
 TERMS OF REFERENCE 

 Title:  Programme Management Analyst 
 Duty sta�on:  Bangkok, Thailand 
 Sec�on/Unit:  AR EAPMCO, Thailand 
 Contract/Level:  ICS-9/IICA-1/P-2 

 Background Informa�on – UNOPS 

 UNOPS  supports  the  successful  implementa�on  of  its  partners’  peacebuilding,  humanitarian  and 
 development  projects  around  the  world.  Our  mission  is  to  serve  people  in  need  by  expanding 
 the  ability  of  the  United  Na�ons,  governments  and  other  partners  to  manage  projects, 
 infrastructure and procurement in a sustainable and efficient manner. 

 Working  in  some  of  the  world’s  most  challenging  environments,  our  vision  is  to  advance 
 sustainable  implementa�on  prac�ces,  always  sa�sfying  or  surpassing  our  partners’  expecta�ons. 
 With  over  7,000  personnel  spread  across  80  countries,  UNOPS  offers  its  partners  the  logis�cal, 
 technical  and  management  knowledge  they  need,  wherever  they  need  it.  A  flexible  structure 
 and  global  reach  means  that  we  can  quickly  respond  to  our  partners'  needs,  while  offering  the 
 benefits of economies of scale. 

 Background Informa�on – Job specific 

 East Asia Mul�-Country Office (EAPMCO) 

 The  East  Asia  and  Pacific  Mul�  Country  Office  (EAPMCO)  supports,  develops  and  oversees  the 
 UNOPS  por�olio  of  projects  in  East  Asia  and  the  Pacific.  EAPMCO  was  established  in  January 
 2023  following  the  merger  of  the  Thailand  Mul�-Country  Office,  which  covered  20  countries 
 across  North  East  Asia,  East  Asia  and  the  Pacific,  and  the  Cambodia  Mul�-Country  Office,  which 
 covered  4  countries  East  Asia  -  3  countries  in  the  Mekong  Sub-region  (Cambodia,  Lao  PDR  and 
 Vietnam)  and  the  Philippines.  EAPMCO  currently  covers  24  countries  across  North  East  Asia, 
 East  Asia  and  the  Pacific.  With  its  head  office  in  Bangkok,  the  Mul�-Country  Office  comprises 
 nine  business  units:  EAPMCO  Thailand,  EAPMCO  Indonesia,  EAPMCO  Pacific  Opera�ons  Cluster, 
 EAPMCO  Papua  New  Guinea,  EAPMCO  China,  EAPMCO  Vietnam,  EAPMCO  Mekong  PDR, 
 EAPMCO Philippines. 

 In  2023,  the  UNOPS  EAPMCO  implemented  projects  worth  more  than  USD  70  million,  in  the 
 areas  of  Energy  Transi�on,  Digital  Transforma�ons,  Sustainable  Environmental  Management, 
 Climate  Change,  Waste  Management,  Rule  of  Law  and  Access  to  Jus�ce,  Water,  Sanita�on  and 



 Hygiene  (WASH),  Post  Conflict  Reintegra�on,  Emergency  Relief,  Post  COVID19  Economic 
 Transforma�ons,  and  Health,  through  HR,  procurement,  construc�on,  contract  management, 
 fund and program management services. 

 The  Mul�  Country  Office  head  office  in  Bangkok  provides  strategic  direc�on,  opera�onal 
 support,  delivery  oversight  and  assurance  of  the  excellence  of  business  processes  and  quality 
 standards  across  all  of  the  en�re  Mul�  Country  Office  loca�ons.  It  is  also  responsible  for 
 developing,  delivering  and  managing  the  por�olio  of  engagements  in  the  country  of  the  MCO 
 loca�on itself. 

 Opera�onal Context 

 Under  the  direct  supervision  of  the  Head  of  Programme,  and  in  collabora�on  with  the  EAPMCO 
 PMO,  the  Programme  Management  Analyst  will  help  ensure  the  effec�ve  management  and 
 delivery  of  EAPMCO’s  por�olio  in  line  with  the  relevant  project  agreements  and  documents,  as 
 well as UNOPS’ project management standards. 

 This will include: 

 ●  Assis�ng  the  Head  of  Programme,  as  appropriate,  to  facilitate  the  development, 
 oversight  and  control  of  EAPMCO’s  por�olio  of  projects  in  an  effec�ve  manner,  in 
 collabora�on  with  the  EAPMCO  management  team  and  alignment  with  UNOPS  and 
 AR/EAPMCO strategies. 

 ●  Support  Project  Managers  to  facilitate  opera�onaliza�on,  incep�on,  implementa�on  and 
 closure of respec�ve projects, par�cularly where addi�onal capacity is required. 

 Du�es and Responsibili�es 

 Under  the  general  guidance  and  supervision  of  the  Head  of  Programme,  the  incumbent 
 responsibili�es include the following: 

 Summary of Key Func�ons 

 1. Programme/project development, planning and coordina�on 

 ●  Stay  abreast  of  the  context  and  developments  within  the  Asia  Region,  as  well  as  rela�ng 
 to  global/inter-regional  environment  and  climate  change,  including  in  terms  of 
 cross-cu�ng  issues  such  as  gender,  diversity  and  sustainability,  as  well  as 
 financial/grants  management,  to  iden�fy  business  opportuni�es,  and  support  the  design 
 and delivery of the relevant programmes/projects. 

 ●  In  collabora�on  with  the  HoP,  support  the  development  and  ar�cula�on  of  the  MCO 
 programme  management,  delivery  and  monitoring  strategies  and  approaches,  as  well  as 
 the appropriate project documents and agreements. 

 ●  Ensure  that  the  proposed  projects,  as  well  as  their  documents,  results  frameworks, 
 ini�a�on  plans,  work  plans,  etc.  are  developed  and  planned  effec�vely,  in  line  with 
 UNOPS’ mandate andAR/EAPMCO strategy. 



 ●  Coordinate and collaborate with relevant stakeholders within the MCO and HQ, to 
 ensure aligned and coherent programme and project planning and implementa�on 
 processes. 

 ●  Support the iden�fica�on, design, and formula�on of ac�vi�es to meet programme and 
 project objec�ves. 

 ●  Review donor agreements and other project documents required for the signature and 
 implementa�on of new projects. 

 2. Programme/project management and delivery support 

 ●  Analyze  project  agreements  and  documents,  and  ensure  effec�ve  delivery  and 
 implementa�on  in  consulta�on  with  the  MCO  HoP,  PE,  PMO  and  other  relevant 
 stakeholders,  including  through  the  provision  of  hands  -capacity  development  and 
 support to the relevant Project Managers and teams. 

 ●  Work  and  support  the  MCO  HoP  and  management  with  effec�ve  programme/project 
 planning  in  line  with  the  respec�ve  project  agreements/documents,  including  reviewing, 
 improving,  finalizing,  managing  and  monitoring  the  respec�ve  project/work  plans,  as 
 well  as  procurement,  HR,  grants  and  financial  management  plans,  documents  (such  as 
 ToRs) and processes (recruitments, solicita�ons, awarding of contracts, etc.). 

 ●  Review  implemen�ng  partners’  documents  and  reports  to  ensure  compliance  to  project 
 requirements and UN/UNOPS standards. 

 ●  Under  EAPMCO  HoP’s  guidance,  take  ac�on  to  reconcile  devia�ons  from 
 programme/project  plans,  including  where  revisions  of  legal  agreements  and  relevant 
 budgets are required. 

 ●  Coordinate  and  facilitate  sharing  of  informa�on  between  programme/project  teams, 
 donors, HQ, etc. 

 ●  Compile  data  and  dra�  high-quality  reports  for  management  purposes,  including  for 
 internal  and  external  stakeholders  to  support  management  (such  as  highlight 
 reports/briefings  for  internal  Project  Board/Quality  Assurance  mee�ngs,  MCO  or 
 regional  management  mee�ngs,  Steering  Commi�ee  discussions  with  a  variety  of 
 stakeholders, as well as quarterly/annual donors and na�onal counterparts). 

 ●  Prepare  wri�en  summaries  for  mee�ngs  and  visits,  including  through  research,  and 
 ensure relevant team members implement follow-up ac�ons, as appropriate. 

 ●  Facilitate  the  collabora�on  and  communica�ons  between  projects,  MCO  PMO  and  the 
 partnerships  team  to  ensure  compliance  to  donor  requirements  and  legal  agreements, 
 as  well  as  the  implementa�on  of  policies,  processes  and  methods  according  to  internal 
 standards. 

 ●  Help  with  project  audit  ac�vi�es,  including  planning,  prepara�on  and  coordina�on 
 during the audits and follow up on audit observa�ons/recommenda�ons. 



 3. Stakeholder coordina�on 

 ●  Establish  and  develop  rela�onships  with  UN  partners,  interna�onal  organiza�ons, 
 donors,  governments,  implemen�ng  partners  for  the  purposes  of  facilita�ng  ac�vi�es 
 and improving the quality and relevance of programme implementa�on. 

 ●  Par�cipate  in,  contribute  to  and  report  on  the  relevant  stakeholder  mee�ngs  where 
 assigned. 

 ●  Act  as  Focal  Point  for  the  collec�on  of  all  informa�on  to  be  submi�ed  to  the  UNINFO,  as 
 assigned. 

 ●  Provide  input  in  the  design,  coordina�on  and  dissemina�on  of  public  informa�on 
 products  and  communica�on  ac�vi�es  as  well  as  gather  and  dra�  content  for 
 communica�ons products and pla�orms. 

 ●  Provide  coordina�on  support  for  official  mee�ngs,  events,  briefings,  and  field  visits,  and 
 prepare  talking  points,  briefing  notes,  presenta�ons  and  speeches  for  the  management 
 and senior UN/UNOPS officials. 

 4. Knowledge Management and Innova�on 
 ●  In  collabora�on  with  the  MCO  PMO  where  relevant,  help  the  roll  out  of  SOPs,  tools, 

 templates 
 ●  Facilitate  sharing  of  best  prac�ces,  innova�ve  approaches  and  lessons  learned,  including 

 through  case  studies  and  the  appropriate  corporate  programme/project  management 
 related networks. 

 Competencies 

 Develops and implements sustainable business strategies, thinks long term 
 and externally in order to posi�vely shape the organiza�on. An�cipates and 
 perceives the impact and implica�ons of future decisions and ac�vi�es on 
 other parts of the organiza�on. 

 Treats  all  individuals  with  respect;  responds  sensi�vely  to  differences  and 
 encourages  others  to  do  the  same.  Upholds  organiza�onal  and  ethical 
 norms.  Maintains  high  standards  of  trustworthiness.  Role  model  for 
 diversity and inclusion. 



 Acts  as  a  posi�ve  role  model  contribu�ng  to  the  team  spirit.  Collaborates 
 and  supports  the  development  of  others.  For  people  managers  only:  Acts 
 as  posi�ve  leadership  role  model,  mo�vates,  directs  and  inspires  others  to 
 succeed, u�lising appropriate leadership styles 

 Demonstrates  understanding  of  the  impact  of  own  role  on  all  partners  and 
 always  puts  the  end  beneficiary  first.  Builds  and  maintains  strong  external 
 rela�onships and is a competent partner for others (if relevant to the role). 

 Efficiently  establishes  an  appropriate  course  of  ac�on  for  self  and/or 
 others  to  accomplish  a  goal.  Ac�ons  lead  to  total  task  accomplishment 
 through  concern  for  quality  in  all  areas.  Sees  opportuni�es  and  takes  the 
 ini�a�ve  to  act  on  them.   Understands  that  responsible  use  of  resources 
 maximizes our impact on our beneficiaries. 

 Open  to  change  and  flexible  in  a  fast  paced  environment.  Effec�vely  adapts 
 own  approach  to  suit  changing  circumstances  or  requirements.  Reflects  on 
 experiences  and  modifies  own  behaviour.  Performance  is  consistent,  even 
 under pressure. Always pursues con�nuous improvements. 

 Evaluates  data  and  courses  of  ac�on  to  reach  logical,  pragma�c  decisions. 
 Takes  an  unbiased,  ra�onal  approach  with  calculated  risks.  Applies 
 innova�on and crea�vity to problem-solving. 

 Expresses  ideas  or  facts  in  a  clear,  concise  and  open  manner. 
 Communica�on  indicates  a  considera�on  for  the  feelings  and  needs  of 
 others.  Ac�vely  listens  and  proac�vely  shares  knowledge.  Handles  conflict 
 effec�vely,  by  overcoming  differences  of  opinion  and  finding  common 
 ground. 

 Qualifica�ons and Experiences 

 Educa�on: 

 ●  A  Master’s  Degree  in  Project  Management,  Business  Administra�on,  Development 
 Studies, Interna�onal Rela�ons, Architecture, Engineering  or related field. 

 ●  A  first  university  degree  (Bachelor’s  or  equivalent)  in  above-men�oned  fields  with  two 
 (2)  addi�onal  years  of  relevant  experience  may  be  considered  in  lieu  of  an  advanced 
 degree or higher degrees. 

 Cer�fica�ons: 



 ●  Cer�fica�on  in  a  recognized  project  management  methodology,  preferably  PRINCE2®  or 
 PMP  and  knowledge  of  programme  management  methodology  (e.g.  MSP®)  is 
 recommended. 

 Experience: 

 ●  A minimum of at least five (5) years of relevant and progressive professional experience, 
 specifically in the development and implementa�on of projects, is required. 

 ●  Experience with M&E and repor�ng is highly desired. 
 ●  Experience with por�olio and/or programme management, including focus on providing 

 hands-on facilita�on and capacity development to facilitate the oversight and quality 
 assurance of a variety of projects and ac�vi�es simultaneously, will be considered an 
 important asset. 

 ●  Knowledge of UN/UNOPS’ project management rules, regula�ons, standards, 
 requirements and systems, including MS Projects and oneUNOPS, is strongly desired. 

 ●  Previous experience in East Asia and Pacific will be considered an advantage 

 Language Requirements: 

 ●  Full working knowledge of English is required. 

 Incumbent 

 Name                                          Signature                                         Date 


