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	UNITED NATIONS DEVELOPMENT PROGRAMME

KINGDOM OF BAHRAIN



	Position Information



	Job code title:                               Project Manger for Parliament Capacity Building Project
Reports to :                                   ARR 

Period:                                          November 2009 – October 2011



	Background 



	The aim of this Project is to build the capacity of the Parliamentary Secretariat and Members of Parliament in order to improve business processes of Parliament and provide better services to both the Shura Council and the Council of Representatives.  There will be a focus on improving management skills with a specific emphasis on female staff members.
Under the guidance and direct supervision of the ARR or Programme Analyst, the Project Manager will be responsible for full implementation of the project.  The Programme Manager will have a direct impact on the success of the UNDP programme unit working closely to plan and administer the project, to monitor the progress, assess risks and produce quarterly reports to the Project Board.
 


	Functions / Key Results Expected



	Summary of Key Functions:

· Plan and Administer the Activities as listed in the Project Document
· Manage and work with all consultants involved in the project, planning all details of their missions to Bahrain
· Monitor the progress of the project through the risk log, quality log, issues and lessons learned logs, ensuring all quality activities are undertaken as in the Project Document
· Produce quarterly and annual reports to the Project Board according to the Monitoring Framework in the Project Document



	1. Provide overall management and implementation of the Project:

· Implementing training programs for the Parliamentary Secretariat staff
· Preparing required project reports and documents, including quarterly and annual reports

· Monitoring and evaluation of project activities


	2. Build excellent working relationship with partners and consultants
· Assessing and recruiting Consultants, liaising with them and working with them whilst on mission
· Provide feedback on all consultants



	3. Integration of project within the broader context of UN
· Consult with UNDP on other programmes for future planning
· Provide advice and consultation on future developments for Parliament and Political development projects in Bahrain

· Fulfill other duties as required




	Qualifications Guide



	The candidate should have the following minimum qualifications/experience:

· Advanced University degree in Public Administration, management and organizational development. 
· Experience in project management
· Experience in political science or law an advantage.

· Experience in training, management and capacity building. (Experience in public sector an advantage).
· Ability to work in a multicultural team. 

· Excellent communication skills.

· Fluent in English and Arabic (written, spoken, read).
· Good computer skills.
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