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Terms of Reference (ToR)

Position Title: Project Officer

Grade: P5A

Project Title: Interim Facility under the Enhanced Integrated Framework (EIF)

Duty Station: Department of Trade, Thimphu

Duration: 7-month regular contract, with potential extension depending on project extension

Supervision: Under the direct supervision of the National Implementation Unit Coordinator

Background

The Department of Trade is currently implementing the Interim Facility Project under the Enhanced
Integrated Framework (EIF). The overarching objectives of the project are to:

i. Improve the trade environment to support inclusive and sustainable growth in Least Developed
Countries (LDCs);

ii. Increase exports and enhance access to international markets for LDCs;

iii. Sustain past EIF results through strengthened e-commerce policy and regulatory frameworks by
engaging policymakers and regulators in promoting inclusive finance and positive change;

iv. Build the capacity of government officers and the private sector, especially microenterprises and
SMEs;

v. Institutionalize the Brand Bhutan Project and strengthen the National Implementation Unit (NIU)
as a coordination body.

The National Implementation Unit (NIU), housed within the Department of Trade, is responsible for
coordinating and delivering project outputs in close collaboration with implementing partners and
relevant stakeholders.

Duties and Responsibilities

The Project Officer will support the NIU Coordinator to ensure smooth implementation of the EIF
Interim Facility Project. Key responsibilities include:

i. Implement project activities in line with the approved work plan;

ii. Coordinate and liaise effectively with stakeholders to support activity implementation;
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iii. Organize and facilitate consultation meetings and workshops with relevant stakeholders;

iv. Monitor ongoing and past project activities to ensure quality and compliance with EIF
requirements;

v. Conduct field visits, collect data, and prepare field and progress reports;

vi. Ensure timely tracking and reporting of project activities as per annual work plan and budget;

vii. Report constraints or risks that may impact project delivery to the EIF Focal Point and donor;

viii. Maintain accurate records of project finances and expenditures;

ix. Prepare and submit quarterly financial reports, and semi-annual and annual progress reports in
accordance with UNOPS and EIF reporting guidelines;

x. Coordinate the proposal of annual budget, incorporate supplementary budget, annual BMT (Budget
Monitoring Tool), monthly BRF (Budget Request Forecast), budget re-appropriation, additional
budget requirement and budget reconciliation for the released fund as per the prevailing RGoB
financial norms.

xi. Ensure timely audit of project activities and follow up on audit observations;

xii. Facilitate and coordinate visits of missions, delegations, or evaluation teams;

xiii. Support any other tasks related to project delivery as assigned by the NIU Coordinator.

Qualifications and Experience

 Bachelor’s degree in business, management, development studies, or a related field.

 Minimum of three years of relevant work experience, preferably in project management
involving field monitoring and reporting.

 Strong proficiency in English (writing, speaking, and reading) and Dzongkha (speaking and
reading).

 Sound understanding of trade-related issues and development contexts.

 Excellent interpersonal and communication skills.

 Proven ability to use IT tools and software for data collection, analysis, and reporting.

 Strong skills in monitoring, evaluating, and analyzing project performance and outcomes.
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Contract Terms and Conditions

 Salary:In accordance with the prevailing pay scale for a P5A officer, along with contract and
other applicable allowances as per the RGoB regulations for contract employees.

 Taxation: Subject to Tax Deducted at Source (TDS) under the Income Tax Act of the Kingdom
of Bhutan.

 Travel & DSA: Entitled as per RGoB rules.

 Leave Entitlement: As per existing RGoB rules for contract employees.

Premature Termination of Contract

The contract may be terminated prior to its expiry under the following conditions:

i. Failure to deliver assigned duties as per the ToR.

ii. Disciplinary issues, including disruption of team harmony.

iii. Medical conditions or disability rendering the employee unfit for duty.

Termination under these circumstances will require the endorsement of the Human Resource
Committee (HRC) of the Cabinet Secretariat.
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