TERMS OF REFERENCE
Title:



Part-time National PMU Advisor 
Duty Station:
Hanoi (national business trips if required) 

 MOC Project office 37 Le Dai Hanh, Hai Ba Trung, Ha Noi
Duration of Assignment:
 12 working days/ month during 11 months (with possible of contract extension).
Expected starting date:    April 2019
Direct Supervisor:
 
National Project Director (NPD)

Vice National Project Director (DNPD)
	Project ID and titles:
	Energy Efficiency Improvement in Commercial and High-Rise Residential Buildings in Viet Nam




1. Background

Ministry of Construction (MOC) is implementing the Project “Energy Efficiency Improvement in Commercial and High-Rise Residential Buildings in Viet Nam” (EECB project) funded by GEF/UNDP and co-financing by Viet Nam agencies/institutions and enterprises. 

The Project’s goal is to reduce intensity of GHG emissions from the building sector in Viet Nam. The project objective is to improve the energy utilization performance of commercial and high-rise residential buildings in Ho Chi Minh and Hanoi. Realization of this objective will be achieved through implementation of three components: 

(1)
Improvement and Enforcement of Energy Efficiency Building Code; 

(2)
Building Market Development Support Initiatives, and 

(3)
Building EE Technology Applications and Replications. 

Each component comprises a number of complementary activities designed to remove barriers to the stringent enforcement of the revised EEBC, and to the greater uptake of building energy efficiency technologies, systems, and practices in commercial and residential buildings.  By EOP, the GEF investment will have catalysed direct GHG emission reduction of about 37,680 tCO2e. The cumulative direct reduction in GHG emissions over the lifetime of the project is envisioned to be 236,382 tCO2e 

The EECB PMU is now seeking a qualified National Project Management Unit Advisor who will work for the project management unit (PMU) in order to support technical management and coordination of project activities.

2. Objective

S/he is responsible for ensuring the best progress and quality of project deliverables which can be obtained through his/ her timely and close consultation with PMU and related stakeholders, coordination and management of project activities with following key focuses:

· Consult and/or provide timely strategic advice to PMU leaders, UNDP or MOC on administration of the project and related tasks;

· Provide timely advice and directions to PMU’s contractors including international and national consultants, service providers, etc. for timely and quality delivery of contracted products. S/he shall also help to directly manage the progress and quality of technical inputs and outputs in relation to regulatory framework development, capacity building;

The incumbent will closely work with National Project Manager, International Technical Specialists (ITS) and national technical specialists (NTS) in order to ensure best information exchange and strategies & plans to be closely managed. S/he shall report to the Deputy National Project Director (DNPD) and National Project Director (NPD) on his/her own workplan, project issues and recommendations.

3. Scope of work

The incumbent shall spend 12 working days/ month with a minimum of 08 working days at the Project Office in Hanoi every quarter and have the following specific responsibilities/duties:
3.1. Advice and inputs to the management and implementation

· Advice and inputs to the planning and implementation: Working closely with the PMU, project partners, UNDP Programme Officer, International and National Experts, to provide NPM, PMU or UNDP with advice and inputs to annual and quarterly project work-plans and reports. Identify potential risks and emerging issues that may affect the implementation and propose mitigation measures. 

· Mobilization of quality inputs to the implementation of the Project’s activities: Identify viable modalities to facilitate the engagement of necessary expertise and services, smooth implementation, and production of expected outputs/outcomes; 

· Management and guidance to project team, contracted consultants/service providers: provide guidance to NPM, project technical specialists and contracted technical consultants/ service providers based on their agreed TORs, work-plans, and quality criteria and benchmarks, in order to achieve quality results. 
· Project Reports: Provide quality inputs to the preparation of reports to the donor and/ or for project steering committee meetings as required, focusing on capturing results, lessons, and follow up actions. Develop reports on the progress and quality of activities and/or consultants upon the request of NPD/ NPM.
3.2. Technical progress & quality assurance and knowledge management 

· Technical advice to Terms of references (TORs) in order to improve quality of inputs: Working closely with the ITS, NTS, NPM, PMU to draft and/or contribute to TORs of technical project activities, requests for proposals, submitted by the PMU and/or contracted consultants; supporting procurement of consultants through evaluation of bids;

· Technical advice and management of progress and quality of technical outputs: In close collaboration with NPM, ITS and NTS, participating in key technical meetings (and managerial ones if requested), undertaking review, commenting on and/or managing peer-review process (if needed) for all technical reports, materials, outputs/products, publications, and proceedings of workshops/consultation meetings
 in order to ensure the quality and progress of  deliverables before review and approval by the NPD and UNDP. This includes drafting summaries for PMU leaders if required.
Directly manage technical activities in relation to regulatory framework development and capacity building i.e. advice and contribution to the process of law amendments, development of standards and legal documents including methodological products; definition of capacity building concept notes, identification of appropriate training partners/organizations, participation into training courses, management of related outputs, etc. 
· Knowledge generation and information: Working in pairs with the International Technical Expert, based on policy analysis and research results by the Project, experiences and practices elsewhere, provide inputs or lead in producing policy briefs/policy discussion papers, and in documenting Project lessons learnt, experiences, best practices, and human-interest stories;
3.3. Other policy development and coordination

· Advice on strategic policy gaps and development needs: provide regular update and advice on the needs of policy changes and opportunities for promotion of energy efficiency use in buildings; Propose necessary actions/interventions to promote development and adoption of such policies, including undertaking necessary policy reviews/analysis, and evidence-based research and organizing policy dialogues and advocacy efforts;

· Coordination: Advise on strategic linkages and cooperation between the project activities with relevant initiatives by the Government, other development partners, private sector, and communities.
4. Duty Station, Accommodation and Travel

The PMU advisor shall be provided with adequate working conditions at the project office.
If s/he is not located in Hanoi, related travel and accommodation costs will be covered by the project based on UN-EU cost norm. 

A brief note of mission results shall be submitted to D/NPD by PMU advisor within 05 work-days after the mission has ended. This note shall be shared with NPM for reference. 

5. Qualifications and requirements
·  Minimum of University Degree in engineering/ economics or project management; a Master degree in the same or any other relevant fields is an advantage;
· At least 10 years of experience in the field of energy efficiency including specialized experience in building energy efficiency and/or related institutional capacity building policy development. 
· At least 05 years of extensive experience in project management, implementation, monitoring and evaluation of ODA project funded by UNDP/GEF or other international agencies.

· Good capacities for strategic thinking, planning and management and presentation skills.
· Proven experience in resource mobilization from governments, non-government organizations and the private sector. Broad experience with state management agencies of Ministry of Construction and construction actors would be an advantage.
·  With good appreciation of, and strong links with relevant international organizations.
· Excellent communication skills in both Vietnamese and English.

6. Application 

Candidates shall submit the following: i) Motivation Letter; ii) Curriculum Vitae; iii) Relevant Degrees/ Certificates; and iv) Supporting documents. All applications will not be returned.

Curriculum Vitae (05 pages as maximum) describes contact information of the candidate; related qualifications/degrees; duration of assignments (mm/yyyy – mm/yyyy), organization, position and related experiences/ skills. English skills (listening, speaking, reading, and writing) must be described as “poor, average, fairly good, good, and excellent”. Contact information of 03 most recent and relevant referees;

7. Remuneration

Annual gross salary: VND 358,331,688 – VND 588,031,488.

Payment will be paid monthly based on monthly timesheet documenting tasks delivered, work-plan of the following month and associated technical products which include but may not be limited to TORs for technical services and events, guidance to and monitoring of project consultant’s service, inputs to project work-plans and progress reports, policy and technical briefing, inputs to technical reports, inputs to strategy and direction of project activities and results, etc. The monthly timesheet shall be certified by NPM and approved by DNPD/ NPD.
� “key activities/ inputs/ outputs” will be defined by PMU, UNDP and/or NPM.





2

