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TERMS OF REFERENCE
	Proposed position
	Senior Administrative Assistant 

	Time input requested
	Full-time position 


Background 

The overall objective of the EXCHANGE 3 programme is to contribute to strengthening capacities of local self-government units in Serbia to further implement the decentralisation process in Serbia in accordance with European Union standards. 

In order to contribute to achievement of the overall objective the project purpose aims to further strengthen the capacities of the SCTM and the LSGs units through the following specific objectives divided into five components: 

1. Component 1 – LSDS and SLAP support: further support to LSG units to plan and implement sustainable development strategies including the municipal infrastructure 

2. Component 2 – Municipal finance support: Further support to LSG units improve municipal financial management and introduce multi-annual planning 
3. Component 3 - Co-ordination and training support: Further strengthening of co-ordination and training function of  the SCTM   
4. Component 4 – Exchange 3 grant scheme support: Support successful implementation of Exchange 3 grant scheme through two Calls for proposals
5. Component 5 – LSG sector programming support: Support to the integrated process of programming in the area of local government and community development. 

Exchange 3 is a 3-years programme funded by the European Union, managed by the Delegation of European Union in Serbia and implemented by the Standing Conference of Towns and Municipalities, national association of local authorities in Serbia. 

Assignment 

This ToR defines scope of work, services and results to be provided under a long term position of a Senior Administrative Assistant. The overall objective of this assignment is to assist (support) Programme Manager in daily coordination and logistics of the project. 

Principal responsibilities include: 

· Provide operational support in project activities and follow up of all administrative activities related to the smooth (efficient) functioning of the office.

· Supervise collecting the data and other information for project activities; maintaining, logging, filing and updating records in prescribed format for subsequent use.

· Secretarial assistance to the project management, and where necessary act as PMU translator

· Assist in maintaining close contacts with the government, executing agency, project partners, and other counterparts through direct contacts, collection and summarizing of information, proposals, incoming and outgoing documents, drafting letters, organizing meetings etc. 

· Supervision of administrative purchases (stationery and office supplies, furniture, electronic and IT equipment, cars ..), contacts with suppliers

· Assist in the organization of and logistical preparation for workshops, seminars, presentations, visiting missions, field trips, etc.

· Assist in monitoring project activities by reviewing a variety of records, including correspondence, reports, project inputs, budgets and financial expenditures in accordance with EU requirements, as well as undertaking field trips to projects to be monitored. Prepare and file correspondence and materials relevant to the above.

· Performing of other tasks entrusted to him/her by the project manager in order to guarantee proper project performance

REPORTING / COORDINATION 

Senior administrative assistant will work under direct supervision of Exchange 3 Programme Manager, including planning, coordination and implementation of all tasks and approval of reports under the programme. 
profile
Qualifications and skills: 
(i) High-school diploma; 
(ii) Solid knowledge of English language; 
(iii) Excellent organizational skills.

Professional experience: 
(i) Minimum 3 years experience in administrative and secretarial positions and strong organization skills 
(ii) Minimum 3 years, preferably 5, experience in working with local self-governments.
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