan and evecuis the plan etiicicrily.

ng Task Force, 40 Prepestion, doind Cummilize,

sootding o it glan and boelne Coordinaing with the

12 Coordination znd docuinentation. coordinating with the sections and programmes for the
inputs 1 documents, or agaiionsl clanfication, required for the governance eelings,
hrnafizing the documents mchrding briefing notes [ reports, pesentations, editing
contributions, supervising the review process of drafted dacuments, infegreung il
conunents and finalizing meeting documeatations.  Finalizing agendas and annofated
agendas. Ensuring the documanis arrive the member countries according ta ds timelines.
FPrepares and coordinate cosrespondencas, liaising with the member countrigs and host
couniry ant the meeting arrangemsats and logistical support,

1.3 Management: oversee the govemnance meetings front and back office fo ensure s
operated according to its plan effectively; solves the problams in consullation with the
section chief when there is; guality cordrol of the reproduction and distribution of
documenls, minutes, and repords  Suporvise the 1CCS supporing staffl throughout the
meelings to ensure the meetings has been operated successfully

Lirafting contributions to governance meetings; minules, reports, memos; and parily taking
minules, o assist the Rappontrur at the meetings;

Liaison with communication section of ICCS to ensue minuies and record of Governance
Mesetings arc availabie on the MRC website in line with MRC's Disclosure Palicy;

Monitoring and supervising the implementation of protocol matters at MRC Governance
Meetings as well as advising the protocol matters to other MRC meetings;

Supervising meeting arrungements, particulady coordinating and advising FAS on the setup,
banners, invitation cards, banguct selection, and others as refated;

Supervising the malintenance and advising the application of menitoring and information tools
such as the governance meelings database and the governance meetings preparations
guidelines;

Supervising and providing advice on the organization of high {evel meetings and courtesy visits
as they relate to the MRC governance structure.

Advlsing the programmes regulady on correspondences to the MRC governance body and
Dialogue Partners. Update the scetions / programmes when there is & change in regard lo the
governance matters;

Act as a focal point for member countries, MRCS including prograimmmes and seclions, and
donor communities, for refation with Member Countries and MRC Governanee body,

Make prescntations on behalf of the ¥CCS, in padicular when the subjects are related to the
roles and responsibilities of the governance unit, and when required;

Assisting the ernanisalion and peparation of the MRC Summit which is held every four years,
with close internal coardinatian and caollabaration with NMCs;

international Couperation:

Working with the programmes / sections for the information / documents required for the
preparation of the Annual MRC Work Pirogramme. Preparing and supporting the process of
appraval of the annuat MRC Work Pragramme, Finallzing the Work Prograsame for publication
and supervising the gistribulion to the MRC community. Preparing, finalizing and supervising
the distributicn of the MRC Quarterly Report {o the Joint Commitlee an its activities
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W, Assizling in go-ordingling and nteraciing with MIE0 donor comimurdly Bnd pannogn on
govenancs matiers

3D Supervising aad traming support siafis ol I0CS on work related o the incurmbent’s portiohs

H General Ranagement:

16. Drafling the TOR for 2 reciuiting process of consuitants.

17 Coordinating with HRS and FAS for the recruitmient angd selection of governance refsisd
consultanisiconsuliing firms, and payment arrangement.

18 Supervising the works of the governance-refated consultant according to the TORs

19. Acting as a Secretary to MRCS Senior Staff Meelings { the OCEQ Secretary is unavaitable.

v Others
20. Performs other tasks as zssigned by the Section Chief of ICCS or ather authorized persons.

5. SCOPE OF AUTHORITY

a) Supervigion requirements: The incumbent supervises ICCS supporting staff working related
to governance meeling matiers and internalional cooperation. S/he is responsibie for their
works, on-the-job trainings, and partly their performance appraisals jn consultation with the

section chief.

b} Level of aulonomy: Most decisions are recommendatory, except for those made dlearly in line
with MRC policies and procedures.

c] Level of problem solving required: Problems range from routine to complex, problems must
be solved in consultation with the Section Chief.

d) Level and type of communlcations required: Communications are broad, both within and
outside of the organisation. Extenslve written communications are involved.

6. COMPETENCE REQUIREMENTS
Core Values: Integrity, Transparency, Professionalism, Results-Oriented, and Respect for Diversity

Core Competencies: Communication, Teamwork, Planning & Organising, Reliability,
Accountability, Creativity, Client Orienfation, Commitment {o Confinuous Learning, and
Technological Awareness.

Managerial Competencies: Vision, Leadership, Empowering Others, Building Trust, Managing
Performance, and Judgement/Decision-making

7. POST-SPECIFIC QUALIFICATIONS

- Atleast university degree in International Relations, International Development, Pofitical, Social
Science, or related discipline. A Masters degree is desirable,

- Al least 10 years progressive working experience relevani with governance relations
management, and international cooperation and communication in particular with international

development-oriented arganization.

- Highly experience in preparing and managing governance meetings, international conference,
and related editorial and protocol matters.

- Knowledge of Southeast Asia's social, cuitural, and pofitical structures is highly desirable.

- Knowledge of natural resources management / environmental awareness is desirable.
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Good gense of initiztive and sound poltical and diplomiatic judament

.

tent computer skill, and knowlzdae of databzse managemeant

P
LINCE

Abilily fo perdoun highly salisfaciony under pressure and {o misct deadiiney,

Excellent command of written and spoken English  Knowdgdge of more than one rpanen

lznguage and donor community is en 2dvaniage.

8. SIGNATURES

Section Chief of ICCS: ___idate)

Job lncumbent: (date)

t - . . -
Brief information on remuneration

The remuneration package. subject to change, includes {i) annual net base salary exempt from tax
by Lao auvthorities, starting at US$ 28,467 (M-11, step 1); (i) Monthiy fluctuation and removable
Devaluation Allowance (10% of basic salary for the month of Dec 11); {iii} MRC's contribution to
staff member's Provident Fund of 14% of basic salary upon completion of 3 years in service, (iv)
Contribution of MRC to Health and Accident insurances {on shared basis with employee); (v} other
entitlements and benefits such as dependency allowance, 6 weeks' annual vacation; sick leave,

maternity leave etc.

Non-resident staff members receive an additional (i} 7% of basic salary for Post Adjusiment
allowance; () 7% of basic salary for Hardship altowance; (lil) Rental subsidy of 40% of the rent rate
up to maximum of US$ 6,000 annual; {iv) Educatien Grant of 76% of max. expense of US$ 13,000,
{v) Travel cost and Shipment expenses on assignment and upon separation; (vi) other entitlements
and henelits such gs Relocation Grant allowahce, Home Leave Travel, Education Grant Travel, eic.

The duration of the assignment of MRC Riparian Professional Staff is up 1o maximum 6 years
according to 1985 Mekong Agreement and Procedural Rules.

THE MRCS RESERVES THE RIGHT 70O APPOINT A CANDIDATE AT A LEVEL LOWER THAN
THE ADVERTIZED LEVEL OF THE POST.
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