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JOB DESCRIPTION

Position title: Project Director
Immediate Supervisor: Deputy Mayor
Second Level Supervisor: Mayor

Government Supervisory Board

Scope of the job: The Project Director implements, supervises and monitors the Tranche 1 of
the Sustainable Urban Development Investment Program (SUDIP) as agreed in the project and
loan agreements between ADB and Government of Armenia. He oversees all operations to
insure timely completion of activities and outputs with efficiency, quality of service, and cost-
effectiveness. He provides leadership, manages consultants and his own staff resources. He
reports progress and achievements to the Mayor of Yerevan (Implementing Agency, IA) on a
monthly basis and to the Government Supervisory Board, chaired by the Prime Minister on a
guarterly basis. He serves as liaison between the Municipality, the Supervisory Board and ADB;
and will develop and maintain direct relationships with private sector and other government
authorities on issues related to the Program and its activities.

A. Responsibilities:

1. PIU Administration and Management
In line with Mayor, Government Supervisory Board and ADB orientations:

e Establish and articulate the PIU vision, goals, business plan, development strategies and
key result areas in compliance with the project outputs;

o Create adequate PIU organization, prepare job description, and lead multi-disciplinary
teams, and ensure the overall quality of its work;

e Lead the planning, implementation and supervision of work plans as well as monitor the
quality of output and the achievement of long term goals and annual objectives for the
PIU;

e Provide leadership in professional and operational matters, taking the lead in
contributing new or innovative approaches to policy and operational issues;

o Oversee effective day-to-day operations and provide guidance on operational issues and
project implementation policies;

e Undertake the performance management of the PIU, including motivation of PIU staff;
Ensure the efficient and effective operation of PIU through proper management of
financial and staff resources;

¢ Manage the performance of teams and individuals providing clear direction and regular
monitoring and feedback on performance;

e Provide coaching and mentoring to team and individuals and ensure their on-going
learning and development

¢ Inform and provide recommendations to the Mayor and the GSB.

2. Program Management, evaluation and monitoring
With the support of the PMIC:

o Design and develop a Project Management framework for the program with adequate
evaluation and monitoring procedures, and using relevant computer-based project
standards;

o Conduct day-to-day oversight of activities and budget in coordination with the loan and
project agreements;

¢ Manage project risks, including the development of contingency plans;



3.

Prepare quarterly and semi-annual project progress and financial reports for IA, the
Supervisory Board and ADB, and seek any support and guidance needed for the
management, planning and controlling of the Program;

Identify and propose to GSB and IA eligible projects to be financed under subsequent
tranches of the program;

Prepare Periodic Finance request subsequent tranches with ADB assistance.

Project implementation

With the support of the PMIC and the Detailed Engineering and Construction Supervision
Consultant:

4.

Manage and supervise the PIU staff activities involved in the SUDIP program
implementation and ensure other technical staff involvement when necessary;

Design, prepare, and monitor operational procedures, policies, and standards in line with
ADB’s procedures and guidelines;

Oversee project implementation including conducting field visits to ensure timely
completion of activities and outputs, high quality of the works, cost-efficiency, and value
for money in compliance with international standards and prepared designs;

Oversee with the municipality duly implementation of the institutional strengthening and
capacity building components including legal, financial and regulatory reforms;

Provide day-to-day coordination and support to the project management and
engineering consultants, and the different contractors;

Review, comment and approve all outputs of the Project Management and Engineering
Consultants including due diligence documents for tranche 1 and tranche 2, detailed
designs, project progress reports, etc.;

Ensure accurate program completion and review and timely submit project activity
reports and financial statements to GSB, IA and ADB as required in the agreements, to
assess progress status in regard to objectives, targets and schedule.

Procurement

With the support of the PMIC:

5.

Develop internal procurement processes, tools, methods and procedures in compliance
with ADB’s guidelines and the applicable legislation;

Form and head bid evaluation committee, review and approve recommendation for
contract award;

Carry out procurement planning and implementation in compliance with the LA and
ADB’s procurement guidelines, including preparation and/or review of the bidding
documents, evaluation reports and conducting contract negotiations with
consultants/contractors;

Monitor and update the procurement plan and ensure sufficient funding is available;
Monitor performance of the consultants/contractors and follow-up as necessary;

Deal with contract variation, claims or request as necessary.

Social Safeguards and Resettlement

With the support of the PMIC and the DESC:

Prepare safeguards due diligences in compliance with ADB’s Safeguard Policy (LARP,
EIA/IEE, EMP, information, consultations, surveys, timely payment of compensations
2);

Supervise and monitor safeguards documents implementation and check compliance
with ADB’s Safeguard policy particularly the resettlement plan and income and livelihood
restoration program of APs;



6.

Conduct safeguards consultation with the APs (environment and resettlement) and
disclose all necessary information to public and civil society.

Financial management

With the support of the PMIC:

7.

Design and develop processes and procedures for the program financial management
and project finance accounts;

Monitor, supervise and evaluate operating and financial performances;

Prepare annual budget for the program and submit to the GSB and IA;

Prepare and submit withdrawal application to ADB;

Monitor funds allocation and set up monitoring to analyze bank/cash flows and proceed
with reallocation if necessary;

Monitor administrative and project expenditures vis-a-vis budget objectives;

Check compliance with ADB’s policy/procedures and establish controls in accordance
with standard audit requirements;

Supervise the preparation of internal audit reports and assist external audit process;
Review and supervise the preparation of all financial reports and statements including
the status of work in progress, variance reports and cash flow.

Communication and public relations

With the support of the PMIC and in coordination with IA and GSB:

Set up communication policy and prepare information documentation (public relations,
press conference, press release, press pack ...);

Set up a program website to monitor the implementation of the program, inform on
procurement opportunities and disclose information to public;

Promote the program through written articles and attendance at conferences, radio and
TV shows and broadcasts;

Represent the organization at government sessions and state and formal functions;
Promote program outputs to local, regional, national, and international communities.

Knowledge and qualifications:

MBA or advanced degree in business, economics, finance or related field;

At least 7 years of general managerial experience at a senior level in public or private
sectors;

Extensive knowledge of business practices and procedures;

Experience in strategic planning and execution, project administration;

Knowledge of computerized information systems used in financial and/or accounting
applications; and in financial data analysis;

Excellent Armenian and English written and oral communication skills;

Familiarity with the goals and procedures of international organizations, in particular
(World Bank, EBRD, IFC, KFW, Millennium Development Corporation or other donors);
Computer literacy (At least Word, Excel, PowerPoint).

Professional Competencies:
Results-oriented,;

Excellent analytical skills;
Excellent presentation and facilitation skills;



Demonstrated diplomatic and negotiating skills;

Strongly developed problem-solving and decision making skills;
Managerial skills;

Planning and Organization skills;

Cooperation/Teamwork;

Report writing skills.

D. Terms and conditions of Service:

Terms and conditions of employment are governed by Armenian Legislation, Yerevan
Municipality policies and procedures and employment contract. Job description is an integral
part of the employment contract.
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