	_______________JOB PROFILE____________
Job framework

Job Title: 
Project Manager – External Relations

   Development Advisor 

Job location: 
New Delhi, India

Area of Activity:
External Cooperation and Development 

Category: 
AL   Group I 
Sysper Job id:                     338843
e-Del-HRM #:                    101663
Situation:                            Vacant
JOB CONTENT
Overall purpose:

Under the overall coordination of the Head of Cooperation and the direct supervision of the Team Leader, the jobholder will assist in coordinating, monitoring and reporting the implementation of EU external development cooperation initiatives in India and Bhutan. The jobholder will focus in particular on EU efforts toward sustainable growth and jobs, on economic development, sector analysis, Public Finance Management (PFM), macroeconomic, governance and accountability aspects, blending initiatives, social impact bonds and innovative financing, including the use of impact assessment tools both in India and Bhutan, among others.
The jobholder will also provide support and back-up to the section as a whole in line with the section’s task allocation as assigned by the Head of Cooperation. The jobholder will ensure coordination and mainstreaming of cross cutting issues where relevant. 

Functions and Duties:

The incumbent will be expected to:

+ Programme/Project/Process Management - Policy Development
· Participate in conceptual reflections and assist on elaborating work programmes, strategic documents and new approaches to the cooperation activities. 
· Provide economic, statistical and analytical inputs for documents concerning cooperation activities within his/her field of expertise.
+ Programme/Project/Process Management - Project/ Programme Management
· Assist in management of all phases of the project cycle, from identification, to appraisal, preparation and monitoring implementation;  
· Under the authority of the Head of Cooperation to represent the European Commission (EC)  - Contracting Authority - in Steering Committee meetings of programmes and projects as well as in other official meetings (e.g. Joint Review Missions) together with other development partners; 
· Undertake field visits and prepare regular reports;

· Ensure projects adhere to the respective contractual documents; 
· Review project documentation such as Overall Work Plans, Annual Work Plans; monitor and report on progress; and prepare approval letters and/or comments related to these documents; 
· Follow the financial progress of projects/programmes and ensure that procurement, tenders and payments are in line with the EU financial rules and regulations; 
· Review invoices, expenditure statements, requests for advance and reimbursement prior to submission to the Finance & Contracts Section; 
· Maintain regular financial monitoring information on EC assisted projects and programmes through the corporate information and financial management  systems and ensure quality of data; 
· Review annual budgets of projects and programmes prior to submission to the Finance & Contracts Section; to participate in tendering procedures and prepare contracts, to follow up of auditing requirements and other financial agreements with projects and programmes; 
· Initiate and ensure adherence to procedures in all matters of project implementation; 

· Advise and assist the project implementing organisations; monitoring the performance of consultants, where relevant, and preparing terms of reference 
· Ensure project and/or programme respect contract visibility clauses; draft speeches, forewords and reports as required; 

+ Inter-service Coordination and Consultation - Inter-service Coordination and Information

· Coordinate with the EU Headquarters and, where required, with the Indian/Bhutanese authorities, and other relevant Departments/Organisations on programme and policy aspects 
· To provide the Delegation with regular updates through project fiches, based on project progress and financial reports as required, including project closure reports in conjunction with the responsible organisation. 
· Provide information on projects to other sections within the Delegation as and when required; 
· Draft articles for the media and other inputs for visibility material (brochures, web, etc).
+ Programme/Project/Process Management - Others

Other tasks: 
· Support to HQ visits; 
· Participate in donor coordination meetings; organise visits, support to HQ/HOD/POL; representation of EU at relevant workshops/conferences/meetings.
+Policy Analysis - Policy Analysis and Advice 

· To participate in policy level discussions with the Government and other Development partners in order to ensure consistency and convergence with the government policies and programmes, particularly in the relation to economic policies and SDGs implementation 

· Provide input as required to the Annual Reviews and consultations with the governments of Bhutan and India as required

· To monitor and report regularly and timely on issues related to Economic Development, including Public Finance Management areas 

	________JOB REQUIREMENTS____________
EDUCATION AND TRAINING 

University degree (Master’s level) in Economic and Social Sciences or Political economy, Political science. 
Experience 

Experience of working in relevant fields for a minimum of 10 years. Work experience in India or Asia is an asset.

Knowledge AND SKILLS
Specialist knowledge (know what)

Project cycle management; public finance management; innovative financing for development; initiatives that aim to raise new funds for development or optimise the use of traditional funding sources. 

Technical knowledge (know how)
Good reporting and analytical abilities with a particular focus on statistics and social and economic analysis 
Linguistic skills 

Exceptional fluency in English. 

Communication skills

Capacity to communicate clearly, present complex matters in a simple way and draft precisely.
Interpersonal skills

Capable of working in a team to execute complex projects 

Ability to listen, to consult and to share information and ideas

Intellectual skills 

· Knowledge of the EU and European history and culture.

· Knowledge of EU priorities and programmes.

· Ability to plan creatively and execute efficiently under constraints of budget and time

· Ability to analyse and present numerical and technical information, 
· Above average understanding of trade, investment, development and technical issues related to the EU

· Ability to evaluate alternatives objectively and make sound, logical and well-argued judgements.

Management skills 

· Capacity to focus on priorities and organise work to deliver on time
· Ability to negotiate in a multicultural and multilingual environment 
· Capacity to monitor progress of work, organise reviews and supervise consultant teams; 

· Analytical ability should be matched by managerial skill and experience.     

PERSONAL QUALITIES

· Personal integrity and honesty

· Ability to work in and lead a team. 

· Ability to work under pressure and to respond quickly to new demands

· High commitment to quality, speed and accuracy in performing tasks. 

· High degree of responsibility in handling projects.  



	
	


