 
Annex A
[bookmark: _DV_C215][bookmark: _DV_M168]Terms of Reference
	Program/Project
	Local Government Support Program for Local Economic Development (LGSP-LED)

	Contractor’s Position
	
Finance and Administrative Assistant  for Metro-Naga Development Council
   

	Period of Service Agreement
	This Service Agreement shall be effective during the period from January, 2012 until March 31, 2012 with possibility of extension until March, 2013

	Place of Assignment
	[bookmark: _GoBack]One Finance and Administrative Assistant 


	Position Requirements
	· College graduate (Accountancy or Accounting Major), preferably a CPA
· Relevant experience in financial management (particularly financial planning, bookkeeping, cash management, financial systems implementation); auditing background is a plus
· Relevant experience in procurement, administrative work and coordination
· Can work independently or with minimum supervision 
· Hardworking, diligent and pays strong attention to details
· Good interpersonal skills and communication skills.


	Services
	The Finance and Administrative Assistant shall provide technical and administrative assistance in the financial management of funds to be downloaded by LGSP-LED for the implementation of the approved LED Application workplan, the approved Local Project Proposal / LED Initiatives of the assigned Batch 2 Alliances and other LGSP-LED activities in the area/region including activities for the LED Application workplan of the supplementary alliances (i.e. Magic Six Alliances).  This will include assisting in the implementation of procurement policies and procedures  (for goods and services) at the LGU Alliance/local level. Responsibilities also consist of logistical and administrative support to the Partnership Advisor and LGSP-LED PMO for LGSP-LED activities in the assigned region and alliances. 

Working under the  supervision of the Partnership Advisor, the Contractor shall undertake the following:

1. Prepare, consolidate and submit funding requirement for monthly or upcoming activities of the LGU Alliances/ LGSP-LED , subject to review by the Partnership Advisor;  
2. Prepare Cash Advance Requests for expenses pertaining to the implementation of the LGU Alliance’s LED Application Workplan/ Local Project Proposal/LED Initiatives and other LGSP-LED Activities in the region, for endorsement by the Partnership Advisor and LGU Alliance representative;
3. Assist the Partnership Advisor in reviewing the budgets submitted by the LGU Alliance, give recommendations prior to consolidation of LGSP-LED feedback/comments.
4. Process check/cash payments in accordance with the LGSP-LED Local Project Manual and  financial  and procurement policies, guidelines and procedures 
5. Record all financial transactions, prepare and submit financial reports/ liquidation of advances for review by the Partnership Advisor and Finance Manager as required by LGSP-LED on specified dates;
6. Record and monitor funds downloaded to the LGU Alliance for the implementation of the Local Project Proposal/LED Initiatives; 

7. Coordinate financial and procurement documentation requirements with all relevant program partners, contractors, agencies , service providers and suppliers;
8. Ensure the proper safekeeping , maintenance and usage of the LGSP-LED- provided office equipment , unused checks, and LGSP-LED documents/records; 
9. Receive and file incoming letters and documents;
10. Provide assistance in scheduling of meetings and relevant activities as well as other logistical preparations pertaining to LGSP-LED activities only – LGU Alliance activities will be handled by the respective LGU Alliance Project Management Office;
11. Perform other related tasks in connection with the implementation of  LGSP-LED Program in the area/region.

	Assigned Manager
	Partnership Advisor

	Project Documentation
	LGSP-LED Local Project Manual 
LGSP-LED Procurement Policies and Guidelines
LGSP-LED Financial Policies, Guidelines and Procedures for LED Funding Support
MOA between LGU/Alliance, DILG and LGSP-LED (to be completed)


	Eligible Expenses & Meal Allowances
	As agreed in advance with the LGSP-LED Field Director or designate. The Contractor agrees to follow LGSP-LED’s Policy on Eligible Expenses, a copy of which the Contractor acknowledges having received.

	Currency
	Philippine Pesos

	Remittances
	

	Insurance
	

	Daily Rate and Level of Effort (LOE)
	
	

	
	
	

	Schedule of Deliverables
	Deliverables
	LoE (days)
	  Due Date 
	Amount Due

	
	1. Monthly Funding Requirement ( LGU Alliance/ Other LGSP-LED Activities)




2. Cash Advance Request




3. Liquidation of Cash Advance and Activity Cost Summary with appropriate and complete documentation for every  disbursement based on LGSP-LED financial and procurement policies and guidelines 


4. Summary of Monthly Cash Transactions



5. Bank Reconciliation Statement


6. Summary of to-date funds downloaded in support of the LGU Alliance’s Activities

7. Evaluation of/ comments on budgets submitted by the LGU Alliance

8. Well maintained and well kept equipment , joint LGSP-LED/LGU Alliance bank account and LGSP-LED documents/records
	
	1. 30th day  or last day of of the current month for next month’s requirements 
2. At least 5 working days before the start of the approved activity 
3. On or before the 30th day or last working day of the month  or 3 working days after the end of the activity
4. On or before the 30th day or last working day of the month

5. 3rd week of the following month
6. On or before the 15th of the following month

7. As needed


8. All the time

	



 

	
	Total LOE
	Full time (Monday to Friday except official holidays)
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