TERMS OF REFERENCE
Administration Officer 
Khyber Pakhtunkhwa Spending Effectively for Enhanced Development 
Shared Services Unit (SSU), Finance Department
Government of Khyber Pakhtunkhwa

Background
The Khyber Pakhtunkhwa Spending Effectively for Enhanced Development project approved by the World Bank Board in April 2021 to support Government of Khyber Pakhtunkhwa in improving allocative and technical efficiency by addressing systemic bottlenecks that undermine budget predictability and the effective utilization of allocated resources in priority sectors of education and health. The SPEED Program’s Disbursement Linked Indicators (DLIs) focus on incentivizing sector level reforms through targeted public expenditure management.  

The Project includes three components: 
·  Component 1. Strengthening capacity for transparent management of public finances
·  Component 2: Improving PFM for delivery of education and health services.
·  Component 3: Program implementation and accountability for performance and delivery of services
To support the implementation of the Program, the Government of Khyber Pakhtunkhwa and World Bank has agreed to designate Shared Services Unit (SSU) in Finance Department as Project Management Unit (PMU). 

Project Development Objective
The objective of the Project is to improve the availability and management of public resources for delivery of primary, middle, and high school education and primary health care services. 

Responsibilities: 
The Admin Officer will assist and advise the Director SSU/KP-SPEED in carrying out the admin functions. Following would be the admin duties and responsibilities: 
· Provide administrative support to the Project.
· Ensure the smooth internal operations and resolve the HR issues.  
· Assist in Identifying the Equipment needs and assist Procurement Officer in developing the Annual Procurement plan.
· Assist all activities related to travel e.g., preparation of Travel Authorizations (TAs), and make travel arrangements. 
· Managing vehicle servicing activities and records.
· Other general administrative tasks like the maintenance of petty cash record, maintaining the filing system, the drafting of minutes and support for smooth running of office resources. 
· Assist on budget, procurement, and finance issues.
· Improve the operational systems, processes and policies in support of organization’s mission specifically supporting better management reporting, information flow and management, business process and organizational planning. 
· Manage and increase the effectiveness and efficiency of Support Services (HR, IT and Finance), through improvements to each function.
· Coordination and communication between project management and line departments.
· Management of project budget in coordination with the Finance Officer & Financial Management Specialist.
· Payroll Management, including tabulation of accrued employee benefits
· Disbursement of checks for Project expenses.
· Organization of fiscal documents for facilitation in internal and external audit.
· Supervise and coach office support staff on a monthly basis.
· To maintain and record keeping of documents related to project activities in accordance with requirement.

Qualifications and Experience

i. A Master’s degree or Graduate equivalent (16 years of Education) in Social sciences/Management sciences/Business Administration/public administration/Public Policy/Engineering or any other related field or with a major in a relevant discipline.
ii. At least 05 years’ relevant experience, after acquiring stipulated qualification 
iii. Experience of public sector or donor funded projects will be given preference.
iv. Technical and conceptual knowledge of government systems and policies will be given preference. 
v. Excellent command of written and spoken English with an equally good command over communication, report writing and analytical skills
vi. Demonstrated computer skills (Proficiency in using computer desktop application MS Office (Word, Excel, and Power Point).

Reporting	
The Admin Officer will work in PMU to perform the assigned tasks and will report to the Project Director.

Duration of Assignment
The initial contract will be for one (1) year extendable on an annual basis subject to annual performance review.   

